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GRADUATE PROGRAM REQUIREMENTS 
 
We are delighted that you are interested in furthering your education with us in the School 
of Human Sciences. We pledge to make our best effort to meet your intellectual needs and 
nurture your professional growth. 
 
Please submit the requirements outlined below to complete your application process for an 
online Master of Science in human sciences. We do not have any required program specific 
materials. The Graduate Record Examination (GRE) is no longer required for entry into the 
School of Human Sciences graduate program. 
 
Requirements of the SFA Graduate School  
 

1. Apply online and be admitted to the Graduate School. The process is explained on 
the Graduate School website. In addition to the application, you must submit all 
undergraduate transcripts. 

 
2. You must meet the minimum GPA requirements of the Graduate School to be 

admitted to the program. 
 
Please email inquiries about the program to: 
Dr. Rachel Jumper 
jumperr@sfasu.edu 
Graduate Coordinator 
School of Human Sciences 

 
 
 
 
 
 
 
 
 
 
 

 
Note: Financial aid is not available until you submit all documents and obtain “clear” 
admission. Graduate students admitted under “probationary” status (GPA below 2.5 overall) 
are not eligible for financial aid. Graduate students must maintain a cumulative GPA of 3.0 or 
better to be eligible for financial aid. 

https://www.sfasu.edu/hms/academics/masters
https://www.sfasu.edu/academics/orgs
mailto:jumperr@sfasu.edu
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GRADUATION CHECKLIST FOR HMS MASTER’S STUDENTS 
  
 

To graduate and get a diploma, you must: Date 
Completed 

Be admitted to a degree program.  
Submit all required credentials including: 
1. official transcripts conferring the bachelor’s degree from the college/ 

university attended as an undergraduate student 
2. and an official transcript showing the graduate courses you are 

transferring from another university. 

 

First semester — Receive your advisor assignment from the graduate 
program coordinators. Your assignment is based on your professional 
interests and advisor availability (you can change your advisors at any 
time). A copy of the email confirming your advisor is placed in your 
graduate file. The coordinator introduces you to your advisor via email. 

 

First semester — Upon admission you will have a degree plan filed. You 
should work with your advisor to pick the appropriate elective courses 
from the program. A full list of courses can be found in the Graduate 
Bulletin searching the prefixes HDFS, HMSC, HUSC, and INDS. Please note 
that classes are not offered on a set rotation and are based on faculty 
availability and student needs. We do not guarantee that any specific 
elective course will be offered during your time in the program.  

 

Select a committee in consultation with your advisor, who is your 
committee chair. The committee consists of the advisor/chair and two 
other members of the graduate faculty. Send each member of your 
committee a confirmation email and include copies of those emails in your 
graduate file.  

 

Complete all coursework, including transfer work, within six years of the 
time you started. 

 

Earn an overall GPA of 3.0 or better and a GPA of 3.0 or better in your major 
and minor, which are considered separately. 

 

  
Last Semester —Schedule a time for your comprehensive exam and talk 
with your advisor and committee about the content of the exam.  If HMSC 
5355 is available during your last full semester, you should take this course 
and will complete all comprehensive exam paperwork and writing as part 
of the coursework. 

 

Satisfactorily complete your comprehensive examination and submit your 
report to the Graduation Dean’s Office. 

 

  
Apply for graduation and pay all graduation fees by the deadline stated in 
the Graduation Bulletin (see graduation instructions for graduate students).  

 

https://sfasu.edu/docs/human-sciences/hms-graduate-degree-plan.pdf
https://www.sfasu.edu/registrar/registration-information/course-bulletin
https://www.sfasu.edu/registrar/registration-information/course-bulletin
http://www.sfasu.edu/academics/orgs/graduate-students-faculty/graduation
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AUTHORSHIP OF RESEARCH PUBLICATION POLICY (keep for future 

publications with faculty) 
 

Graduate students are encouraged to engage in research during their coursework or of their 
final research projects as soon as possible after project completion or graduation for maximum 
benefit to the industry and/or research community.  If you complete a research project with a 
faculty member, you are required to fill out the form on the next page. 
 
The Graduate School’s goal is to recognize the research efforts of student researchers in 
relation to the effort expended and the nature of the project. Professional guidance and effort 
are also recognized, especially when student projects are a component of larger or longitudinal 
work. 
 
Normally papers are drafted by the student and revised by the professors involved in the 
project. Authorship in such cases includes the student as first author, with one or more 
professors as joint authors. 
 
The final manuscript must be accepted by a professor in the student’s major and submitted for 
publication within one year of the research project’s completion. If the student fails to submit 
publication copy in a timely manner, the professor has the authority to prepare the publication 
incorporating the student’s work. In such instances, the professor is recognized as the primary 
author with the student’s input recognized as appropriate. 
 
This policy reflects the general philosophy and intent of the school. Note that individual 
professors may have differing personal policies. Students are encouraged to discuss the topic 
of authorship with their examining/graduation committee members before beginning research 
projects and to utilize the following form when appropriate.  
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STATEMENT OF AUTHORSHIP 
 

Stephen F. Austin University School of Human Sciences 
 
SFA’s School of Human Sciences has a strong commitment to the dissemination of research 
findings for the advancement of the profession. At the same time, the school desires to 
properly recognize the efforts of all researchers. 
 
To meet these publication goals, all student research associates are asked to indicate 
agreements between thesis committee members and other faculty members who may have 
guided or participated in research projects. It is understood that many projects may be 
combined with others, and that significant time may pass before publication. 
 

 
 
Title of Research Project 

_________________________________________________________________________________ 
 

I agree to publish the research findings within one year of research project completion and 

with an authorship priority as listed below: 
 

First or Primary Author 

_________________________________________________________________________________ 

Contributing Author 

_________________________________________________________________________________ 

Contributing Author 

_________________________________________________________________________________ 

Contributing Author 

_________________________________________________________________________________ 

Agreed deadline to submit manuscript to professor of major: ___________________________ 

________________________________________ _______________________________________ 

Student      Contributing Author 

________________________________________ _______________________________________ 

Date       Professor of Major 
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ONLINE MASTER OF SCIENCE PROGRAM 
 
Note: The School of Human Sciences Graduate Student Survival Handbook outlines general 
policies and procedures regarding the completion of the online MS in human sciences at SFA. 
Faculty members can modify certain policies and procedures to meet student needs under 
extenuating circumstances. Specific program areas within the School of Human Sciences may 
have additional policies and protocols not listed in the handbook.  
 
Also see these websites in addition to this handbook for more information: 
• SFA HMS master’s program  
• SFA Office of Research and Graduate Studies 
 
Structure 
   
The School of Human Sciences focuses on the preparation of professionals for emerging 
careers and entrepreneurial opportunities. Areas of study include human development and 
family studies, hospitality administration, fashion merchandising, interior design, construction 
management, and family and consumer sciences/certification for teaching. Students entering 
the MS program must have a Bachelor of Science/Bachelor of Arts degree in a related field or 
relevant work experience. Prerequisite courses are required for students with other degrees 
and limited professional experience. The MS in human sciences is a 36-hour online degree with 
a nonthesis option. This degree provides graduate education to professionals in the field of 
family and consumer sciences. With the online MS in human sciences, you can select from a 
variety of concentration areas in the field of human sciences including human development 
and family studies, family and consumer sciences, general interior design, and health care 
interior design. All courses are offered online. 
 
 
The degree requires a total of 36 hours of approved graduate courses including 18 hours of 
core courses: 12 hours of human sciences courses and six hours of statistics. Students seeking 
content knowledge on a wide variety of topics, desiring a promotion in their organization or 
wishing to teach with a master’s degree or specialize in an area of study should choose this 
track.  Students wishing to teach at the college or university level must have 18 hours of 
coursework in the specific discipline in which they desire to teach.    

https://www.sfasu.edu/hms/academics/masters
https://www.sfasu.edu/academics/orgs
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Steps to Completing an Online MS in Human Sciences 
 
1. Consider your readiness 
Seriously consider your ability to complete an online program or course before you enroll. 
Online courses are not easy. The reading, assignments and tests are just as difficult as those in 
campus-based courses. In addition, successful online course completion requires you to be 
self-disciplined enough to log in regularly, focus on your assignments and complete your work 
by scheduled deadlines. 
 
Obviously, technology plays a big role in online learning. To be successful, you must have easy 
access to a computer and the internet. You must also be proficient in a variety of computer-
related skills, such as Microsoft Word, Microsoft PowerPoint and email.  
 
2. Calculate costs and financial aid 
Answers to questions about tuition and fees, billing and payment options are available on the 
Student Business Services and by email at sbs@sfasu.edu. You also may contact the business 
office by phone at (936) 468-6960 from 8 a.m. to 5 p.m. Monday through Friday or visit the 
office on campus. 
 
The SFA cost of attendance webpage can help you plan your expenses. A fee of $25 per credit 
hour is added for all distance education courses to help cover the cost of delivery. 
 
At the bottom of the tuition and fee plans rate tables page, you will find an estimator 
specifically designed for the out-of-state electronic fee. 
 
Even though SFA Online courses are affordably priced, financial aid helps. As an SFA Online 
student, you are eligible to apply for financial aid. The Office of Financial Aid and Scholarships 
has posted the information and forms you need to apply for financial aid online for your 
convenience. 
 

Student Business 
Services   Financial Aid  
P.O. Box 13053, SFA Station  P.O. Box 13052, SFA Station 
Nacogdoches, TX 75962-3053  Nacogdoches, TX 75962 
Phone: (936) 468-6960  Phone: (936) 468-2403 
Fax: (936) 468-7213  Fax: (936) 468-1048 
Email: sbs@sfasu.edu  Email: finaid@sfasu.edu 

 
  

https://www.sfasu.edu/sbs
mailto:sbs@sfasu.edu.
https://www.sfasu.edu/admissions-and-aid/tuition-costs/cost-of-attendance
https://www.sfasu.edu/sbs/tuition-fees/plans-rates
https://www.sfasu.edu/admissions-and-aid/financial-aid/applying-for-aid
http://www.sfasu.edu/controller/businessoffice/
http://www.sfasu.edu/faid
mailto:sbs@sfasu.edu
mailto:finaid@sfasu.edu
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3. Register for courses 
Upon admission to the university and program, you will be sent a welcome email from the 
HMS graduate coordinator connecting you to your graduate advisor.  After fulfillment of all 
departmental advising requirements, you may register for SFA Online courses by web or 
phone. Information regarding registration is on the registration page. 
 
The registrar posts registration dates online every semester. Normal registration hours are 
6 a.m.–10 p.m. Monday through Friday. To register for classes or add/drop classes, log on to 
mySFA. 
 
Class meeting time, place and instructor information is available in the Schedule of Classes. 
 
Bills are mailed only when students preregister. If you register during delayed registration, 
you must promptly pay your bills at the Business Office (Room 204) of the Austin Building or 
with a Visa or MasterCard by calling (936) 468-6960. Failure to do so may result in your 
courses being dropped. You may add/drop courses during the registration period. 
 
If you have registration questions, call (936) 468-1370. 
 
4. Prepare 
 
Order books. You may purchase textbooks and materials for your online courses through the 
website of SFA’s Barnes and Noble bookstore. The bookstore can ship your books to your 
home or hold your books on campus.  
 
Know your Brightspace username and password. Your Brightspace username is your 
mySFA username. If you do not know your mySFA username, visit the Look Up mySFA 
Username page. Your Brightspace password is your mySFA password. 
 
Take the online orientation. You can use online Brightspace tutorials to become familiar 
with the myCourses environment as you learn technical skills that will help you be successful 
in your online course. Online Brightspace tutorials are free, noncredit courses; they do not 
appear on your transcript or affect your GPA. All students are encouraged to take the online 
Brightspace tutorials during the semester to use the resources provided in them for specific 
course tasks. 
 
Post-Baccalaureate Initial Certificate  
The Post-Baccalaureate Initial Certificate program is available to individuals holding an 
undergraduate degree in a human sciences specialization area and pursuing a teaching 
certification. You must meet requirements for admission to teacher certification. The PBIC 
in family and consumer sciences broadens your employment opportunities. 
 
 
  

https://www.sfasu.edu/registrar/registration-information/how-to-register
https://www.sfasu.edu/registrar/registration-information/dates-deadlines
https://sfacas.sfasu.edu/cas/login?service=https%3A%2F%2Fmysfa.sfasu.edu%2Fc%2Fportal%2Flogin
https://ssb.sfasu.edu/prod/bwckschd.p_disp_dyn_sched
http://www.sfasu.edu/registrar/registration/add_drop.asp
https://sfasu.bncollege.com/shop/sfasu/home
https://help.sfasu.edu/TDClient/2027/Portal/KB/ArticleDet?ID=162723
https://help.sfasu.edu/TDClient/2027/Portal/KB/ArticleDet?ID=162723
https://www.sfasu.edu/d2lsupport
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Student Responsibilities  
  
● Read graduate bulletin thoroughly. Be sure you select the graduate bulletin for the 

academic year in which you began your study. 
● Complete diploma application. 
 
Meet Graduate School deadlines in the current bulletin regarding:  
● plan of study  
● comprehensive examination  
● completion of graduation application  
● and admission to candidacy.  
 
Exhibit professional challenging attitudes toward the rigors of academic performance 
indicative of graduate education.  
 
Develop a personal timeline for completion. 
 
Overload, Course Failure, & Dismissal Procedures 
 
Overloads: Students are advised to take between 3-9 hours per academic semester.  In some 
cases, students may wish to take more than nine hours of courses.  In these cases, students 
must have a 4.0 GPA and approval from their advisor to be advised to take an overload. 
Students taking more than nine hours of classes should be aware that they cannot count any 
grade below a “C” toward their degree and that they are responsible for retaking any course in 
which they earn a grade below a “C”.  Only six hours of course work can be repeated and the 
need to repeat more than six hours will result in dismissal from the program.  
 
Failing a Course: Any course in which a grade below a “C” is earned must be retaken.  
Students must retake the same course.  This may mean that a student has to wait several 
semesters until the course is reoffered.  If you are in danger of failing a course, please talk to 
your advisor about withdrawing from the course rather than failing the class.  Failing courses 
at the graduate level has significant and serious consequences.  
 
Dismissal From the Program:  

• Failing courses – per the Graduate Bulletin, no grade below a C counts toward a 
graduate degree and students may repeat a maximum of six hours to raise a GPA.  
Should a student have a need to repeat more than six hours, they will be dismissed from 
the program.  

• GPA - Students must maintain a GPA of 3.0 or above.  If GPA falls below a 3.0, you should 
calculate if it is possible for your final overall GPA to be a 3.0.  Students who cannot earn 
a 3.0 overall GPA will be dismissed from the program.  

• Any student found to plagiarize or otherwise engage in unacceptable ethical behavior 
per the Code of Student Conduct and Academic Integrity while writing their 
comprehensive exam or thesis will be dismissed from the program.  

 

https://www.sfasu.edu/registrar/registration-information/course-bulletin
https://www.sfasu.edu/registrar/registration-information/course-bulletin
https://www.sfasu.edu/docs/hops/04-106.pdf


11 
 

 
FINAL COMPREHENSIVE EXAMINATION 

 
Each degree program has a culminating requirement for a student’s final semester or 
summer session of work. A nonthesis degree requires a comprehensive examination over 
the major field, and some programs specify a final requirement such as passing a national 
test or completing a capstone course.  
 
When you enroll in a program, the program’s graduate advisor or school director provides a 
written description of the culminating requirement and how to qualify for and pass (or 
reattempt) it. You must be registered during the semester or summer session in which you 
satisfy the culminating requirement.  
 
In programs with a comprehensive examination, the examination committee comprises 
graduate faculty members appointed by the relevant department. The deadline for 
reporting the results of your comprehensive examination or other culminating requirement 
is shown in the calendar in the graduate bulletin. If you fail to satisfy the culminating 
requirement within the time frame or the maximum number of retakes specified by the 
graduate program or allowed by Graduate School policy, you are not awarded the degree. 
 
The procedures for advisory committee formation and the administration of graduate 
comprehensive examinations in the School of Human Sciences follow. 
 

Student Committee  
  
Students form a committee composed of three graduate faculty members as early as possible 
but at the very latest by the beginning of the last semester of study.  
 
The committee may include one faculty member from outside the School of Human Sciences 
with approval of your major advisor. Your committee serves as the comprehensive 
examination committee. In some circumstances, exceptions may be made.  
  
If you wish to change a committee member, you must submit a written request to your 
major advisor, who will evaluate the merit of your request and make a final decision. If you 
wish to replace your major advisor, you must submit a written request to the director of 
the School of Human Sciences, who will evaluate the merit of the request and make a final 
decision. 
 
  

https://www.sfasu.edu/registrar/registration-information/course-bulletin
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Written Comprehensive Examination Procedure 
 
For students starting the Master's in Human Sciences in Summer/Fall 2021 and forward, the 
comprehensive exam procedures will be as follows - In your last semester of coursework, you 
will complete a take-home comprehensive exam to be completed over a period of two 
weeks.  Your three-person committee will develop a writing prompt that encourages you to 
apply the knowledge you gained from your courses in the program.  You will then have two 
weeks to write a 15-18 page paper (exam) over the prompt and must include a Reference list 
in APA format (reference list is not included in the page count).   
 
Your exam should reflect the knowledge that you have gained in the graduate program 
including both your knowledge of content and mechanics (APA formatting).  In your exam you 
should show the committee that you are able to research information, synthesize what you 
have read, and analyze information in the field.   
 
It is expected that your exam is edited and free from major grammatical errors, uses APA 
formatting, includes in-text citations, incorporates paraphrased information more than quotes, 
and meets any other requirements outlined by the three-person committee.  
 

Prior to the start of your exam, you may, in conjunction with your advisor, select the dates and 
times to write for each committee member.  In some cases, you may be assigned to a specific 
two-week writing time period based on faculty schedules.  

 
Once the student has completed the written exam and uploaded it into Brightspace by the 
required time, the graduate advisor will forward an electronic copy of the student's response 
to all committee members for evaluation within two (2) days of completing the exam. Not 
uploading the paper by the required deadline may result in a failed attempt at the 
comprehensive exam.  
 
You should exhibit ethical behavior during the comprehensive examination process. Any 
suspicion of cheating will be investigated with the potential of examination failure. Refer to 
University Policy 04.106 for information on academic dishonesty.  

 
It is your responsibility to meet with each committee member at the beginning of the semester 
in which you will be completing the exam to discuss the topics you should study for the exam. 
This information may be broad or specific, but it can help guide your exam study. 

Each committee member needs to sign the Intent to Take Comprehensive Exam form before 
you submit it to the major advisor.  

http://www.sfasu.edu/policies/
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Oral Examination Procedure 
 
All nonthesis students must take an oral exam on-site or via technology (for example, 
Brightspace software or teleconference). The major advisor should schedule the oral exam 
within seven to 10 days following completion of the written exam. 
  
You must score from a 3 (Acceptable) through a 5 (Substantially Developed) on the 
examination rubric for each item. See rubric in Appendix A.  
 
The committee discusses your performance on the written and oral exam privately and 
decides on a passing or nonpassing grade. The major professor notifies you of the results 
within 24 hours after the oral examination is completed. Results are either satisfactory or 
unsatisfactory.  
 
If you pass the composite written/oral examination, all forms should be completed for you and 
submitted to the school director and the Office of Research and Graduate Studies.  
 
If you fail one or more sections of the composite written/oral exam, you are notified of which 
section (written and/or oral) you failed and which question you failed in that section. You 
must repeat the failed section(s); the committee decides whether you must repeat both 
written and oral components. The major advisor then works with you to reschedule the 
written and/or oral examination(s). One repeated effort on the comprehensive exam (written 
and/or oral) during the same semester is allowed and counts as one attempt. 
 
If you fail the repeated written and/or oral exam, you must confer with the major advisor 
regarding remedial course work to be taken the following semester at the student’s own 
expense and future rescheduling of the second and final opportunity for the comprehensive 
examination (the second and final opportunity includes a written/oral examination and one 
repeated effort of written and/or oral, if needed). The second and final opportunity for the 
comprehensive examination does not take place during the semester in which the exam was 
first attempted. A contract for remedial work is developed by the major advisor and signed by 
you, the major advisor and the director of the School of Human Sciences. Failure to pass the 
second and final opportunity for examination results in dismissal from the program and no 
degree awarded. 
 
Online Exam Information 
Once the student has successfully completed and passed their comprehensive exam, the Report 
of Comprehensive Final Examination form should be signed by all committee members and 
sent to the College of Education and Graduate School contacts. You can find advising forms for 
the Perkins College of Education on the PCOE graduate advising website. 

 
 

https://www.sfasu.edu/coe/student-resources/advising/grad-forms
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AFTER ADMISSION 
 
Following admission to a graduate degree program, you must confer with the graduate 
advisor in the major department and, if applicable, the minor department to obtain advice 
about the courses to take. As soon as possible and preferably during the first semester or 
summer session of enrollment, you should have a degree plan. In the case of a minor, a 
representative of the minor department must be included on your advisory committee. 
 
Thereafter, at stipulated stages, you must: 
 
1. apply for admission to candidacy for the graduate degree  
2. complete all requirements of the degree plan and apply for the degree  
3. and take a comprehensive examination administered by the major department and, if 

applicable, the minor department. 
 
The guide below outlines the step-by-step procedure: 
 

Limitation of Time 
 
With the exception of Doctor of Education, Doctor of Philosophy and Master of Fine Arts 
degrees, all work on a graduate degree must be completed within six years of the time you 
first enroll in graduate courses, whether you take the courses at SFA or elsewhere. If you 
serve on active duty with the armed forces of the United States between the dates of 
matriculation and graduation, the six-year limitation is extended one year for each year of 
active duty up to a maximum extension of four years. Time limits for the EdD, PhD and MFA 
degrees are specified under the respective program descriptions in the SFA graduate 
bulletin. 
 

GPA Requirements 
 
To remain in good standing in the Graduate School and to graduate, you must maintain a B 
average. If you have clear admission to graduate study and your GPA falls below a B during 
any semester or summer session, you are placed on academic probation and will need to 
follow/make satisfactory progress toward the required plan of action outlined by your main 
advisor. If you are on probationary admission, you are placed on academic suspension. If 
you are placed on academic probation and you fail to restore an overall B GPA the following 
semester or summer session, you will be placed on academic suspension.  
 
If you are placed on academic suspension, you are denied the continuation of an academic 
program as well as the privilege of registering for coursework. This suspension period is for 
one semester or one summer session, whichever follows the period when the suspension 
occurred. Thereafter, you revert to post-baccalaureate admission status and are permitted 
to take coursework not applicable toward a degree program. To be reinstated to a degree 

https://www.sfasu.edu/registrar/registration-information/course-bulletin
https://www.sfasu.edu/registrar/registration-information/course-bulletin
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program, you must be recommended by the appropriate academic department and 
approved by the academic dean, the Graduate Council and the associate vice president. 
 

Transfer Hours 
 
With the approval of the major department and the academic dean, you may transfer from 
another accredited graduate school up to 12 semester hours toward a nonthesis master’s 
degree. Transferred work must be completed with a grade of B or better and is accepted 
only for credit toward a graduate degree at SFA and not for raising the GPAs you earn at 
SFA.  
 
You must have earned those hours no more than six years prior to your first graduate 
course enrollment at SFA. Moreover, if you fail to complete work on the graduate degree at 
SFA before the expiration of the six years, the work is no longer applicable toward a degree 
at SFA. Graduate credit earned by correspondence is unacceptable for application toward 
the graduate degree requirements. 

 
To transfer any credit from other institutions, you must submit an official transcript of the 
courses to be considered and receive the approval of the appropriate academic department 
and academic dean.  
 
Degree Requirements 
 
Coursework used to satisfy requirements for a previous master’s degree (whether taken at 
SFA or elsewhere) may not be used to satisfy requirements for a second master's degree at 
SFA.  
 
Under certain circumstances, an undergraduate student may simultaneously pursue work 
toward bachelor’s and master’s degrees. 
 
To earn a graduate degree, you must have major and overall GPAs of 3.0 or better on a 4.0 
scale. The computation of the overall GPA includes all courses in the major and minor and 
those elective courses you selected to complete the degree requirements. In the case of 
repeated courses (you may repeat a maximum of six semester hours of work to raise your 
GPA), only the higher grades are used to compute GPAs, according to university policy. No 
course with a grade below C can be used to satisfy degree requirements.  
 
Work offered for the graduate degree should be in courses numbered 500 and above. In 
certain circumstances, you may take a maximum of nine semester hours of 400-numbered 
courses carrying graduate credit toward a nonthesis degree. You must repeat any courses 
you fail.   
 
With the exception of the MFA, no more than two Advanced Graduate Studies (HUSC 5175 
and 5376) courses or a total of eight hours may count toward any master’s degree without 
special permission from the academic dean.  

http://www.sfasu.edu/academics/orgs/graduate-students-faculty/graduate-faculty/graduate-council


16 
 

 
In addition to satisfying all coursework for the graduate degree, you must satisfy all other 
requirements, as well as the final comprehensive examination and/or the thesis.  
 
All work on a graduate degree must be completed within six years of the time you first 
enroll in graduate courses, whether the courses are taken here or elsewhere. For 
exceptions, see the statement (above) on the limitation of time. 
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GRADES 
 
A — Excellent 
B — Average 
C — Fair 
D — Poor, not applicable as credit toward a graduate degree 
P — Passing 
W — Withdrew 
WF — Withdrew failing 
WH — Withheld 
WP — Withdrew passing 
QF — Quit failing 
F — Failing 
 
A grade of A for a semester gives you four grade points per semester hour; B, three grade 
points per semester hour; C, two grade points per semester hour; and D, one grade point 
per semester hour. A grade of D, however, makes the course ineligible for application 
toward a graduate degree. 
 
A grade of WH is assigned only when the completion of the work is not possible because of 
circumstances beyond your control. A grade of QF is assigned only when you quit attending 
classes without officially dropping the course. In the case of awarding a WH grade, the work 
must be completed within a calendar year or the grade automatically becomes an F. 
Exceptions to that regulation are thesis research and writing courses (HUSC 5389, 5190, 
5191) in which the work is permanently awarded a WH grade until the thesis is completed. 
You may not receive a grade of WH upon dropping a course. 
 
To graduate, you may not discard any courses in the major or the minor to improve your 
GPA. 
 
All courses, except those repeated, in the major and minor are computed in the GPA. You 
cannot use a course with a grade below C to satisfy your degree requirements. You may 
repeat a maximum of six semester hours of work to raise the GPA. In the case of these 
repeated courses, the higher grades are used only to compute GPAs, according to university 
policy. 
 
You may take electives outside the major and minor, and only those you select to complete 
the degree are counted in your GPA. 
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INTERNATIONAL GRADUATE STUDENTS 
 
Each year, the university welcomes international students into the graduate program. In 
recent years, a close and cooperative educational program was developed between SFA and 
sister universities in China, Korea and Japan.  
 
If you are an international student, the following information may facilitate your 
introduction to the campus. 
 
Noncitizens or applicants who hold student (F-1) or other types of temporary visas should 
obtain the brochure “Information for International Students” from the Office of Admissions. 
Permanent or temporary residents who have graduated from an accredited United States 
college or university with a bachelor's degree or other higher degree must follow the 
instructions in this brochure because they are responsible for registering under the correct 
residency classification. Generally, all Graduate School applicants who have resided or have 
been employed in the state of Texas for 12 months prior to enrollment are eligible for state 
resident tuition rates. Foreign nationals and holders of F-1 or other types of temporary visas 
must pay the nonresident tuition charges. Students who receive teaching or research 
assistantships may be eligible for a waiver of nonresident tuition depending upon the 
amount of equivalency granted. Thus, international students should consult with their 
department and the Office of Admissions if changes occur in their status. 
 
International students and any applicants who completed their education outside the 
United States should make certain they have submitted, and the university has on file, all 
required original or certified transcripts of previous educational experience, both in the 
original language and English translation, as well as any required official test scores. It is 
recommended that students keep an extra copy of such documents as well. 
 
If, as an international student, you are requesting the transfer of credits, then you may be 
required to submit a syllabus, catalog or bulletin translation or a letter from a supervising 
teacher describing the work accomplished before receiving official approval of transfer 
credit. 
 
For some international students, the cultural and linguistic challenges of graduate education 
seem intimidating. International students must satisfy English proficiency requirements. In 
1989, the 71st Texas Legislature passed House Bill 638, which requires that all public 
university courses be taught in English. Certainly, in both a teaching and studying capacity, 
the higher standards and demands of graduate programs require a solid command of 
written and spoken English. If your native language is not English, you must achieve a score 
of at least 550 on the paper and pencil version or a 213 on the computer-based version of 
the Test of English as a Foreign Language (TOEFL). If you score below these levels, you must 
be able to demonstrate the competency in English needed to accomplish graduate studies 
successfully. You may request information concerning these tests as well as application 
forms, test schedules and test locations from the Educational Testing Service, CN6155, 
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Princeton, NJ 08541-6155 or from the Office of Research and Graduate Studies on campus. 
Unless you are part of a university-sponsored exchange program, a $25 test fee is required. 
 
Nevertheless, remember that your admission to SFA is based on the recommendations of 
those who know your English language capabilities, and this should reassure you that you 
can survive and complete your degree program. The university has a strong language 
department and one of the newest and finest language laboratories in the nation. If you have 
difficulty, help is available. Continued effort and patience will build upon abilities you 
already possess and ultimately provide the confidence and skill in English that will not only 
facilitate your intellectual growth but also may inspire others to learn a second language. 
 
As an international student at SFA, you will share some of the issues and problems common 
to the graduate experience. Yet some of your experiences will undoubtedly be unique to 
your situation and background. In addition to natural anxiety and the confusing culture of a 
new country, you may experience trepidation regarding language skills or simple shyness. 
Remember that your status as an international student adds an exciting and stimulating 
dimension to the classroom and community. International students sometimes find 
different standards of educational flexibility and informality in American universities than 
they experienced in their native educational sphere. That does not have to be intimidating 
— just different. American universities believe in healthy, challenging debate within a 
relaxed and friendly student-centered atmosphere. Again, plan to participate and don’t be a 
stranger to department members or fellow students. Get to know your faculty and student 
colleagues and give them a friendly opportunity to know you and assist you in making this 
experience one of the best of your life. 
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SFA CAMPUS RESOURCES AND SERVICES 
 

Steen Library 
library.sfasu.edu 
 
In addition to traditional services, the library provides a major microlab, the Library 
Information and Networking Center (LINC), where students can access the internet and 
search the electronic catalog. It also offers the East Texas Research Center (ETRC), which 
collects and preserves original and important source materials relating to the culture, 
economic development and history of East Texas. The librarians also serve as excellent 
resources for students conducting research. 
 
The librarian appointed to the School of Human Sciences is Tina Oswald 
(toswald@sfasu.edu). 
 
How do I find articles on the topic___________? 
Search for articles by subject or keyword in library article databases. 
 
How do I locate a list of available databases and select an appropriate one for my 
topic? 
On the library homepage, select the “Research” button to see a list of research guides, 
and select the one that fits your topic.  
 
How do I know which of the numerous databases to use first? 
For most topics, Academic Search Complete is the best place to start. 

https://library.sfasu.edu/
mailto:toswald@sfasu.edu
https://library.sfasu.edu/
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Do I need to go through all the search options listed on the page before I conduct 
a search?  
No. If you are not an experienced searcher, do not change the search modes. Look at the 
“Limit Your Results” features and choose “Full Text.” For most assignments, choose 
“Scholarly Peer Reviewed Journals.” As you gain experience searching, you may want to 
use some of the other limits. The more limits you choose, the fewer articles you retrieve. You 
can change the limits on a search you’ve started by using the update options in the left 
frame of your screen. 
 
How do I construct my query? 
 
Searching Strategies 
● Develop a topic statement.  
● Identify the important concepts.  
● Identify synonyms or other terms for these concepts. 
● Use the connecting word “and” to limit your search: child development and siblings.  
● Use “or” to broaden your search: family or relatives.  
● Put terms in quotes to search as a phrase: “child development.” 
● Use nesting for a complex search with both “and” and “or” connectors: “child 

development” and (speech or language or talk*). 
● Use * as a wildcard to look for any form of the root word; develop* will retrieve 

develop or developed or developments or developing. 
 
Enter appropriate keywords in the search box: “visual impairment” and (falls or safety or 
accidents). 
 
Will every item I retrieve using the “Scholarly Peer Reviewed Journals” limit be a 
peer reviewed article?  
No. In many cases the entire peer reviewed journal is available. Other sources might 
include book reviews, letters to the editor, editorials and brief informational 
announcements or articles. All these items are useful, but if your assignment is to use a 
peer reviewed journal article, they do not fulfill this criteria. 
 
Look through the list of citations for articles that most closely fit your topic. Since you used the 
full text limit, either the PDF (for HTML articles, audio is also an option) or HTML version of 
the full article is included. You can print, save or email the article to yourself or someone else. 
                                
What if I don’t find appropriate articles or enough articles? 
If you need additional articles, vary the keywords used in your search. Find new keywords 
in the abstract of the articles you have retrieved. Using more than one search query is 
almost always necessary when writing a paper. 
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Does the library have any of the articles for the citations that are retrieved when I do 
not use the “Full Text” limit? 
Yes. We do have many articles that are not full text in the database. For a thorough search 
on any topic, you need to remove the full text limit and review additional citations. 
 
How do I locate the article when I have a citation? 
With your citation in hand (including journal title, date, volume, page numbers, the article 
title and author), follow the instructions below: 
1. Use the Search Box on the library homepage at https://library.sfasu.edu/. 
2. Enter the journal title (not the article title) and click the button that says Journal 

Titles. 
 
 
 
 
3. On the list you retrieve, find the exact journal title you need. The list is in 

alphabetical order. 
4. Below the journal title, review the list of databases.  
5. Compare the date you need with the dates available listed with each 

database/publisher.  
6. Choose the database or publisher that matches the date you need. 
7. Follow the link to the appropriate database or journal. Then, select the year or 

volume you need. Next, look for the article title or page numbers you need. 
8. If you do not see an electronic match for your journal title and date:  

a. Look for a link that says “in Stephen F. Austin State University’s Print 
Holdings.” 

b. Follow this link into the catalog and look at the dates of SFA’s holdings. 
c. If the library has the year you need, note the call number and retrieve the journal. 

Current issues are on the first floor. Older volumes are on the third or fourth floor 
depending on the first letter of the call number: A-N 4th; P-Z 3rd. 

 
If you really need the article and the library doesn’t have it, use interlibrary loan to register 
with SFA’s interlibrary loan system and request the article you need. 
 
  

https://library.sfasu.edu/
http://tu8sb8vc9v.search.serialssolutions.com/log?L=TU8SB8VC9V&D=XOL&J=CLINSOCWORJO&U=http%3A%2F%2Fdevo.sfasu.edu%2Fipac20%2Fipac.jsp%3Findex%3DISSN%26term%3D0091-1674
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How can I tell if the scholarly article I retrieve is a research study or a literature 
review? 
Look for these key sections of scholarly primary research study articles (some of these 
elements may be combined or have different labels): 
● Introduction or Purpose 
● Literature Review 
● Methods or Study Design 
● Statistical Analysis or Data Analysis 
● Results 
● Conclusion 
 
Normally just reading abstracts of articles is enough to help you identify them as reports by 
the authors on actual experiments, surveys or studies they’ve conducted. A literature 
review (secondary research) cites studies done by other people and summarizes results. 
Use the list of references from both literature reviews and research studies to identify 
other studies on the topic. 
 
Do I need to search any of the other library databases? 
Maybe. For many undergraduate assignments and some graduate assignments, you can find 
enough material in the Academic Search Complete database. For some disciplines, 
specialized databases are recommended. ERIC is the most complete database for education, 
and PsycInfo is the best for upper-level psychology. The Dissertations and Theses database 
is the best place to look for dissertations or theses on any topic. 
 
Is there a complete list of all the library databases? 
Yes. The Databases A–Z list links from the library homepage. 
https://sfasu.libguides.com/az/databases  
 
Health Services — Insurance  
 https://www.sfasu.edu/thehub/health-clinic 
 
Health Services does not provide obstetrical care, x-rays, dental work, physical therapy, 
eye exams or surgery. There is no on-campus pharmacy where you may have prescriptions 
filled. You may purchase optional health insurance at competitive rates through Blue Cross 
Blue Shield of Texas. Two local facilities offer emergency room service: Nacogdoches 
Memorial Hospital and Nacogdoches Medical Center. 
 
  

https://sfasu.libguides.com/az/databases
http://www.sfasu.edu/life-at-sfa/health-safety/health-clinic
https://sfasu.myahpcare.com/
https://sfasu.myahpcare.com/
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Student Activities Association — Office of Student Affairs Programs 
https://www.sfasu.edu/student-life/student-engagement/connection-involvement/saa 
 
The SAA strives to provide an educational and recreational experience outside the 
classroom through programs that culturally enlighten, intellectually stimulate and entertain 
the university community. The SAA produces over 100 events each year ranging from 
concerts and comedy performances to game shows and lectures. 
 
Barnes & Noble Bookstore 
sfasu.bncollege.com 
 
The university bookstore is owned and operated by Barnes & Noble and is located on the 
first floor of the Baker Pattillo Student Center. It serves the entire campus community. The 
store sells texts, general educational books and materials, magazines, Starbucks coffee, 
clothing, cards, stationery, gifts and other items. Official university rings may be ordered 
through the services of the bookstore as well as caps and gowns for graduation ceremonies. 
 
Baker Pattillo Student Center 
https://www.sfasu.edu/studentcenter  
 
The student center houses student affairs offices, a food court with national brand 
restaurants, study lounges, movie theaters, a copy center, an atrium, a TV room, retail 
vendors, Starbucks and more. 
 
 
Office of International Progams 
https://www.sfasu.edu/international  
 
OIP offers international students three different options for pursuing studies at SFA: 1) 
English as a second language, 2) study abroad and 3) full SFA admission. 
 
  

https://www.sfasu.edu/student-life/student-engagement/connection-involvement/saa
https://sfasu.bncollege.com/shop/sfasu/home
https://www.sfasu.edu/studentcenter
https://www.sfasu.edu/international


25 
 

Center for Career and Professional Development 
sfasu.edu/ccpd 
 
The CCPD assists students in job searches, coordinates corporate visits to campus, holds 
workshops and seminars, provides resume advice, maintains folders of essential 
documentation such as letters of recommendation, and processes thousands of requests 
by prospective candidates and employers. 
 
Counseling Services  
https://www.sfasu.edu/thehub/counseling  
 
Counseling Services is staffed with professional counselors who help students deal with 
both personal and psychological problems, including eating disorders and alcohol or other 
drug abuse. It also helps international or nontraditional students transition to campus life. 
Additionally, the faculty and graduate students of the Department of Psychology staff a 
clinic that provides some assessment and therapy programs for accepted clients as well as 
initial preprofessional training for advanced students. 
 
University Police Department  
https://www.sfasu.edu/upd 
 
In addition to 24-hour police service, including 911 emergency response, UPD offers 
crime-prevention programs, regulates campus parking, provides escort service in 
emergencies and provides assistance with vehicle difficulties or if you lock your keys in 
your car. 
  

http://sfasu.edu/ccpd/
https://www.sfasu.edu/thehub/counseling
https://www.sfasu.edu/upd
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GRADUATE ASSISTANTSHIPS AND EMPLOYMENT 
 
Some administrative graduate assistantships are available across campus. For more 
information, refer to the Assistantships Guide. 

https://www.sfasu.edu/hr/students/graduate-assistantships
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APPENDIX A — ASSESSMENT 
 

STUDENT NAME: _______________________________ STUDENT ID: _______________________  
ADVISOR NAME: _______________________________ DATE ADMINISTERED:  ______________ 
 

Program Learning Outcome 1: The student will analyze and demonstrate familiarity with the current 
literature of the discipline. 
Assessment 2: Comps/Thesis Rubric     

 1. Identifies and summarizes the problem/question at issue (and/or the source’s position). 
 
1------------------------------------------2--------------------------------------------3--------------------------------------------4--------------------------------------------5 
 Scant                    Acceptable       Substantially Developed 
 
Does not identify and summarize the problem; is confused or 
identifies a different and inappropriate problem. Does not identify or 
is confused by the issue, or represents the issue inaccurately. 

Identifies the main problem and subsidiary, embedded or implicit 
aspects of the problem; identifies it clearly by addressing the 
relationships to each other. Not only identifies the basics of the issue 
but also recognizes nuances of the issue. 

 
2.Identifies and presents the STUDENT’S OWN perspective and position as it is important to the analysis of the issue. 
 
1------------------------------------------2--------------------------------------------3--------------------------------------------4--------------------------------------------5 
 Scant                         Acceptable       Substantially Developed 
 
Addresses a single source or view of the argument and fails to  
clarify the established or presented position relative to one’s own. 
Fails to establish other critical distinctions.  

Identifies, appropriately, one’s own position on the issue, drawing 
support from information. 

 
 3. Identifies and considers OTHER salient perspectives and positions that are important to the analysis of the issue. 
 
1------------------------------------------2--------------------------------------------3--------------------------------------------4--------------------------------------------5 
 Scant                           Acceptable  Substantially Developed 
 
Addresses only a single perspective and fails to discuss other  
possible perspectives, especially those salient to the issue. 

Addresses perspectives noted previously, and additional diverse 
perspectives drawn from outside information. 

 
 4. Identifies and addresses the key assumptions. 
 
1------------------------------------------2--------------------------------------------3--------------------------------------------4--------------------------------------------5 
 Scant                      Acceptable       Substantially Developed 
 
Does not surface the assumptions and issues that underlie the  
issue, or does so superficially. 

Identifies and questions the validity of the assumptions and 
addresses the dimensions that underlie the issue. 

 
 5. Identifies and addresses the quality of supporting data/evidence and provides additional data/evidence related to the issue. 
 
1------------------------------------------2--------------------------------------------3--------------------------------------------4--------------------------------------------5 
 Scant                         Acceptable       Substantially Developed 
 
Merely repeats information provided, taking it as truth, or denies 
evidence without adequate justification. Confuses associations and 
correlations with cause and effect. Does not distinguish between fact, 
opinion and value judgments. 

Examines the evidence and source of evidence; questions its 
accuracy, precision, relevance, completeness. Observes cause and 
effect and addresses existing or potential consequences. Clearly 
distinguishes between fact and opinion, and acknowledges value 
judgments. 

 
 6.  Identifies and addresses conclusions, implications and consequences. 
 
1------------------------------------------2--------------------------------------------3--------------------------------------------4--------------------------------------------5 
 Scant                   Acceptable       Substantially Developed 
 
Fails to identify conclusions, implications and consequences of the 
issue or the key relationships between the other elements of the 
problem, such as context, implications, assumptions or data and 
evidence. 

Identifies and discusses conclusions, implications and consequences 
considering context, assumptions, data and evidence. Objectively 
reflects upon his/her own assertions. Cites appropriately. 
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APPENDIX B — HMS COURSE OFFERINGS 

 
The courses listed below are courses that are offered through the School of Human Sciences or, in 
the case of the statistics and methods courses, through other programs on campus that our School 
partners with to offer you required coursework.  Please note that a course being listed here does 
not guarantee that it will be offered during the time of your coursework.  Courses are offered 
based on program needs and faculty availability to teach.  Elective courses may not be offered on a 
regular basis.  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Course Title 
HUSC CORE (18 Hrs):  
HUSC 5300 Philosophy of Human Sciences 
HUSC 5301 Service Management in the Human Sciences 
HUSC 5302 Employee Development Issues in HMS 
HMSC 5355 Literature Review in Human Sciences  
SOCI 5350 Social Statistics 
SOCI 5351 Sociological Inquiry 
PADM 5305 Public Administration Methods 
PADM 5307 Applied Statistics for PBA 
HUSC ELECTIVES  
HUSC 5305 Food Service Organization & Management 
HUSC 5320 Advanced Practicum 
HUSC 5326 Field Experiences in HMS (study abroad) 
HUSC 5340 Consumer Problems 
HUSC 5345 Administration and Supervision 
HDFS ELECTIVES  
HDFS 5351 Child Development and Parenting 
HDFS 5333 Family & Public Policy 
HDFS 5334 Theories of HDFS 
HDFS 5352 Family Studies 
HDFS 5386 Adult Development and Aging 
INDS ELECTIVES   
INDS 5308 Sustainability  
INDS 5312 Design of Long-term care and Senior Housing 
INDS 5314 Interior Design Studio I 
INDS 5316 Advanced Lighting 
INDS 5323 Design of Medical Offices 
INDS 5324 Design of Acute Care Facilities 
INDS 5325 Design of Ambulatory Care and Facilities 
INDS 5360 Advanced Housing  



29 
 

 
APPENDIX C — THESIS  

 
 
In some rare cases, a student may be allowed to complete a thesis for the fulfillment of their degree.  
In these cases, the student will take 30 hours of course work including 3 hours of thesis research and 3 
hours of thesis writing.  Students are responsible for meeting all the deadlines and requirements found 
on the James I. Perkins College of Education (COE) graduate advising webpage at 
https://www.sfasu.edu/coe/student-resources/advising/graduate.  Please be advised that although 
this is a 30-hour degree plan, it is the norm for students to have to take multiple semesters of the 
thesis research and thesis writing coursework.  Therefore, it will likely take you more than 30 hours to 
complete the thesis and financial aid may or may not pay for the hours you take that are over the three 
required hours for each course.   

 
In order to be approved to write a thesis, a student must have a 4.0 in a minimum of 18 hours of 
coursework which must include both statistics and methods. The student must also meet with their 
desired committee chair and get their approval and determine their topic.  They must then get 
approval from three other faculty members to serve on their committee (meeting all the requirements 
of the COE and the Office of Research and Graduate Studies.   
 
The following two documents will outline the COE thesis process and the COE benchmarks. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.sfasu.edu/coe/student-resources/advising/graduate
https://www.sfasu.edu/coe/student-resources/advising/graduate
https://www.sfasu.edu/academics/orgs/graduate-students-faculty/dissertations-exhibitions-theses/masters-theses
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PCOE Thesis/Dissertation Benchmarks & Document Standards 
2/15/2023 
 
 
As we move into our affiliation with the UT System, there is need to clarify our procedures related to 
thesis/dissertation benchmarks, forms, and documents. 
 
PCOE thesis/dissertation documents are to reflect the American Psychological Association (APA), 7th Edition 
(2020), style, unless an exception is formally requested. 
 
We are aware that theses within the Department of Kinesiology & Health Science often use a manuscript 
approach to their capstone experience—the thesis.  When this is to occur, the student/thesis chair formally 
requests an exception from using APA style and indicates the name of the journal to which the thesis document 
will be submitted and identifies that journal’s required style.  Kinesiology & Health Science theses must reflect 
the journal and its required style each time the document is submitted for benchmarks in the process. 
 
Please visit the PCOE Graduate Studies website for information, deadlines, and forms:  
https://www.sfasu.edu/coe/student-resources/advising/graduate 
 
 
PCOE Thesis/Dissertation Benchmarks 
NOTE: Students are responsible for completing and submitting forms with all of the required signatures and 

must submit all of the additional documents, when required.  Submit forms and documents to:  
coegrad@sfasu.edu . 

 
(1) Appointment of thesis/dissertation chair form 
 student initiated 
 requires signatures 
 submit to coegrad@sfasu.edu 
  
(2) Appointment of thesis/dissertation committee form 
 student initiated 
 requires signatures 
 submit to coegrad@sfasu.edu 
  
(3) Thesis/dissertation proposal meeting request form 
 student initiated 
 requires signatures 
 submit to coegrad@sfasu.edu 
 requires the thesis/dissertation proposal document — must be complete, polished, reflecting 

APA style with accuracy 
 the committee chair must approve of readiness of the proposal document prior to initiating 

the meeting request form 
 the proposal meeting request form may be submitted as soon as a day/time/location is 

confirmed and the formal proposal document is ready, but no later than 10 business days 
prior to the established proposal meeting date 

 the proposal meeting is open to the public — the date, time, location is posted across the 
university and on social media platforms 

 this formal proposal document must be distributed to the chair and committee members for 
their review at least 10 business days in advance of the approved Proposal Meeting 
presentation/defense date 

https://www.sfasu.edu/coe/student-resources/advising/graduate
mailto:coegrad@sfasu.edu
mailto:coegrad@sfasu.edu
mailto:coegrad@sfasu.edu
mailto:coegrad@sfasu.edu
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 requires a formal, comprehensive, and polished presentation 
 all submitted materials (form with signatures and formal proposal document) remain in the PCOE Graduate 

Studies Coordinator’s office 
 NOTE:  neither the academic unit head nor the dean will review this version of the document 
  
(4) Thesis/dissertation proposal approval form 
 student initiated 
 requires signatures 
 submit to coegrad@sfasu.edu 
 requires the updated thesis/dissertation proposal — must be updated to reflect the outcome 

of the proposal committee requirements identified during the proposal presentation 
meeting 

 must be complete, polished, reflecting APA style with accuracy; this formal version of the 
document requires committee chair, program coordinator (acknowledgement), academic unit 
head (acknowledgement), dean, and PCOE Graduate Studies Coordinator review/approval prior 
to submission of the proposal approval form 

 student begins next steps for the study, including applying for IRB/Human Subjects, following 
a successful proposal presentation/defense and prior to submitting the signed form with 
the updated, polished proposal document  

 student must submit the signed form with the updated, polished proposal document no later 
than 10 business days prior to SFA Office of Research & Graduate Studies deadline for the 
semester/term 

 original documents are sent to the SFA Office of Research & Graduate Studies and copies are 
kept on file in the PCOE Graduate Studies Coordinator’s office 

 NOTE:  both the academic unit head and the academic dean will review this document; once 
their approvals are secured, the student may take the next steps in this process 

  
(5) IRB & Human Subjects Review forms 
 student initiates 
 requires signatures 
 submit to IRB/Human Subjects personnel within the Office of Research & Graduate Studies 
 NOTE:  the dissertation chair is always the Principal Investigator (PI) for the study while the 

graduate student is listed as the Student Researcher (SR) 
  
(6) Implement study 
 collect data, analyze data, & write the final report 
 be sure to include the IRB approval documents in the final report’s appendix 
  
(7) Thesis/dissertation defense meeting request form 
 student initiated 
 requires signature 
 submit to coegrad@sfasu.edu 
 requires the thesis/dissertation final report — must be complete, polished, reflecting APA 

style with accuracy 
 the committee chair must approve of readiness of the dissertation report document prior to 

initiating the meeting request form 
 this final report meeting request form may be submitted as soon as a day/time/location is 

confirmed and the formal final document is ready, but no later than 10 business days prior 
to the established report presentation/defense meeting date 

 the dissertation report presentation/defense meeting is open to the public — the date, time, 
location is posted across the university and on social media platforms 

mailto:coegrad@sfasu.edu
mailto:coegrad@sfasu.edu
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 this formal report document must be distributed to the chair and committee members for 
their review at least 10 business days in advance of the approved Thesis/Dissertation 
Defense meeting presentation/defense date 

 requires a formal, comprehensive, and polished presentation 
 original documents are sent to the SFA Office of Research & Graduate Studies and copies of 

all submitted materials (form with signatures and formal final report document) remain in the PCOE 
Graduate Studies Coordinator’s office 

 NOTE:  neither the academic chair nor the academic dean will review this version of the 
document 

  
(8) Report of Exam form 
 sent from the SFA Office of Research & Graduate Studies to the thesis/dissertation 

committee chair 
 requires signatures 
 submit to coegrad@sfasu.edu 
 requires the updated thesis/dissertation final report — must be updated to reflect the 

outcome of the final defense report committee requirements 
 must be complete, polished, reflecting APA style with accuracy 
 this formal version of the document requires committee chair, academic unit head, academic 

dean, and PCOE Graduate Studies Coordinator review/signatures 
 NOTE #1:  both the academic unit head and the academic dean will review this document 

prior to the submission of this Report of Exam form to the SFA Office of Research and 
Graduate Studies 

 once all approvals are secured, the student may take the next steps in this process 
 this formal final version of the document is submitted to the Graduate Studies Office and to 

ScholarWorks 
 NOTE #2:  students will be removed from commencement/graduation when the formal final 

version of the dissertation is not approved and submitted prior to the SFA deadline for 
submission — this will result in the student being required to enroll in the next semester for 
graduation 

 
 
 
Formal Documents Standards 
All written documents submitted with required forms must be of high quality, without errors, and reflecting the 
APA 7th Edition style, unless a formal exception has been granted.  Submit forms and documents to:  
coegrad@sfasu.edu . 
 
It is recommended that you submit forms and documents as early as possible for review.  Should the documents 
not be of high quality, without errors, and reflecting APA 7th Edition style, they will be returned for correction.  
Should the documents not be approved or identified as acceptable, the benchmark date may need to be 
rescheduled.  This may delay your progress through your formal steps of the thesis/dissertation and, thus, your 
graduation date. 
 
High quality, without error, and reflecting the APA 7th Edition style means attention to: 
• the document reflects scholarly writing and publishing principals, including ethics compliance (APA 7th Edition, Ch 1) 
 
• the document includes professional paper required elements (APA 7th Edition, Ch 2; academic unit templates/guidelines) 
 
• Kinesiology & Health Science theses must attend to APA 7th Edition, Ch 3, Journal Article Reporting Standards 
 
• the document must reflect high quality, error-free text; see APA 7th Edition, Ch 4, Writing Style and Grammar; pay 

particular attention to both sections of this chapter:  Effective Scholarly Writing and Grammar and Usage; the subsection 

mailto:coegrad@sfasu.edu
mailto:coegrad@sfasu.edu
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on Verbs, pp 117-120, is of particular importance.  This section addresses the necessary verb tense differences between a 
proposal document and a final defense document.  This section also addresses the necessary verb tenses of different 
chapters/sections of the thesis/dissertation document 

 
• the document must reflect attention to the mechanics of writing; see APA 7th Edition, Ch 6, Mechanics of Style; pay 

particular attention to all sections of this chapter, pp 153-191 
 
• the document must reflect attention to the presentation of tables and figures; see APA 7th Edition, Ch 7, Tables and 

Figures, pp 195-250 
 
• the document must reflect accuracy in citations within the text and the accuracy in presenting complete citations within 

the reference list section; see APA 7th Edition, Ch 8, Works Credited in the Text, pp 253-278 and Ch 9, Reference List, pp 
281-309 

 
NOTE:  Documents are reviewed for high quality, error-free text, reflecting APA 7th Edition style by your chair and 

committee, by the unit head, by the PCOE Graduate Studies Coordinator, and by the academic dean BEFORE the 
document is allowed to move to the SFA Office of Research and Graduate Studies.  It is worth your while to ensure 
that you are ALWAYS submitting your very best written work to your chair and committee and to the formal 
review processes within PCOE.  The quality and accuracy of your document is your responsibility.  The more 
polished your document is early in the process/through the benchmarks, the smoother, quicker your documents 
will be approved to move forward.  Should your efforts to polish your final document cause you to miss the final 
submission date for graduation, you will be removed from the graduation list.  You will then need to enroll in the 
next semester to graduate. 
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