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Adrian Dominican School of Education 
Summary of Changes to 2016 Dissertation Handbook 

8/10/16 

 

The following changes were made to the 2016 ADSOE Dissertation Handbook, which was 

posted to the ADSOE Web site in August 2016.  Thanks to those who provided suggestions for 

revisions.   

 

 Changes 

o In one place (Appendix I), Dr. Jill Farrell’s was substituted for Dr. Piper’s name 

in the Dean’s signature line.   

 Added/Clarified language/procedure 

o The language related to quantitative research questions has been revised to more 

accurately represent ADSOE policy related to the presentation of quantitative 

research questions and hypotheses.  These revisions appear in Appendix A 

(Prospectus Template, page 25) and Appendix T (Quantitative Dissertation 

Models for Research Questions and Hypotheses, page 52).   

o As a result of a school-wide e-mail discussion regarding a question related to 

intellectual property rights regarding the dissertation, the following text was 

added to the 2016 version of the Dissertation Handbook (p. 10) to document the 

agreement that the dissertation is the intellectual property of the student:   

 

Intellectual Property Rights 

The copyright page of the finished dissertation (Appendix M) provides evidence that the 

copyright of the dissertation work belongs to the student.  That is, the work is the intellectual 

property of the student.  In addition, per the Publication Manual of the American Psychological 

Association (6th edition, 2010), “Because doctoral work is expected to represent an independent 

and original contribution devised by students, except under rare circumstances, students should 

be listed as the principal author of any multiauthored papers substantially based on their 

dissertation (APA Ethics Code Standard 8.12c, Publication Credit).” (p. 19).   

 

 

 

Respectfully submitted, 

ADSOE Dissertation Handbook Committee 

Carmen McCrink 

Gerene Starratt 
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Introduction 

 

The Dissertation Handbook details the procedures for completing the dissertation as required by 

the Adrian Dominican School of Education (ADSOE) at Barry University.  As such, this 

comprehensive document also delineates ADSOE's form and style requirements (with examples) 

and includes the required forms. It is intended as a guide for doctoral candidates in the preparation 

of their doctoral dissertation according to the requirements of the respective Ph.D. programs in 

ADSOE. The candidate is responsible for adhering to all procedures, style requirements, and 

deadlines, as delineated in this Handbook. Consequently, it is essential that the candidate become 

familiar with the information contained in the Dissertation Handbook and resolve any questions 

with their advisors before proceeding with their dissertation work. Clear understanding and 

adherence to the requirements of the dissertation, combined with careful planning, will facilitate 

the dissertation process for all concerned. Our goal is that each Ph.D. candidate will produce the 

very best piece of work of which he or she is capable.   

 

Overview of the Dissertation Process 

 

The dissertation process begins when a doctoral student has completed all coursework associated 

with his or her program of study and passed the Comprehensive Exam. The doctoral student 

becomes a doctoral candidate at the time of the successful completion of the Comprehensive 

Exam.  The doctoral candidate is required to engage in original and scholarly dissertation research 

that makes a significant contribution to the chosen area of specialization. The dissertation should 

demonstrate competent application of appropriate research procedures and ethical guidelines in 

the investigation of a significant problem or issue. The topic of the dissertation project will be 

selected by the candidate, with the guidance of the Dissertation Chair and Committee. The 

successful oral defense and completion of the dissertation represents the culmination of a 

candidate's doctoral studies.  

 

A number of organizations support dissertation research through awards or fellowships.  These 

include, for example, American Educational Research Association Dissertation Awards, National 

Academy of Education/Spencer Dissertation Fellowship Program, or any number of content-

specific organizational awards (e.g., Association for the Study of Higher Education Research and 

Dissertation Grants, International Research Foundation for English Language Education Doctoral 

Dissertation Grants).  Candidates are encouraged to seek funding to support their dissertation 

project. Following completion of the dissertation, candidates are strongly encouraged to apply for 

relevant dissertation award programs and for opportunities to publish and present their work at 

appropriate venues.   

 

The doctoral candidate and Dissertation Chair bear primary responsibility for ensuring ethical 

conduct throughout the dissertation process, especially the ethical treatment of research 

participants. Studies involving human participants must meet all of the requirements of the Barry 

University policy on human subjects, as outlined in the Institutional Review Board’s (IRB) 

Guidelines for Submitting Research Protocols.  The dissertation proposal must be successfully 

defended and then approved by the IRB before the actual research begins.  
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The following steps are required for all dissertations within ADSOE. The candidate should 

note that some departments have additional dissertation guidelines. It is the responsibility of the 

candidate to become familiar with all requirements of their department and the Adrian Dominican 

School of Education. The steps in the process, each of which is detailed in this document, are 

presented in the order that they should be completed.  All original signed forms will be housed in 

the Offices of the Dean.  Candidates and Chairs may wish to retain copies.   

 

1. Candidate enrolls in, and successfully completes, the appropriate Dissertation Seminar 

course (i.e., ADL 798, CSL 796, EDU 798, or ESE 798).   

a. Under guidance of the Dissertation Seminar instructor, following a multi-draft 

process, the candidate develops a dissertation prospectus (Appendix A).   

b. During the Dissertation Seminar, the candidate identifies, and secures the 

agreement of, the Dissertation Chair. 

2. Following successful completion of the Dissertation Seminar, the candidate enrolls in the 

course entitled Dissertation (i.e., ADL 799, CSL 797, EDU 799, or ESE 799).  Following 

successful completion of Dissertation, the candidate is required to enroll in Dissertation: 

Continuous Matriculation (i.e., ADL 800, CSL 800, EDU 800, or ESE 800). The Registrar 

requires that students be enrolled during the semester in which they defend their 

dissertation and the semester in which they graduate. (Note that registration is not 

required during the summer semester.)  Chairs and Committee members are not always 

available to work with dissertation candidates during the summer.  Consequently, 

enrollment in Continuous Matriculation during summer semesters must be negotiated with 

the Dissertation Chair. The candidate must apply for graduation prior to the University 

deadline at the beginning of the semester during which he/she plans to graduate.   

a. The candidate works with the Dissertation Chair to form the Dissertation 

Committee.   

b. The Dissertation Chair disseminates the dissertation prospectus and convenes the 

potential Committee. 

c. Candidate presents dissertation prospectus to prospective Dissertation Committee 

members. 

d. Dissertation Committee members agree to serve by signing the Dissertation 

Committee Membership Form (Appendix B) and determine with the candidate the 

next steps in proposal development.  

e. Candidate revises dissertation prospectus based on feedback from the Dissertation 

Committee.   

f. Dissertation Chair and Committee members approve prospectus revision.   

g. Candidate forwards the following documents to the Dean for approval and 

signature. 

i. Revised prospectus 

ii. Prospectus Approval Form (Appendix C) 

iii. Dissertation Committee Membership Form (Appendix B) 

h. The Dean may suggest changes to either the prospectus or committee membership.   

i. Once the Dean’s approval is given, the Dissertation Chair becomes the candidate’s 

academic advisor.  

j. Following the Dean’s approval of the prospectus, the candidate works with the 

Committee and Chair to develop and write the dissertation proposal. 
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k. The full Committee asserts that the dissertation proposal is ready for defense, by 

signing the Approval to Schedule Proposal Defense Form (Appendix D).   

l. The Chair forwards the dissertation proposal and Approval to Schedule Proposal 

Defense Form (Appendix D) to the Dean for approval and signature.   

m. The candidate will successfully defend the dissertation proposal (Appendix E).  

Committee members document successful defense of the dissertation proposal by 

signing Documentation of Successful Dissertation Proposal Defense Form 

(Appendix F), which is forwarded to the Dean for review.  The Dean’s final 

approval is required before the candidate may submit to the IRB.    

n. The candidate will work with the Chair to complete and submit IRB documents and 

proposal for IRB approval.  

o. Approval by the Institutional Review Board (IRB). 

p. The candidate works with the Chair and Committee members, as necessary, during: 

i. Data collection and analysis. 

ii. Writing of the dissertation. 

q. When satisfactory work is attained, the full Committee asserts that the completed 

dissertation is ready for defense by signing the Approval to Schedule the 

Dissertation Defense Form (Appendix G). 

r. Once the Committee has approved the dissertation as being ready for defense, the 

candidate will work with the Chair to forward the final dissertation and signed 

Approval to Schedule the Dissertation Defense Form (Appendix G) to the Dean for 

approval before scheduling defense. 

s. The dissertation defense date will be approved by all members of the Committee 

and the Associate Dean and the dissertation defense date will be scheduled.   

t. During a successful dissertation defense, the Committee will document required 

corrections on the Dissertation Correction Sheet (Appendix H), or an equivalent 

document. 

3. Following a successful defense, the candidate will make required changes and corrections 

to the dissertation, and obtain final approval from the Chair, Committee members, 

Associate Dean, and Dean by securing signatures on  

a. The Dissertation Correction Sheet (Appendix H)   

b. Approval Page for Dissertation (Appendix I) 

4. The candidate must submit the final approved dissertation to ProQuest.  The following 

represents the steps to be followed to make an electronic submission to Proquest 

(http://www.proquest.com/en-US/products/brands/pl_umidp.shtml, accurate as of 

9/18/13).   

a. Read and confirm Proquest “publishing agreement” 

b. Enter author information 

c. Read and enter submission details 

d. Upload PDF 

e. Upload Multimedia if any 

f. File Copyright 

g. Order  bound personal copies through Proquest 

5. The Department Chair will clear the Ph.D. transcript for graduation after the new Ph.D. 

submits: 

http://www.proquest.com/en-US/products/brands/pl_umidp.shtml
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a. one print copy and one CD of the dissertation in the requisite format to the Barry 

University library; 

b. a copy of the Library Receipt of Dissertation form (Appendix J) to the Department 

Chair, which also documents submission of the dissertation to Proquest; 

c. one electronic (i.e., CD) copy of the final version of the dissertation to the Dean.  

Submission of additional bound copies should be negotiated with the Chair and 

Committee members.  (Note that the Dean’s office no longer requires a bound copy, 

although the candidate is free to submit one if they would like a hard copy on file 

in ADSOE.)  

 

Dissertation Seminar 

 
Candidates must complete the appropriate Dissertation Seminar course required by their 

department prior to formally beginning the dissertation. Because the dissertation represents the 

culmination of a candidate’s doctoral studies, and often represents the largest research project that 

a candidate has undertaken to date, the Dissertation Seminar courses were designed to assist 

candidates in consolidating the necessary knowledge base and skills to support the transition from 

course work to the dissertation phase of the doctoral degree program. Specifically, the respective 

departments’ Dissertation Seminar courses address various aspects of the dissertation process, 

including:  

 developing and choosing a research topic; 

 conducting a thorough literature review; 

 formulating a research question; and  

 identifying an appropriate methodology.  

In addition, this course also provides candidates with knowledge and skills related to the logistics 

of navigating the dissertation phase of the doctoral program, including:  

 forming a Dissertation Committee;  

 the use of technology and the Internet;  

 continuing development of skills related to a scholarly writing style;  

 the ethics of dissertation research, including adherence to Barry University’s policy on 

studies involving human subjects and obtaining approval from the Institutional Review 

Board (IRB); and  

 adhering to the regulations of the Health Information Portability and Accountability Act 

(HIPAA).  

The candidate should not assume that any work product developed from or during this course will 

be approved by the Dissertation Chair and Committee. 

 

Dissertation Committee 

 

The Dissertation Committee is composed of a minimum of three and a maximum of five faculty 

members, as delineated below. Dissertation Committees should be constituted to provide a range 

of expertise related to the topic under study and the methodology likely to be used.  The role of 

the committee be to mentor, support, and challenge the candidate toward the completion of a 

scholarly research endeavor in the form of a dissertation.  
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All members of the Dissertation Committee have full voting privileges. At the time that they agree 

to serve, the candidate will secure the signatures of prospective members of the Committee on the 

Dissertation Committee Membership Form (Appendix B).      

 

Responsibilities of the Committee Members 

The Committee is comprised of: 

 

1. A Chair who: 

 must be a full-time faculty member with doctoral faculty status in the candidate’s 

program of study;  

 becomes the doctoral candidate’s academic advisor, as well as the dissertation 

advisor; 

 works with the doctoral candidate during all phases of the dissertation process and, 

in conjunction with other committee members, is responsible for providing 

technical and content advice and assistance;  

 must approve all drafts of the candidate’s written material prior to being forwarded 

to the committee members and to the IRB, guide the candidate to appropriate 

resources, and assure a written proposal and final dissertation that are 

grammatically correct, have acceptable composition, and are consistent with APA 

format;  

 is the committee leader and serves as liaison between committee and the candidate, 

the department, and the Dean’s office; 

 convenes and conducts all committee meetings, proposal defense, and final 

dissertation defense; 

 oversees the completion of all required paperwork; 

 determines readiness and approves progression to the next step in the dissertation 

process; and  

 is responsible for ensuring that all documents are in final form before directing 

candidate to the next step. 

 

2. A Methodologist who:  

 must be a full-time faculty member with doctoral faculty status in ADSOE;  

 must be approved by the Dean to serve in this role; and 

 may also serve as the Chair of the committee. 

 will advise the candidate throughout the process in areas appropriate to their 

expertise and interests, and provide feedback on written materials developed by the 

doctoral candidate; 

 is responsible, along with other committee members, for evaluating and approving 

the prospectus, the proposal and the final dissertation; and  

 must be present at both the Proposal Defense and Dissertation Defense.   
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3. A third committee member who: 

 must hold graduate faculty status, may teach in the interdisciplinary research core, 

and need not be a full-time faculty member in ADSOE;  

 may be a member of another academic department at Barry or a doctoral faculty 

member at another university;  

 will advise the candidate throughout the process in areas appropriate to their 

expertise and interests, and provide feedback on written materials developed by the 

doctoral candidate; 

 is responsible, along with other committee members, for evaluating and approving 

the prospectus, the proposal and the final dissertation; and  

 must be present at both the Proposal Defense and Dissertation Defense.   

4. Optional fourth and fifth members: 

 may be from outside ADSOE or Barry University, in which case the candidate must 

supply the Chair with the curriculum vitae and a written rationale explaining the 

appropriateness of inclusion of the proposed optional member(s);  

 will advise the candidate throughout the process in areas appropriate to their 

expertise and interests, and provide feedback on written materials developed by the 

doctoral candidate; 

 is responsible, along with other committee members, for evaluating and approving 

the prospectus, the proposal and the final dissertation; and  

 must be present at both the Proposal Defense and Dissertation Defense.   

 

Responsibilities of the Candidate 

The responsibility for the successful completion of the doctoral degree, and in particular the 

dissertation, rests with the doctoral candidate. Committee members serve only in an advisory 

capacity with the authority to approve or disapprove the candidate’s work. To that end, it is the 

responsibility of the doctoral candidate to solicit input from committee members, follow 

recommended timetables, meet deadlines, know and comply with the ADSOE doctoral candidate 

guidelines, plan Committee meetings in accordance with the Dissertation Chair, and keep 

Committee members informed of progress.  

 

It is a requisite that the dissertation work be that of the student; therefore, the use of any 

consultant other than an editor is prohibited and may result in dismissal from the doctoral 

program. 

 

In working relationships with Committee members, the candidate should be mindful that members 

have a large number of professional responsibilities. Consequently, candidates should allow a 

minimum of three weeks (21 calendar days) for committee members to review and respond to 

submissions and/or questions.  The candidate is generally directed by the chair to consult with 

committee members regarding an agreeable time and date for meetings.  The candidate will work 

with the Chair to secure a location and any A/V equipment needed.  Additional responsibilities of 

the candidate include: 

 

 selecting the Dissertation Chair; 

 in consultation with the Chair, selecting Committee members and obtaining their 

agreement to serve; 
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 submitting all dissertation-related forms, dissertation proposal, and dissertation as 

described in this Dissertation Handbook.  All forms must be filed by the deadlines 

set by the Dissertation Committee; 

 providing the Dissertation Chair and Committee members with materials in 

accordance with the timelines agreed upon in consultation with the Committee; 

 constructing a written proposal and final dissertation that are grammatically correct, 

have acceptable composition, and are consistent with APA format;  

 working with the Chair to resolve any problems that might arise between a 

Committee member and the candidate. Once the candidate's proposal defense is 

completed, Dissertation Committee membership is altered only by exception and 

with permission of the Dean (Appendix K); 

 working with the Chair to schedule time, date and place for all Dissertation 

Committee meetings, presentations, and defenses; and 

 following all guidelines in this Dissertation Handbook.  

 

Intellectual Property Rights 

 

The copyright page of the finished dissertation (Appendix M) provides evidence that the 

copyright of the dissertation work belongs to the student.  That is, the work is the intellectual 

property of the student.  In addition, per the Publication Manual of the American Psychological 

Association (6th edition), “Because doctoral work is expected to represent an independent and 

original contribution devised by students, except under rare circumstances, students should be 

listed as the principal author of any multiauthored papers substantially based on their dissertation 

(APA Ethics Code Standard 8.12c, Publication Credit).” (p. 19).   

 

The Dissertation Proposal 

 

After forming a Dissertation Committee, the candidate will expand the Prospectus into a formal 

dissertation proposal, which represents a detailed plan of the proposed study.  The dissertation 

proposal generally includes the first three chapters of the dissertation (i.e., The Problem, Literature 

Review, and Methodology, respectively). When deemed appropriate, the candidate and Chair shall 

convene the entire committee for at least one working meeting to discuss, and solicit feedback on, 

the initial draft of the dissertation proposal.  The candidate shall then work with the Committee to 

prepare the full dissertation proposal, following the stylistic guidelines set forth in the current 

edition of the Publication Manual of the American Psychological Association.  In addition, 

examples of stylistic conventions for the various parts of the dissertation proposal can be found in 

the Appendices, although the APA manual will be the final authority.  The only permitted 

deviation from APA format will be the use of chapter numbers, as delineated in the pages 

following. Because of the nature of the procedural changes in the 2012 version of the Dissertation 

Handbook, it is recommended that candidates not use previously completed dissertations as 

their guide, but instead follow the guidelines herein.   

 

The typical dissertation proposal consists of the following sections: preliminary pages, main body, 

and supplementary pages, as delineated below. Dissertation proposals may deviate from this 

organization with approval of the Chair. Note that deviations will occur most frequently in 

qualitative dissertation proposals. 
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Preliminary Pages of the Proposal 

The preliminary pages typically consist of the following documents. 

 Documentation of Successful Proposal Defense Form (Appendix F) 

 Title Page: The title page (Appendix L) reflects the title of the dissertation proposal. 

The title should be concise and precise, no longer than 12 words, giving the reader the 

fewest possible words and an exact idea of the problem to be studied.  Avoid the use 

of extra words such as, “A study of…” 

 Copyright Page (Appendix M) 

 Abstract:  The abstract of the proposal gives the reader a brief digest of the purpose and 

design of the study, and the major findings.  The abstract text may not exceed 350 

words (Appendix N) and should be double-spaced.   

 Table of Contents (Appendix O) 

 List of Tables (if applicable, Appendix P) 

 List of Figures (if applicable, Appendix P) 

 

Main Body of the Proposal 

The body of an ADSOE dissertation proposal typically includes chapters designated as follows.  

See Appendix Q for a template for the first page of a chapter.   

 CHAPTER I: THE PROBLEM 

 CHAPTER II: LITERATURE REVIEW 

 CHAPTER III: METHODOLOGY 

 

See the Checklist of Possible Items in a Quantitative Dissertation (Appendix R) and the Checklist 

of Possible Items in a Qualitative Dissertation (Appendix S) for descriptions of the chapters that 

make up the entire dissertation.  Also see sample models for the formatting of research questions 

and hypotheses for quantitative dissertations (Appendix T) and for research questions for 

qualitative dissertations (Appendix U), as well as a sample format for a Table (Appendix V). 

 

Supplementary Pages of the Proposal 

The supplementary pages typically consist of:  

 List of References, which should be formatted in keeping with the current edition of 

the Publication Manual of the American Psychological Association (Appendix W). 

 Appendices, which often include materials that help explain what has been done in the 

dissertation, but are too bulky or tangential to include in the text.  Appendices to the 

proposal may include instruments and questionnaires, instructions given to the subjects, 

correspondence, raw data, and field notes.  Approval should be obtained prior to the 

inclusion of any appendix materials that may have proprietary interests.  Two examples 

are presented below, which can be used as models for similar issues.   

o Issue:  An IRB may request that its letter not be publicly released as 

dissertation appendix.   

 Proposed solution:  On appendix page, replace letter with text:  

“This appendix is available from the author upon request.”  

o Issue:  Copyright law prohibits inclusion of a copyrighted instrument in 

Proquest publication.   
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 Proposed solution:  On appendix page, replace instrument with text:   

“This instrument is available from the publisher (insert Web link).”  

 

Defense of the Dissertation Proposal 

 

The function of the proposal defense is to assist the candidate in defining the purpose of the 

dissertation, clarifying the plan for the execution of the dissertation, and assisting the candidate to 

prepare their submission for IRB approval.  It is intended that the proposal defense will facilitate 

the development of an improved study. No family, friends, or audio or video recording are 

permitted at the proposal defense.   

 

The approved dissertation proposal that arises from a successful defense serves as a contract 

between the candidate and the Dissertation Committee, describing how the proposed dissertation 

research should proceed.  Any subsequent proposed departures from that contract must first be 

approved by the Dissertation Committee in consultation with the Dean’s office.  

 

To facilitate preparation for one’s own dissertation proposal defense, it is strongly recommended 

that candidates attend the proposal defenses of other candidates prior to their own. In order to take 

full advantage of the experience, candidates are encouraged to secure and read a copy of fellow 

candidates’ proposals prior to observing any dissertation proposal defense. Proposals can be 

obtained from the fellow candidate’s advisor. 

 

The process for the defense of the dissertation proposal is described below. 

 

1. When the Chair believes that the proposal is ready to defend, the Chair shall indicate 

approval to proceed by signing Approval to Schedule Proposal Defense Form (Appendix 

D) and the Chair shall forward the dissertation proposal to the Committee members.  Each 

committee member will review the proposal and sign the Approval to Schedule Proposal 

Defense Form to indicate their agreement that the proposal is ready for defense. 

 

2. The candidate shall submit the proposal and the Approval to Schedule Proposal Defense 

Form (Appendix D) to the Dean for signature before scheduling the proposal defense. 

 

3. Once the Dean’s signature has been secured, the candidate and Committee Chair will work 

with the Committee to schedule the time and place of the proposal defense.  

 

4. The Chair must post and send electronic notice of the proposal defense to ADSOE faculty 

with copy to the Provost at least two weeks prior to the date of the defense (Appendix X).  

 

5. The candidate must successfully complete the oral defense of the proposal, which shall be 

chaired by the Dissertation Committee Chair.  Review the Dissertation Proposal Defense 

Protocol (Appendix E) for guidelines regarding the dissertation proposal defense.  

 

6. Immediately following the successful proposal defense, the candidate shall obtain notes 

and guidance from Committee members regarding revisions to be made. The candidate will 
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then create and deliver a memo to all Committee members reflecting all required revisions 

and the date the revisions are projected to be completed. 

 

7. The Chair of the Dissertation Committee and, where appropriate, other Committee 

members, will be available to the candidate to guide the candidate in making required 

revisions to the proposal. 

 

8. The candidate shall make the required revisions to the Committee's full satisfaction.  The 

revised proposal must be submitted to Committee members along with a cover letter that 

delineates explanations of all changes with references both to the revisions memo and page 

numbers in the revised proposal. 

 

9. After the revisions have been approved by all Committee members, the Chair will send a 

memo to that effect to the candidate. 

 

10. If a candidate does not pass the proposal defense, the proposal defense can be rescheduled 

one additional time. 

 

Approval of the Institutional Review Board (IRB) 

 

To protect the ethical integrity of all research at Barry University, and to protect all human subjects 

involved in that research, the following research activities will be reviewed by the IRB 

(http://student.barry.edu/irb/).  An IRB application may be submitted only after a successful 

proposal defense.   

 Research that is sponsored by Barry University or that is conducted by or under the 

direction of any employee or agent of Barry University in connection with his or her 

university responsibilities, or in which he or she has authorization to list Barry University 

as his or her university affiliation.  

 Research that is conducted by or under the direction of any employee or agent of Barry 

University using any property or facility of Barry University.  

 Research that involves the use of Barry University's non-public information to identify or 

contact human research participants or prospective participants.  

Following successful defense of the proposal, the candidate is required to complete the following 

procedures, which are delineated on Barry University’s IRB Web site, where all forms are also 

available (http://student.barry.edu/irb/).  Should there be any discrepancies, IRB guidelines 

supersede the information provided below.   

 

1. Complete the online course Human Participants Protection Education for Research Teams 

and document completion by obtaining the Completion Certificate.   

 

2. Review guidelines of the Health Information Portability and Accountability Act (HIPAA) 

to determine applicability to your study. 

 

http://student.barry.edu/irb/
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3. Complete and submit the Research with Human Subjects Protocol Form along with 

consent forms, assent forms, data gathering instruments, and the Completion Certificate 

documenting successful completion of the Human Participants Protection Education for 

Research Teams. 

 

4. Obtain full IRB approval and documentation of approval.  

 

5. The candidate will inform the Committee of the results of the IRB review and work with 

the Chair and Committee to accomplish any revisions.     

 

Implementation of the Dissertation Study 

 

The candidate may implement the dissertation study only after obtaining full approval from the 

IRB, as documented by the appropriate approval forms. Candidates are responsible for their own 

writing and demonstrating their own understanding of all aspects of their dissertation. In 

accordance with the plan embodied in the candidate's approved dissertation proposal, and 

consistent with guidelines set forth in the IRB documents, the Doctoral Program Handbooks, this 

Dissertation Handbook, and under the close guidance of the Dissertation Chair and Committee, 

the candidate shall: 

 

1. Conduct the dissertation study, process and interpret the data, draw conclusions, and 

 

2. Prepare (typically chapter by chapter) a dissertation manuscript that complies with all 

procedural steps and guidelines detailed here. 

 

Organization of the Dissertation 

 

Consistent with the format of the dissertation proposal, the typical dissertation consists of the 

following sections: preliminary pages, body, and supplementary pages. The appendices of this 

Dissertation Handbook include examples of the various sections of the dissertation, as delineated 

below.   

 

Preliminary Pages of the Dissertation 

The preliminary pages of the dissertation typically consist of: 

 Title Page:  The title page (Appendix L) includes the title of the dissertation. The title 

should be concise and precise, no longer than 12 words, giving the reader the fewest 

possible words and an exact idea of the problem to be studied.  Avoid acronyms in the title 

and the use of extra words such as, “A study of…” 

 Approval Page: All Dissertation Committee members sign the Approval Page for 

Dissertation (Appendix I) following a successful dissertation defense and when the final 

revisions meet their approval. Only original signatures are accepted.  After final review 

and approval of the dissertation, the approval page is signed by the Dean of ADSOE. 

 Copyright Page (Appendix M).  

 Abstract: The abstract gives the reader a brief digest of the purpose and design of the study, 

and the major findings.  The abstract text may not exceed 350 words (Appendix N) and 

should be double-spaced.   
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 Acknowledgments (if desired) 

 Dedication Page (if desired) 

 Table of Contents (Appendix O) 

 List of Tables (if applicable, Appendix P) 

 List of Figures (if applicable use template for List of Tables, Appendix P) 

Main Body of the Dissertation  

The body of the dissertation typically contains chapters similar to the following, although a 

dissertation may deviate from this format with approval from the Dissertation Chair. Deviations 

from the organization below occur most frequently in qualitative dissertations. See the Checklist 

of Possible Items in a Quantitative Dissertation (Appendix R) and the Checklist of Possible Items 

in a Qualitative Dissertation (Appendix S) for descriptions of the chapters that make up a 

dissertation.  See Appendix Q for a sample of the first page of a chapter.   

 CHAPTER I: THE PROBLEM 

 CHAPTER II: LITERATURE REVIEW 

 CHAPTER III: METHODOLOGY 

 CHAPTER IV: RESULTS 

 CHAPTER V: DISCUSSION 

Supplementary Pages of the Dissertation 

The supplementary pages typically consist of:  

 List of References: References should include relevant, seminal, and current research in 

support of the dissertation research and be formatted in keeping with the current edition of 

the Publication Manual of the American Psychological Association (Appendix W). 

 Appendices: Appendices often include materials that help explain what has been done in 

the dissertation, but are too bulky or tangential to include in the text. The appendices may 

include instruments and questionnaires, instructions given to the subjects, correspondence, 

raw data, and field notes. 

 IRB Approval Page 

Timeline for the Dissertation 

 

Recommended timeframes are provided in the ADSOE Process and Timeline for the Dissertation 

(Appendix Z) for the purpose of providing a general estimate to support planning.  Determination 

of actual calendar dates within this timeframe will be established between the Dissertation Chair 

and the candidate.   

 

Form and Style of the ADSOE Dissertation 

 

The most recent edition of the Publication Manual of the American Psychological Association is 

the official style manual for the preparation of ADSOE dissertations.  The Chicago Manual of 

Style, a standard at many universities, should be used for style issues not addressed by the 

Publication Manual of the American Psychological Association. Similarly, candidates should refer 

to The Elements of Style by Strunk and White for guidelines pertaining to grammar and punctuation 

that are not addressed elsewhere.  
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Note that the APA Manual was created to provide formatting guidelines for submissions to APA 

journals.  Consequently, the manual does not address formatting issues that are specific to 

dissertations.  The following represent issues not addressed in the manual, along with ADSOE 

guidelines.   

 Single space after sentence-ending punctuation.  According to Jeff Hume-Pratuch, 

Editorial Supervisor of the APA Publication Manual (6th ed.), the manual recommends two 

spaces after sentence-ending punctuation for draft manuscripts, because this facilitates the 

work of reviewers.  Standard (one space) is used for final manuscripts which, he notes, is 

also appropriate for dissertations.   

 Avoid widows and orphans, defined here as single lines that stand alone either at the 

beginning or end of a page.  This can be accomplished through the use of word processor 

settings that automatically prevent widows and orphans or the deliberate insertion of page 

breaks.   

 For long narrative quotations, follow APA guidelines using single space paragraph format.   

 ADSOE chapter headings and titles are the only deviation from APA heading format.  

Chapter headings and titles should be capitalized and boldface, as shown in the example in 

Appendix Q. 

 The following page headings should not be boldface:  Acknowledgements, Dedication, and 

References.   

 

Only at the recommendation of the Committee should the candidate consult a professional editor.  

Deviations from manuscript rules may be approved by the Dissertation Committee for the final 

manuscript.   

 

It is the responsibility of the candidate to produce the dissertation in accordance with the 

requirements of this Dissertation Handbook and the current edition of the Publication Manual of 

the American Psychological Association. It is also the responsibility of the candidate to 

meticulously proofread the dissertation. Typographical errors or failures to adhere to margin, 

pagination, or other stylistic requirements of the Committee may delay approval of the dissertation 

or make the dissertation unacceptable for final approval. 

The writing style for a dissertation is scholarly English. As such, the candidate should avoid the 

use of colloquialisms, contractions, slang, affectations, and unnecessary jargon. Word usage 

should be clear and precise. The writer should also avoid repetitious and redundant language.  First 

and second person pronouns are acceptable. The final copy must be free of grammatical and 

spelling errors.  

The library copy of the final dissertation must be printed on at least 20 pound acid-free 100% 

cotton bond white paper. Paper of this quality is the required standard because of its durability and 

opacity. It is generally available at stores such as Office Max, Office Depot, and FedEx Kinko’s.  

Check the Barry library Web site for up to date information about paper requirements and library 

contact person for theses and dissertations (Barry Student Web > Library Services > Student 

Services > Theses and Dissertations).   

 

The body text of the dissertation shall be set in a 12 point standard font that is easy to read (e.g., 

Arial, Pica, Elite, Courier, or Times Roman). Do not print a running head. Candidates must have 
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the final copy of the dissertation printed on a letter quality or laser printer. Corrections on the final 

document are not acceptable. In particular, liquid fluids and correction tapes are not acceptable. 

Photocopies of the original will be bound only if they meet the above requirements. 

 

Defense of the Dissertation 

 

In alignment with the timeframes articulated in the ADSOE Dissertation Process and Timeline 

(Appendix Z), the completed five chapters must be submitted to all committee members. Three 

weeks time must be allotted for reading and review. Once Committee members’ reviews are 

complete, a review meeting may be held with the candidate and Committee members. Presenting 

the completed five chapters does not guarantee approval. The following outlines the major steps 

in the process for the defense of the dissertation, which should be planned according to the 

timeframes suggested in Appendix Z.  Determination of actual calendar dates within these 

timeframes will be established between the Dissertation Chair and the candidate.   

 

1. During the semester of the target graduation date, the candidate must:  

a. Register for graduation prior to the University deadline (approximately four months 

prior to target graduation date).  

b. Submit a completed Doctoral Information Form to the Associate Vice President for 

Student Affairs.  This document provides name and dissertation title for the 

graduation program and ordering of the cap and gown.   

 

2. No fewer than 90 days prior to target graduation date, the candidate shall be permitted to 

suggest a date for the dissertation defense.   

 

3. When the Chair believes that the final dissertation is ready to defend, the Chair shall 

indicate approval to proceed by signing Approval to Schedule the Dissertation Defense 

Form (Appendix G) and the candidate will work with the Chair to forward the final version 

of the dissertation to Committee members.  Each committee member will review the 

dissertation and sign the Approval to Schedule the Dissertation Defense Form (Appendix 

G) to indicate their agreement that the final dissertation is ready for dissertation defense.  

Committee members must have a minimum of three full weeks (21 calendar days) to 

review the final dissertation prior to the defense date, but may sign the Approval to 

Schedule Dissertation Defense Form based upon initial review to determine readiness. 

 

4. The candidate will work with the Chair to submit the final dissertation and Approval to 

Schedule the Dissertation Defense Form (Appendix G) to the Dean for signature before 

scheduling the dissertation defense. 

 

5. Once approved by all members of the Committee and the Associate Dean, the time and 

place of the defense shall be scheduled.  The defense of the dissertation is open to the Barry 

University community and others approved by the Committee Chair. Barry University 

doctoral candidates are strongly encouraged to attend at least one defense prior to their 

own. To preserve the order and decorum of this scholarly activity, no family, friends, or 

audio or video recording are permitted at the proposal defense.   
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6. Once the dissertation defense is scheduled, the candidate shall:  

 

a. Deliver a copy of the entire completed dissertation manuscript to the Department 

secretary to be available to faculty or candidates who wish to review the document. 

 

b. Work with the Chair to arrange for the sending of notices of the defense to the Dean, 

the Associate Dean, and all members of the Committee.   

 

c. Work with the Chair to arrange to have notices of the defense disseminated 

electronically and posted (Appendix X), in accordance with ADSOE policy.  Note 

that it is not ADSOE policy to include an abstract on postings for the proposal 

defense or dissertation defense.   

 

d. Work with the Chair to arrange for any special supplies or equipment needed for 

the defense (e.g. overhead projector, color dry markers, etc.).  

 

e. Meet with the Chair, and perhaps other Committee members, to prepare for the 

defense. 

 

f. Review the Dissertation Defense Protocol (Appendix Y) for guidelines regarding 

the dissertation defense.  

 

7. Procedures for the oral defense of the dissertation are articulated in the Dissertation 

Defense Protocol (Appendix Y).  Following the defense, the Committee will deliberate and 

reach a mutual decision that reflects one of three possible outcomes. 

 

a. In the case of a successful defense, the candidate will be informed at that time 

regarding the need for modifications. 

 

b. In some cases, the Committee may decide that the defense was less than satisfactory 

and will require a second defense of the same dissertation.  Only two formal 

dissertation defenses may be scheduled per dissertation. 

 

c. A twice-failed dissertation defense may not be rescheduled.   

 

After the Successful Dissertation Defense 

 

At least 35 calendar days before target graduation date, the candidate shall make all required 

corrections and submit to the Chair the Dissertation Correction Sheet (Appendix H), a final copy 

of the revised unbound copy of the dissertation, and a detailed letter addressed to the Chair, 

indicating the page number in the text where each required correction appears. The Chair will 

verify the corrections and adherence to form and style and return the manuscript to the candidate 

within five (5) calendar days of receipt. When the final dissertation document meets with the 

approval of the Chair, the Chair will communicate verification of final revisions to Committee 

members. Each Dissertation Committee member will verify that the final dissertation meets with 

their approval and sign the Approval Page for Dissertation (Appendix I).  
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Binding and Publication of the Dissertation 

  

Current information about Barry University Dissertation and Thesis Services, including details 

about ADSOE Theses/Dissertations Binding Information and Cost can be accessed via Library 

Website (BUCWIS > Library Services > Dissertations and Theses).  In addition, each candidate is 

required to submit his or her dissertation to Proquest Dissertation Publishing 

(http://www.proquest.com/en-US/products/brands/pl_umidp.shtml), which also includes filing for 

copyright. Note that ProQuest estimates that it will take eight weeks for the dissertation to be 

discoverable online.  Each candidate is also strongly encouraged to investigate opportunities to 

publish the completed dissertation in an appropriate peer-reviewed venue. 

 

Final Disposition of the Dissertation 

 

1. Within the timeframes articulated in the ADSOE Dissertation Process and Timeline 

(Appendix Z), and only after the Chair confirms that the dissertation requires no further 

editing, the candidate shall deliver to the Associate Dean, the following: 

 

a. One unbound copy of the approved dissertation; 

 

b. A copy of the revision memo verifying that all requested changes have been made; 

and, 

 

c. The signed Approval Page for Dissertation (Appendix I). 

 

2. Any final corrections identified by the Associate Dean—or his or her designee—shall be 

noted, and the dissertation shall be returned to the candidate within five calendar days of 

receipt. 

 

3. According to the ADSOE Dissertation Process and Timeline (Appendix Z) in regard to the 

target graduation date, the candidate must submit the final, corrected copy to the Associate 

Dean, who will review the corrections. 

 

4. When the dissertation needs no further corrections, the Associate Dean will submit the 

abstract and, if needed, the entire dissertation to the Dean for review.  If any changes are 

necessary, the Dean will return the dissertation manuscript to the candidate for revisions. 

 

5. Once the final document is judged to have met the criteria for a successful dissertation, the 

dissertation shall be returned to the candidate with final approval.   

 

6. Following final approval, the candidate will deliver the following items to Dean of Library 

Services.   

 

a. one unbound bond copy of the final approved dissertation, 

b. one electronic copy of the final approved dissertation on CD,  

http://www.proquest.com/en-US/products/brands/pl_umidp.shtml
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c. any additional (personal) copies of the dissertation for binding (Check the Barry 

library Web site (Library Services > Student Services > Theses & Dissertations for 

paper requirements for personal copies.) 

d. the Library Receipt of Dissertation (Appendix J), and  

e. a check to cover all binding fees. 

 

7. No later than two calendar days before target graduation date the candidate will deliver the 

following to the Chair of the Department in which the candidate is seeking the degree. 

(Note that the Chair will approve a transcript for graduation only upon the candidate’s 

submission of both of the following documents.) 

 

a. The Library Receipt of Dissertation (Appendix J) signed by the Dean of Library 

Services, indicating that the copies of the dissertation have been submitted to The 

Monsignor William Barry Memorial Library. 

 

b. Evidence of filing his or her dissertation with to Proquest Dissertation Publishing.  

Information on this process is available at http://www.proquest.com/en-

US/products/brands/pl_umidp.shtml   

 

Graduation 

 

The candidate’s graduation is contingent upon successful defense of the dissertation and 

submission of a manuscript that is judged to have met the criteria for a successful dissertation. 

Conferral of the Ph.D. degree is contingent upon (1) submission of approved unbound copies to 

the library and submission of the Library Receipt of Dissertation Form (Appendix J) and (2) 

documentation of submission of the abstract to Proquest Dissertation Publishing 

(http://www.proquest.com/en-US/products/brands/pl_umidp.shtml) to the Department Chair. 

Prior to the graduation date, the candidate should obtain instruction from the Dissertation Chair in 

regard to graduation details, including where and when to meet and procedures during the hooding 

ceremony. The policy for ADSOE is that the Dean and the Committee Chair will join the candidate 

on stage, where the Committee Chair will hood the candidate. 

http://www.proquest.com/en-US/products/brands/pl_umidp.shtml
http://www.proquest.com/en-US/products/brands/pl_umidp.shtml
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Appendix A 

 

Prospectus Template 

 

 

Title of the Study Centered and Double-spaced 

 

No Longer than 12 Words 

 

 

 

 

DISSERTATION PROSPECTUS 

 

 

 

Presented in Partial Fulfillment of the Requirements for 

 

the Degree of Doctor of  Philosophy in 

 

Leadership and Education in 

 

the Adrian Dominican School of Education of 

 

 

 

Barry University 

 

by 

 

Wilma B. Flintstone, B.S., M.S. 

 
 

***** 
 

 

Barry University 

 

2012 
 

 

Area of Specialization: Higher Education Administration 
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Begin typing the introduction to the study here (Note:  There is not a heading labeled 

“Introduction.”).   Indent each paragraph one-half inch.  Also note that the margins for the entire 

document are one inch on the right edge and one inch on the bottom and the top of the page. The 

left margin is set at 1.5 inches, in anticipation of binding (the full dissertation) later. The 

prospectus should be double-spaced.  Follow the most current edition of the APA manual 

throughout the document. 

The introduction clearly identifies the topic in a manner that appeals to the reader. It is 

here that the author quickly presents the problem and the rationale for the study. It is important to 

not only create interest in the study but also to concisely provide appropriate context so that the 

reader is able to understand the problem that is the focus of the study and the need for conducting 

the study. For the prospectus, the introductory section prior to the Background of the Problem 

should be approximately one or two paragraphs. Please note that the length of explanatory text in 

the various sections in this template is not indicative or representative of the expected length of 

the actual sections in the completed prospectus. 

 

Background of the Problem 

Continue to elaborate, albeit succinctly, the problem. Provide a solid grounding for the 

reader, enabling the reader to understand the context and specificity of the problem that is the 

focus of the proposed study. Here is where the author can "set the stage," earn the readers' 

interest, and entice the reader to continue to read the about proposed study. Keep in mind that 

this particular section serves as a "lead in" to other sections in the larger introductory section of 

the prospectus and does not need to be lengthy. 

 

Statement of Problem 

Follow Creswell's (2009) advice when crafting the statement of the problem. Grab the 

reader's attention with an opening sentence that articulates the issue to a broad audience. Present 

your ideas in your own words as clearly and simply as possible. Avoid the use of direct quotes 

here. Consider inserting a powerful statistic or number to catch the reader's attention, if 

appropriate. Clearly state the problem or issue that is the target of the study, citing multiple 

studies. Present relevant studies to support the need and identify any gaps in the literature. 

Describe how the proposed study may fill the gaps. Articulate how the audience will benefit 

from the study. Be fairly specific here, so, for example, if the study has the potential to effect 

change in policy, state which policy and in what way; if the study has the potential to impact 

practice, state for whom and how; or if the study may lead to or result in curricular development 

or changes, identify what curriculum, how would it be changed or developed, and by whom. 

These are merely suggestions, not formulae. In checking for clarity of the statement of the 

problem, after writing this section, review it and identify the specific statement or sentence (or 

two at most) that clearly conveys the problem of the proposed study. 

 

Statement of Purpose 

This section is one of the most important ones in the prospectus as it is the central, 

controlling idea of the study. It is essential that this clearly communicates to the reader the intent 

of the proposed study the reason for the study - what the proposed study is supposed to 

accomplish. The purpose statement should be clearly distinguishable from the research problem 

1 
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and the research questions - these are not one and the same! Follow a format that is consistent 

with the type of study design that is to be conducted. 

Include overall aim of study in first sentence. Identify the type of research design- 

quantitative, qualitative, or mixed methods - to be used. Briefly define the type of design (i.e., 

causal-comparative, case study, sequential explanatory). Specify the forms of data that will be 

collected, in general terms here (these will be elaborated later on). State reasons for collecting 

the type of data proposed. Mention location of study. Describe delimitations of the study. The 

purpose of the study should be stated completely and clearly in a paragraph. 

 

Research Questions and/or Hypotheses 

The research questions or hypotheses derive from the broad and more general purpose 

statement. The format of the presentation of questions or hypotheses is dependent on the type of 

study to be conducted. Refer to Appendices T and U of this Handbook, and Chapter 7 of 

Creswell (2009) for ideas regarding specific formats and criteria for each type of study. 

Generally, qualitative studies present a central question with several sub-questions that focus on 

one central phenomenon of interest. Quantitative studies generally use one broad research 

question and hypotheses that include the variables to be studied. Mixed methods studies may 

include one quantitative and one qualitative research question and should include at least one 

separate mixed methods question.   

 

Theoretical Framework 

This section should be pared down to the absolute essentials for the prospectus. Although 

it may be woven into the background section, for purposes of organization, clarity, and 

development of the study, it is better placed under a separate heading in the prospectus. 

 

Significance of the Study 

Again, although a sentence or two regarding the importance of the study was included in 

a previous section, this section provides an opportunity for the author to make the case for 

undertaking the research study. In no more than one paragraph, present a coherent and 

convincing rationale for pursuing the line of research in the manner you propose. This section 

allows you to articulate the contribution this study may make to the field. 

 

Literature Review 

The literature review helps to determine whether the topic is worthy of study. Further, it 

guides the researcher to delineate the scope of the study and to identify a line of inquiry that will 

make a contribution to the field. A thorough review of the literature must be completed prior to 

even beginning to formulate a research question; however, space does not permit the complete 

literature review to be included in the prospectus. The literature review component of the 

prospectus must be a distillation of the larger, complete review. Though not a simple task, it is 

one that results in a fine-tuned synthesis of the most relevant and salient studies that provide a 

framework for the proposed study. Since a "cut and paste" product from the complete literature 

review "dropped" into the prospectus would result in a disjointed, incoherent, and incomplete 

presentation of the literature review, it is critical that the author compose a separate, original 

"mini" review of the literature, based on the completed full review of the literature, for the 

prospectus. It is understood that not all studies included in the full literature review will be able 

to be included in the literature review in the prospectus.  

2 
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Methodology 

The methodology is the section of the prospectus that needs the most detail in that, once 

the prospectus is approved by the committee it will serve as the "roadmap" or "contract" for the 

processes and procedures used in the study. This is not the section where the author talks in 

generalities about design criteria or options, but rather where specific criteria appropriate for a 

given design are applied and articulated in detail for the proposed study. 

 

Proposed Research Design 

Typically, the research design section contains three components: (a) the philosophical 

assumptions or "worldview;" (b) strategies to be employed to pursue the area of inquiry; and (c) 

the methods to be used to obtain the data. For the purposes of the prospectus, these three 

components are further delineated into additional sections as indicated by the headings that 

follow. It is appropriate to include a visual diagram in this section, if appropriate, for the study 

design. It is also appropriate to include tables or charts if these clarify a component of the 

methodology. 

 

Participants and Sampling 

Briefly describe the participants who will be a part of the proposed study and how these 

participants will be selected. Processes and language will differ based on the design selected for 

the study. Use language appropriate to the design chosen to describe the population and sampling 

techniques. Be consistent in language and style throughout the prospectus. 

 

Instrumentation and/or Materials 

Identify and describe any instruments that will be used to collect data. Include 

information about the reliability and validity of the instruments. For qualitative designs, the 

strategies for inquiry will be elaborated and the researcher's role will be addressed. Additionally, 

for qualitative designs, the procedures for gathering data and for recording data will be 

enumerated and explained. 

 

Procedures 

Describe precisely how the study will be conducted. Discuss the step-by-step approaches 

that will be used to complete the study. Such detail will include, but is not limited to, for 

example, obtaining all necessary permissions to conduct the study, gaining entree to study 

participants, assigning participants to study groups (i.e., experimental and control groups), 

administering pre-tests and/or treatments, using the various data collection types/options, etc 

Including a reference to a timeline (perhaps inserted as an appendix) may be useful. Procedures 

that have not been discussed previously (i.e., sampling) and that will not be discussed under the 

headings for data collection or data analysis may be included here.   

 

Data Collection / Procedure 

Describe how data will be collected and recorded. Provide a timeline for data collection. 

Depending on the design and type of study, describe the timing of the data collection. Will 

multiple types of data be collected? If so, will they be collected all at once or in phases? Describe 

who will be collecting the data and where the data will be stored prior to its analysis. 
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Processes to Ensure Dependable and Credible Results (Qualitative study) 

    OR 

Processes to Ensure Valid and Reliable Results (Quantitative study) 

In addition to using valid/dependable and reliable/credible instruments and data gathering 

and recording techniques, the processes used in the collection and analysis of data must also 

ensure valid/dependable and reliable/credible results. Specifying the steps that will be taken to 

ensure, as much as one is able, such results will be obtained must be included. 

 

Data Analysis and Interpretation and Expected Results 

Describe the statistical analysis that will be used in the proposed quantitative research 

design and/or the plan for analysis of data in the proposed qualitative research design. Although 

no data will have been collected at this point, a succinct description of the means by which the 

researcher intends to analyze each type of data must be presented. This section may include a 

diagram (perhaps as an appendix) of the sequence and processes of data analysis (for qualitative 

data analysis, for example). Remember that reliability and validity measures must be taken at all 

stages of the research process; therefore, state the measure that will be taken in the proposed 

study to ensure reliability and validity of data in during the analysis phase. Briefly discuss the 

expected results and what they may mean. This is, of course, speculation at this point, but may 

helpful in achieving a focus of the proposed study. 

 

Limitations and Educational Implications/Inferences 

Discuss the strengths and limitations of the proposed study and how these potential 

threats to the integrity of the study may be minimized. Also briefly (re-)state the implications of 

the proposed study for education. 

 

Annotated Bibliography (Discretion of the Dissertation Committee) 

Submit an annotated bibliography of sources germane to this investigation.  Along with 

the author, date of publication, title, source, and page numbers, you should include several 

sentences that relate this citation to your proposed study. 
  

4 
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Appendix 
 

Using APA format, include, as a separate appendix for each item, copies of all protocols 

or instruments used for data collection, evidences of permissions gained (if appropriate), 

timelines, proposed communications to potential participants, and other pertinent documents 

referred to in the body of the prospectus. 
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Appendix B 

 

ADRIAN DOMINICAN SCHOOL OF EDUCATION 
Dissertation Committee Membership Form 

 

To the Dean: 

 

We, the undersigned, agree to serve as members of the Dissertation Committee of: 

 

                                , who is developing a proposal for a dissertation tentatively titled: 

 

______________________________________________________________________________ 

 

 

Research Methodology:  _____________________________________ 

 

(Agreement to be a member of the Dissertation Committee does not imply acceptance of the 

proposal.) 

 

 

 

     

Signed, Chairperson, Dissertation Committee  Printed Name  Date 

     

    

Signed, 2nd Member, Methodologist  Printed Name  Date 

     

    

Signed, 3rd Member, Dissertation Committee  Printed Name  Date 

     

    

Signed, 4th Member*, Dissertation Committee  Printed Name  Date 

     

    

Signed, 5th Member*, Dissertation Committee  Printed Name  Date 

     

    

Signed, Dean  Printed Name  Date 

 

 

*Optional Members 

cmc 101411 
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Appendix C 

 

ADRIAN DOMINICAN SCHOOL OF EDUCATION 
Prospectus Approval Form 

 

 

Candidate 

 

              

 

Dissertation Title  

              

 

              

 

 

Approved for development of proposal on ___/___/___ 
                                                                                  Date 

 
 

 

 

     

Signed, Chairperson, Dissertation Committee  Printed Name  Date 

     

    

Signed, 2nd Member, Methodologist  Printed Name  Date 

     

    

Signed, 3rd Member, Dissertation Committee  Printed Name  Date 

     

    

Signed, 4th Member*, Dissertation Committee  Printed Name  Date 

     

    

Signed, 5th Member*, Dissertation Committee  Printed Name  Date 

     

    

Signed, Dean  Printed Name  Date 

 

*Optional Members 
3/10/12 gks 



ADSOE Dissertation Handbook 

 

32 

Appendix D 

 

ADRIAN DOMINICAN SCHOOL OF EDUCATION 
Approval to Schedule Proposal Defense Form 

 

Candidate's Name:         

 

 

Proposed Dissertation Title:            

 

              

 

 

 

DEFENSE: DAY_____________    DATE_____/______/_____     TIME:______:______ 

 

 

LOCATION:___________________________________________________________ 

 

 

 

 

 

     

Signed, Chairperson, Dissertation Committee  Printed Name  Date 

     

    

Signed, 2nd Member, Methodologist  Printed Name  Date 

     

    

Signed, 3rd Member, Dissertation Committee  Printed Name  Date 

     

    

Signed, 4th Member*, Dissertation Committee  Printed Name  Date 

     

    

Signed, 5th Member*, Dissertation Committee  Printed Name  Date 

     

    

Signed, Dean  Printed Name  Date 

 

*Optional Members 
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Appendix E 

 

ADRIAN DOMINICAN SCHOOL OF EDUCATION 
Dissertation Proposal Defense Protocol 

 

The dissertation proposal defense date, time and place should be publicized (Appendix X) and the 

event should be open to the university community, including doctoral candidates.  

 

The seating arrangement at the defense should define the positions of the committee and candidate 

as distinct from the other attendees. The Chair should open the defense with remarks outlining the 

procedures, time schedule and ground rules.  

 

Following the Chair’s remarks, the candidate will make an opening presentation of no more than 

20-30 minutes, which should include the purpose of, and rationale for, the study and an overview 

of the methodology. Candidates are expected to use PowerPoint. It is the candidate’s responsibility 

to make arrangements for necessary equipment with the department’s secretary. The candidate 

should distribute handouts of the entire PowerPoint to the Committee members and all expected 

attendees at the time of the dissertation defense.  The handout should include the dissertation title, 

an outline of the presentation, and the abstract of the dissertation. Protocol dictates that the 

candidate should stand during his or her opening presentation, and then be seated at a table with 

or near the committee for the discussion.  Following the presentation, the candidate will entertain 

questions from the Committee members for approximately 60 minutes, following procedures 

agreeable to the Committee.  

 

Typically, the entire defense should not take more than 90 minutes, after which the Committee 

members should deliberate privately to discuss the changes the candidate needs to make in the 

dissertation proposal (if any) and decide whether the candidate has passed the proposal defense. 

The candidate should then be called in and told of the Committee’s decision, and of any necessary 

changes. The appropriate forms are then completed. 
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Appendix F 

 

ADRIAN DOMINICAN SCHOOL OF EDUCATION 

Documentation of Successful Proposal Defense Form 

 
Candidate:  

 

              

 

Dissertation Title  

              

 

              

 

 

Approved for submission to IRB on ___/___/___ 
                                                                      Date 

 
 

 

 

     

Signed, Chairperson, Dissertation Committee  Printed Name  Date 

     

    

Signed, 2nd Member, Methodologist  Printed Name  Date 

     

    

Signed, 3rd Member, Dissertation Committee  Printed Name  Date 

     

    

Signed, 4th Member*, Dissertation Committee  Printed Name  Date 

     

    

Signed, 5th Member*, Dissertation Committee  Printed Name  Date 

     

    

Signed, Dean  Printed Name  Date 

 

 

*Optional Members 
3/10/12 gks 
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Appendix G 

 

ADRIAN DOMINICAN SCHOOL OF EDUCATION 
Approval to Schedule the Dissertation Defense 

 

To the Associate Dean: 

 

We, the undersigned, agree that the following candidate's dissertation is acceptable for the 

scheduling of a public defense. 

 

Candidate's Full Name:            

 

Dissertation Title:             

              

              

 

 

     

Signed, Chairperson, Dissertation Committee  Printed Name  Date 

     

    

Signed, 2nd Member, Methodologist  Printed Name  Date 

     

    

Signed, 3rd Member, Dissertation Committee  Printed Name  Date 

     

    

Signed, 4th Member*, Dissertation Committee  Printed Name  Date 

     

    

Signed, 5th Member*, Dissertation Committee  Printed Name  Date 

     

    

Signed, Associate Dean  Printed Name  Date 

 

 

DISSERTATION DEFENSE TIME AND LOCATION 

 

Day: ____________________ Date ____/____/______ Time: ___:___ 

 

Location: ____________________________________ 

 

 

*Optional Members 
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Appendix H 

 

ADRIAN DOMINICAN SCHOOL OF EDUCATION 
Dissertation Correction Sheet 

Adrian Dominican School of Education, Barry University 

 

 

Candidate's Name: 

_______________________________________________________________ 

 

Telephone Home: ___________________________________ Work: ______________________ 

 

Date to Candidate: ____________________________ Date Returned to Chair: ______________ 

 

 

PAGE PARAGRAPH LINE CORRECTION CHECKED 

     

     

     

     

     

     

     

     

     

 

______See corrections listed on attached sheet(s). 

 

Other 

 

Corrections have been made and approved: 

 

 

              

Dissertation Committee Chair, Date 

 

              

Associate Dean, Date 
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Appendix I 

Sample Approval Page for Dissertation  

 

 

 

SOLUTION-FOCUSED INTERVENTIONS WITH FAMILIES (Line number 11) 

 

EXPERIENCING PARENT-CHILD CONFLICT: 

 

A PHENOMENOLOGICAL INQUIRY 

 

 

DISSERTATION 

 

by 

 

Susan L. Crawford 

 

2011 

 

APPROVED BY: 
 

 

____________________________________ 

T. Hugh String, Ph.D. 

Chairperson, Dissertation Committee 
 

 

_____________________________________ 

Kelly J. Duncan, Ph.D. 

Methodologist, Dissertation Committee 
 

 

_____________________________________ 

Marie P. Thomas, Ed.D. 

Member, Dissertation Committee 
 

 

_____________________________________ 

Conrad Q. Peters, Ph.D. 

Member, Dissertation Committee 
 

 

____________________________________ 

Jill B. Farrell, Ph.D. 

Dean, Adrian Dominican School of Education 
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Appendix J 

 

ADRIAN DOMINICAN SCHOOL OF EDUCATION 
Library Receipt of Dissertation 

 

TO:   Associate Dean, Graduate Programs in Education 

 

FROM:  Technical Services: Dissertations/Theses 

 Monsignor William Barry Memorial Library 

  

DATE:   

 

RE:   Dissertation Submittal 

 

 

The following materials have been submitted to me for binding.   

 
 One print copy with original signature page 
 One CD in PDF format 
 Proof of submittal to Proquest 

 

Dissertation Title  

 

              

 

              

 

              

 
 

Authored by:    

 

              

 

 

 

 
 

Signed, Library Technical Services Representative  Printed Name 
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Appendix K 

 

ADRIAN DOMINICAN SCHOOL OF EDUCATION 
Change of Committee Form 

 

The establishment of a Dissertation Committee involves a substantial commitment of both time 

and intellectual resources on the part of a faculty member to a doctoral candidate. Dissertation 

Committees are developed through a reflective collaborative process involving the doctoral 

candidate, the dissertation Chair, other Dissertation Committee members, and often, program 

directors or Chairs. Consequently, changes to the Dissertation Committee are a serious matter and 

should not be undertaken lightly. In the rare event that a Dissertation Committee change is 

contemplated, seeking a change is also the result of a reflective, collaborative process involving 

the doctoral candidate and faculty. For a Dissertation Committee change to be considered, the 

following information must be provided: 

 

Rationale for Dissertation Committee member change: 

 

 

 

 

 

 

 

 

 

     

Signed, Candidate  Printed Name  Date 

     

    

Signed, Exiting Member  Printed Name  Date 

     

    

Signed, New Committee Member  Printed Name  Date 

     

    

Signed, Chairperson, Dissertation Committee  Printed Name  Date 

     

    

Signed, Program Chair/Director  Printed Name  Date 

     

    

Signed, Associate Dean  Printed Name  Date 
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Appendix L 

Sample Title Page for Dissertation  

 

 

Solution-focused Interventions with Families  

 

Experiencing Parent-child Conflict: 

 

A Phenomenological Inquiry 

(no longer than 12 words, positioned in the upper half of the page) 

 

 

 

DISSERTATION 

 

Presented in Partial Fulfillment of the Requirements for 

 

the Degree of Doctor of Philosophy in 

 

Counseling  

 

in the Adrian Dominican School of Education of 

 

 

Barry University 

 

 

by 

 

 

Susan L. Crawford, B.A., M.A. 

 

 

* * * * * 

 

 

Barry University 

 

 

2011 

 

 

Area of Specialization:  

 

Marital, Couple, and Family Counseling/Therapy 
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Appendix M 

Sample Copyright Page for Dissertation 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Copyright © 2011 by Susan L. Crawford (Line number 25) 

All Rights Reserved 
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Appendix N 

Sample Abstract Page for Dissertation 

 

 

 

 

Abstract  

 

The text of the abstract starts one double space after the title.  The maximum 

length for a dissertation abstract is 350 words.  The abstract should be double-

spaced and appear as a single paragraph without paragraph indentation. 
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Appendix O 

Sample Table of Contents for Dissertation 

 

 

Table of Contents 

 

Page 

 

Abstract iv 

 

Acknowledgements  v 

 

Dedication  vi 

 

List of Tables vii 

 

List of Figures viii 

 

Chapters 

 

I. THE PROBLEM  1 

 

Introduction  1 

Problem statement  3 

Justification and Rationale 8 

Research Questions 14 

Summary  20 

 

II. LITERATURE REVIEW  21 

 

Overview  21 

Solution-focused Therapy  23 

Past Research in Solution-focused Therapy 43 

Summary  54 

 

III. METHODOLOGY 55 

 

Overview  55 

Phenomenological Research Paradigm 56 

Participants and Sampling (including demographics) 61 

Data Sources 73 

Data Gathering Procedures  84 

Data Analysis Design  91 

Reliability and Validity Considerations 98 
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IV. RESULTS  99 

 

Overview  99 

Findings 100 

Summary  123 

 

V. DISCUSSION 124 

 

Summary 124 

Conclusions 129 

Recommendations 137 

 

References 146 

 

Appendix A. Questionnaires 159 

 

Appendix B. Letters Mailed with Questionnaires 189 
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Appendix P 

Sample Lists of Tables and Figures for Dissertation 

 

A List of Tables should be included if there is at least one table in the dissertation.  The example 

below represents what the List of Tables page should look like.  No other text should appear on 

this page.  The List of Tables and List of Figures appear on separate pages.   

 

 

 

List of Tables 

            

Table 1.  Name of Table Should be Title Case, Exactly as it Appears  

in the Text  ......................................................................................................... 34 

 

Table 2.  Name of Table Should be Title Case, Exactly as it Appears  

in the Text  ......................................................................................................... 45 

 

 

 

 

 

 

A List of Figures should be included if there is at least one figure in the dissertation.  The 

example below represents what the List of Figures page should look like.  No other text should 

appear on this page.  The List of Tables and List of Figures appear on separate pages.   

 

 

List of Figures 

            

Figure 1.  Entire figure caption should appear here, exactly as it appears in the  

text of the dissertation. ..................................................................................... 22 

 

Figure 2.  Entire figure caption should appear here, exactly as it appears in the  

text of the dissertation. ..................................................................................... 29 
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Appendix Q 

Sample First Page of a Chapter for Dissertation 

 

 

 

CHAPTER I 

 

THE PROBLEM 

 

Begin the text here. All other pages begin double spaced after the pagination number. 
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Appendix R 

Checklist of Possible Items in a Quantitative Dissertation 

 
The following is a checklist of items that are typically included in a quantitative research 

dissertation or report. Not all of the suggested categories are necessary or appropriate for all 

studies, and the order of items within chapters may vary somewhat. These items are intended to 

serve as a guide. This checklist was adapted from Isaac and Michael (1990).  Permission to use 

any copyrighted material must be clearly articulated in accordance with APA format.   

 

CHAPTER I: THE PROBLEM 

 

 Introduction.  This is optional as you may or may not use the heading for the 

introduction. 

 Background/Rationale.  

 Statement of the problem situation. This should be developed from the previous section 

and focuses on what is “wrong”—the gap between the desired state of nature and reality 

of the situation. 

 Purpose of the study.  What are we trying to learn from this investigation? 

 Research questions. 

 Research hypotheses.  Some research questions may warrant hypotheses, some may 

not, such as those that are descriptive only. 

 Theoretical framework. 

 Delineation of the problem.   

 Delimitations of the study.  

 Definitions of terms. 

 Significance of the study. This section serves the following purposes. 

o Suggests possible uses of the study findings,  

o Sets up the background for discussion that will appear in chapter 5, and  

o Relates the study to your field of study or discipline. 

 Conclude the introduction with an overview of the ensuing study. 

 

CHAPTER II: REVIEW OF THE LITERATURE 

 

 Overview.  This tells the reader how the review is presented. 

 Review by topic. 

 Summary of the review. 
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CHAPTER III: METHODOLOGY 

 

 Overview.  This tells the reader how the methodology is presented 

 Design of the study 

 Target population 

 Sampling procedures 

 Participant demographics – These are the only statistics that are reported in the 

methodology.  They appear in the methodology section because they are not findings 

from the study, but the description of the participants.   

 Instrumentation 

 

o Rationale for selection/development of the instrument(s)/pilot study (if any) 

o Description (items, scales, scores) 

o Instrumentation/Psychometric properties 

 Reliability 

 Validity 

 Norms 

 Data collection and recording procedures 

 Data analysis and reporting procedures.  Note that dissertations that include multiple 

analyses must address how the researcher will avoid the problem of inflated alpha.   

 Limitations of the study 

 

CHAPTER IV: RESULTS 

 

 Overview.  This tells the reader how the results are presented. 

 Findings are presented in the order they have been introduced in previous chapters. 

 Use tables and figures to aid the reader in understanding the outcomes. 

 In the analyses, go from the simple to the complex. 

 

CHAPTER V: DISCUSSION 

 

 Summary.  This is a brief description of chapters I, II, III, and the findings in chapter 

IV. 

 Conclusions.  Address the generalizability of the conclusions of the hypotheses tested 

and relation to the literature presented in chapter II. 

 Recommendations. Incorporate suggestions for implementation of the findings that 

may include implications for practice, research, and policy in the particular discipline 

or field). 

 

 
* Isaac, S. & Michael, W.B.  (1990). Handbook in research and evaluation for education and behavioral 

sciences.  San Diego, CA:  Edits Publishers. 
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Appendix S 

Checklist of Possible Items in a Qualitative Dissertation 

 
The following is a checklist of items which are typically included in a qualitative research 

dissertation or report. Not all of the suggested categories are necessary or appropriate for all 

studies, and the order of items within chapters may vary somewhat. These items are intended to 

serve as a guide. This checklist was adapted from Heath (1997, March). 

 

CHAPTER I: THE PROBLEM 

 

 Introduction.  

 Nature and scope of the problem under investigation. Introduce the problem, topic, or 

issue under investigation. What is it that you want to know or understand? How did 

you get interested in the topic? Describe the origins of the researcher’s interest in the 

topic. If your question or understanding of the problem has evolved since you have 

begun, describe the process.   

 Justification/rationale. Tell why there is a need for the study. Cite relevant literature 

that calls for the need for research in this area, or demonstrates the lack of attention to 

the topic.  Identify the gaps in the literature that justifies your study. 

 Intended audience. Describe the intended audience of your research (e.g., the public, 

mental health professionals, family therapists). 

 Research question. Provide a clear statement of the research question(s) that you will 

address in your study. 

 Theoretical framework. Describe the theoretical framework that informs your study. 

This might flow out of your review of the nature and scope of the problem under 

investigation (above). 

 Overview. Conclude the introduction with an overview of the ensuing study, including 

the organization of the work, and the methodology chosen and the rationale. 

 

CHAPTER II: REVIEW OF THE LITERATURE 

 

 Overview. This tells the reader how the literature review is presented. 

 Comprehensively review, examine, and discuss the literature relevant to the problem 

and the research question(s). 

 The literature review should logically flow out of the Introduction. 

 Include the most recent relevant literature. Historic literature should be included only 

to the extent that it is directly relevant or necessary to place the research question or 

questions in context.   

 Reaffirm and clarify the gaps in the literature (first identified in the introduction) that 

serve as a justification for the research. 

 At the conclusion of the literature review, restate the research question(s). For example:  

"Given the preceding discussion, the question (or questions) addressed by the proposed 

research is . . ."    

 This statement should be logically related to the problem (articulated in the 

introduction), and to the literature review. 
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CHAPTER III: METHODOLOGY 

 

 Overview. This tells the reader how the methodology is presented.  Identify and 

generally describe your research method (e.g., phenomenological, single case study, 

ethnographic field study) and your research procedures (e.g., interviews, observations). 

 Research paradigm. Cite the major authors who have described your research method.  

Explain the assumptions of your research paradigm, including the assumptions about 

the nature of knowledge and reality that underlie the research paradigm, the major tasks 

of the researcher in this paradigm and how these differ from conventional social science 

research, and the type of relationship that the researcher has with the participants (e.g., 

unobtrusive observer, participant-observer, collaborator). 

 Research method. Describe in detail the qualitative method to be used and the 

justification for its use.  

 

o Selection of participants 

o Gaining entry into the research context 

o Procedures followed to protect the rights of participants (e.g., informed consent, 

human  subjects approval, debriefing) 

o Data sources (e.g., field notes from memory, audio tapes, video tapes, transcripts 

of conversations, examination of existing documents) 

o Describe your data collection procedures.  This will become part of your audit trail.  

This  might include process notes (e.g., day to day activities, methodological 

notes, decision- making procedures), materials relating to intentions and 

reactions (e.g., personal notes  about motivations, experiences with 

informants), and instrument development  information (e.g., revision of 

interview questions). 

o Describe your data analysis procedures (e.g., coding, sorting). This includes data 

reduction procedures (e.g., write-up of field notes, transcription procedures and 

conventions, computer programs used), and data reconstruction methods (e.g., 

development of categories, findings, conclusions, connections to existing literature, 

integration of concepts). 

o Describe how you will consider and protect reliability and validity.  Describe the 

systematic methods and procedures used (e.g., triangulation, member checking, 

peer debriefing, auditing). 

 

CHAPTER IV: RESULTS 

 

 Overview.  This tells the reader how the results are presented.   

 Findings 

 Report the results in a style that is congruent with the selected research method. 
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CHAPTER V: DISCUSSION 

 

 Summary.  This is a brief description of chapters I, II, III, and the findings in chapter 

IV. 

 Conclusions.  Describe how the findings relate to your research question(s) and your 

anticipated findings and hypotheses. 

 Recommendations.  Incorporate suggestions for implementation of the findings that 

may include implications for practice, research, and policy in the particular discipline 

or field. 

 

 
* Heath, A.W.  (1997, March). The proposal in qualitative research. The Qualitative Report [On-line serial], 3(1). 

Available: http://www.nova.edu/ssss/QR/QR3-1/heath.html 
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Appendix T 

Quantitative Dissertation Models for Research Questions and Hypotheses 

 

While the language will be specific to the topic of the dissertation, the research question and 

hypotheses for a quantitative dissertation might be formatted as depicted in one of the following 

three models.   

 

Generally, one broad research question will be stated along with a number of specific 

hypotheses.  In rare instances, especially in the case of mixed methods studies, multiple research 

questions will be appropriate (one quant, one qual, one mixed).   

 

It is also appropriate for the research questions to be preceded by a statement of statistical 

criteria, such as the following.  “The following research question and corresponding null and 

research hypotheses will guide this study. An alpha level of .05 will be used for all statistical 

tests.” 

 

Quantitative Model 1  

              

 

Research Question 

(The research question would be stated here.) 

 

Null Hypotheses 

H01:  … 

H02:  … 

H03:  … 

 

Research Hypotheses 

Ha1:  … 

Ha2:  … 

Ha3:  … 

              

 

Quantitative Model 2  

              

 

Research Question: … 

 

 

Null Hypotheses  

 Four null hypotheses were proposed.  The first… 
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Quantitative Model 3 

              

 

  

Research Question:  … 

Null hypothesis #1:  … 

Alternative Hypotheses 

 Ha1.1: … 

 Ha1.2: … 
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Appendix U 

Qualitative Dissertation Models for Research Questions 

 

While the language of the questions will differ by the qualitative methodology, the research 

questions for a qualitative dissertation might be formatted as depicted in one of the following 

models.   

 

Qualitative Research Question Format Model 1 

             

The researcher seeks to answer the following questions. 

 .. 

 .. 

 .. 

              

 

Qualitative Research Question Format Model 2 

              

One overarching question guided this inquiry:  

1. .. 

 

To more specifically articulate aspects of the overarching question, the following questions were 

also posed.   

 

2. .. 

3. .. 
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Appendix V 

Sample Table for Dissertation 

 

 

 

 

Table 14 

 

Reported Characteristics of Respondents in Private Liberal Arts College 

______________________________________________________________________________ 

 

Number     Percent of 

Respondents 

______________________________________________________________________________ 

 

Sex:   Male    20      83.3 

Female   4      16.7 

 

Age:   35-39    2      8.3 

40-44    5      20.8 

45-49    4      16.6 

50-54    3      12.5 

55-59    6      25.0 

60 or above   4      16.6 

 

Highest Earned 

Degree:  Master's   2      8.3 

Doctorate   21      87.5 

Other    1      4.2 

 

Years at 

Institution:  1-3    3      12.5 

4-6    2      8.3 

7-9    1      4.2 

10-12    5      20.8 

13-15    5      20.8 

16-18    3      12.5 

19 or more   5      20.8 

 

Tenured:  Yes    21      87.5 

No    3      12.5 

_______________________________________  ______________________________ 
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Appendix W 

Sample References for Dissertation 

 

 

 

 

 

References  

 

de Shazer, S. (1991). Putting difference to work.  New York: Norton.  

de Shazer, S., Berg, I. K., Lipchik, E., Nunnally, E., Molnar E., Gingerich, K., & Weiner-Davis, 

 M. (1986). Brief therapy: Focused solution development. Family Process, 25, 207-222.  

O'Hanlon, W. H., & Weiner-Davis, M. (1989). In search of solutions: A new direction in 

 psychotherapy. New York: Norton. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 



ADSOE Dissertation Handbook 

 

57 

Appendix X 

Template for Posting Proposal Defense and Dissertation Defense 

 

 

(DEPARTMENT Name)  
Adrian Dominican School of Education 

 

DISSERTATION  PROPOSAL  

DEFENSE 

Or 

DISSERTATION  FINAL  DEFENSE 
 

NAME:    

 

TITLE:  

 

DATE: 

 

TIME: 

 

PLACE:  

 
CHAIR:  
 
COMMITTEE:   

 

 

 

 

 

 

 
A copy of the Dissertation Proposal/FINAL is located in the xxx Department. 

 
11300 NE 2nd Avenue, Miami Shores, Florida 33161                                                Telephone: 305-899-3701 
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Appendix Y 

Dissertation Defense Protocol 

 

The dissertation defense date, time and place should be publicized (Appendix X) and the event 

should be open to the university community, including doctoral candidates. No family, friends, or 

audio or video recording are permitted at the dissertation defense.   

 

The seating arrangement at the defense should define the positions of the committee and candidate 

as distinct from the other attendees. The Chair should open the defense with remarks outlining the 

procedures, time schedule and ground rules.  

 

Following the Chair’s remarks, the candidate will make an opening presentation of no more than 

20-30 minutes, which should include the purpose of and rationale for the study, an overview of the 

methodology, and (for at least half of the time) a summary of the results and implications of the 

study. Candidates are expected to use PowerPoint. It is the candidate’s responsibility to make 

arrangements for necessary equipment with the department’s secretary. The candidate should 

distribute handouts of the entire PowerPoint to the Committee members and all expected attendees 

at the time of the dissertation defense.  The handout should include the dissertation title, an outline 

of the presentation, and the abstract of the dissertation. Protocol dictates that the candidate should 

stand during his or her opening presentation, and then be seated at a table with or near the 

committee for the discussion. 

 

Following the presentation, the candidate will entertain questions from the Committee members 

for approximately 60 minutes, following procedures agreeable to the Committee. The questions 

should chiefly address the data collection, data analysis, results and implications.  

 

Typically, the entire defense should not take more than 90 minutes, after which the Committee 

members should deliberate privately to discuss the changes the candidate needs to make in the 

dissertation (if any) and decide whether the candidate has passed the dissertation defense. The 

candidate should then be called in and told of the Committee’s decision, and of any necessary 

changes. The Correction Form should be completed at that time. 
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Appendix Z 

Adrian Dominican School of Education Dissertation Process and Timeline 

 

Action Steps Timeframes* Form 
Development of the Prospectus 

During the semester in which one is enrolled in Dissertation Seminar 

1 
Under guidance of the Dissertation Seminar instructor, following a multi-draft process, 
the candidate develops a dissertation prospectus  

 Appendix A 

2 Select a Chair   

Presentation and Approval of the Prospectus 
In the semester or two following Dissertation Seminar (while enrolled in Dissertation or Continuous Matriculation) 

3 Select Committee Members (in consultation with Chair)   

4 Submit Prospectus to Committee (with Chair’s permission) 
18-24 months prior to target 
graduation date 

Appendix A 

5 Present Prospectus to Committee   

6 Obtain and incorporate feedback from Committee 
Allow a minimum 3 weeks (21 
calendar days) for feedback 

 

7 
Obtain Committee Approval of Prospectus and signatures on Dissertation Committee 
Membership Form 

 
Appendix B 
Appendix C 

8 
Obtain Dean Approval and signature of Prospectus and Dissertation Committee 
Membership  

 
Appendix B 
Appendix C 

Development of the Proposal 

9 Complete Dissertation Proposal (Chapters I, II, and III) 
12-18 months prior to target 
graduation date 

 

10 Submit Dissertation Proposal (Chapters I, II, and III) to Committee   

11 Obtain feedback from Committee 
Allow a minimum 3 weeks (21 
calendar days) for feedback 

 

12 Incorporate Committee’s feedback into Proposal   

13 Obtain Committee and Dean approval to schedule Proposal Defense  Appendix D 

14 Schedule Proposal Defense (in consultation with Dissertation Chair)   

15 Arrange to have notices of Proposal Defense posted and delivered to Committee   

16 Defend Proposal  Appendix E 

17 
Summarize required revisions in memo to Committee with anticipated dates of 
completion 

  

18 Communicate summarized revisions to Committee   

19 Obtain Committee and Dean approval to submit proposal to IRB  Appendix F 
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Submission and Approval of IRB Documents 

20 Complete IRB documents 12-15 months prior to target 
graduation date 

 

21 Submit IRB documents and proposal to IRB (with Chair’s approval)*   

22 Obtain IRB approval   

Implementation of the Study 
Two to three semesters prior to target graduation date 

23 Begin and complete data collection (i.e., implement the study) 12 months prior to target 
graduation date 

 

24 Analyze and interpret data   

25 Write Chapters IV and V   

Development and Approval of Results and Discussion Chapters 
During semester prior to semester of target graduation date 

26 Candidate will work with Chair to finalize and submit Chapters IV & V and revised 
Chapters I, II, and III to Committee, along with Approval to Schedule Dissertation 
Defense Form, signed by Chair 

6 months prior to target 
graduation date 

Appendix G 

27 Obtain Committee and Dean approval to schedule Dissertation Defense Committee requires a minimum 
3 weeks (21 calendar days) for 
review 

Appendix G 

Defense of Dissertation and Final Revisions 
During semester of target graduation date 

28 Register for graduation Before semester deadline 
(approx 4 months prior to 
target graduation date) 

 

29 Submit Doctoral Information Form to Associate Vice President for Student Affairs.  
(Form is available from the Chair.) 

Immediately following 
registration for graduation 

 

30 Candidate may suggest a date for the dissertation defense 90 days prior to target 
graduation date 

 

31 Schedule Dissertation Defense (in consultation with Chair and Committee Members) 21 days prior to Dissertation 
Defense 

 

32 Arrange to have notices of Defense posted and delivered to Committee, Deans, and 
Provost 

14 days prior to Dissertation 
Defense 

 

33 Arrange to have supplies and equipment for the Defense delivered to room where 
Defense will be held 

  

34 Hold final Dissertation Defense.  The candidate should expect to leave a successful 
defense with guidance regarding required final corrections.   

35 calendar days prior to target 
graduation date 

Appendix Y 

35 Make all corrections and submit with Correction Sheet and unbound final copy to 
Dissertation Chair  

28 calendar days prior to target 
graduation date 

Appendix H 
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36 Chair checks corrections for form and style and returns manuscript to candidate Allow 5 days for feedback  

37 Obtain Committee signatures on Approval Page for Dissertation  Appendix I 

38 Submit unbound approved Dissertation, revision memo, and Approval Page for 
Dissertation to Associate Dean 

21 days prior to target 
graduation date 

Appendix I 

39 Dissertation needing additional changes noted by Associate Dean shall be returned to 
candidate 

  

40 Candidate resubmits final revised copy of Dissertation to Associate Dean 10 days prior to target 
graduation date 

 

41 Associate Dean submits final dissertation and signature page to Dean 10 days prior to target 
graduation date 

 

42 Final Dissertation with signed Final Dissertation Approval Page is returned to candidate 5 days prior to target 
graduation date 

 

43 Candidate submits dissertation to Proquest and delivers to library:  One print copy with 
original signature page, one CD with dissertation in PDF format, proof of submittal to 
Proquest, and check to cover binding services 

2 days prior to target 
graduation date 

 

44 Return Library Receipt of Dissertation form and documentation of submission of 
dissertation to Proquest Dissertation Publishing (http://www.proquest.com/en-
US/products/brands/pl_umidp.shtml) to Department Chair 

2 days prior to target 
graduation date 

Appendix J 

45 Department Chair will clear Ph.D. transcript for graduation.   

Graduation 

46 Attend graduation exercises only after Ph.D. transcript has been cleared for graduation   

47 Graduate and receive diploma   

48 Receive PhD transcript   

*Determination of actual calendar dates within this timeframe will be established between the Dissertation Chair and the candidate.   
 

 

2016 0810 Dissertation Handbook vfinal 2016-17 

http://www.proquest.com/en-US/products/brands/pl_umidp.shtml
http://www.proquest.com/en-US/products/brands/pl_umidp.shtml

