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Dissertation Guidelines

(January, 2017)
The dissertation is an original research project that demonstrates the student’s mastery of research knowledge and skills.  Key aspects of the dissertation process include choosing and working with the dissertation committee, writing and successfully defending the dissertation proposal, carrying out the planned study, successfully defending the dissertation at a public oral defense and submitting the results of the dissertation to a peer-reviewed journal.
GENERAL INSTRUCTIONS
· Drafts passed in for review to your committee members should be in “near perfect form” (this includes reference agreement, all tables and figures, and careful editing).  Remember, even drafts need to be developed with care and attention to detail, this shows respect for those who review your work.
· You can expect a 2-week turn-around time on all drafts submitted for faculty review.
· The dissertation proposal must conform to either the guidelines outlined in the Publication Manual of the American Psychological Association (6th Edition) or another standard reference format mutually agreed upon by the student and committee Chairperson.
· The final manuscript must conform to the Author’s Guidelines of the journal that you select for submission.
· You must be continuously registered throughout the dissertation process (including the summer semester).  You may take 3 to 9 dissertation credits per semester.  The amount of credits will depend on how much work you plan to accomplish each semester.  Discuss the number of credits to be taken each semester with your Dissertation Chairperson.
· All data collected for your dissertation must be stored on an encrypted password protected computer.  A UMMS research drive may be purchased for this purpose (backed up nightly).  No data may be stored on a non-encrypted lap top computer – this is a violation of federal law.
· The dissertation process requires frequent communication between you and your committee members.  Please check your umassmed email address at least twice weekly during this process.  Please use proper etiquette when responding to reviewers’ concerns or issues. Reviewers should always be afforded 2 weeks to review your work. 
DISSERTATION PROPOSAL

The following outline describes the organizational structure for your written dissertation proposal.  This is meant to be a guideline. You and your dissertation Chairperson may make adjustments to this outline based on the specific requirements of your study.  The dissertation proposal should be no longer than 25 pages in length (double-spaced) not including the Title Page, References or Appendices. The page limits below are suggestions only.  You and your advisor will make this determination depending on your study.
I. Title Page

II. Introduction to the Problem and Specific Aims: (2-3 pages)
a.  This should include a succinct, yet powerful introduction to the problem and your specific aims. State concisely the goals of the proposed research and summarize the expected outcomes, including the impact that the results of the proposed research will exert on the field.  List succinctly the specific aims of the proposed research.
III. Background and Significance (6 - 8 pages)
a. This should be an incisive review of the major issues needed to understand and study the research problem. It should be organized and represent a synthesis of what is important in the field.
IV. Theoretical/Conceptual Framework (2-5 pages) – include a diagram if applicable.
V. Methods (8 - 10 pages): Describe the overall strategy, methodology and analyses to be used to accomplish the specific aims of the study. This will include the design, sample (power analysis if applicable), setting, procedures (recruitment, retention, data collection, and data management), measures and how data will be collected and analyzed.  Point out any potential challenges or difficulties you anticipate and what you will do to deal with these concerns. Identify the human subjects’ issues.
VI. Conclusion (brief 1- 2 paragraphs)

VII. References
VIII. Appendices (scales, questionnaires, surveys, interview guides)
Note: Philosophical considerations may also need to be addressed within the body of the proposal. The placement of this component will be determined by your Chairperson.

PROPOSAL HEARING
The dissertation proposal hearing will be scheduled by the Chairperson when all committee members are in agreement that the proposal is ready for review.  A hard copy (an electronic copy may be provided if preferred by the committee member) of the dissertation proposal is distributed to the committee at least 2 weeks before the hearing. The proposal hearing is “closed” and includes the Dissertation Student, the Chairperson and the Committee members.   The student will do a brief (no longer than 20 minutes) oral presentation – focusing mostly on methods and issues for discussion.   This is the point where the student and committee reach an agreement about what will be required of the student to complete the dissertation requirement of his/her program.  All members and the student will sign off on the dissertation proposal once agreement has been reached.   

HUMAN SUBJECTS PROTECTION

1. No potential study participants may be approached or data collected until you receive approval from the IRB.

2. You are responsible for preparing the appropriate IRB applications.  However, your dissertation chairperson must review all applications prior to submission.  In some cases (such as at UMMS), your Dissertation Chairperson will need to be the PI for the purposes of the IRB.
3. Make sure your CITI training is up –to-date (renewable every 3 years)

4. If you are collecting all data at an institution not affiliated with UMMS you will seek IRB approval at that institution but then you will need to execute an interagency agreement (IAA) with UMMS.   This is required because you are conducting your research as a student at UMMS.
5. IRB approval usually involves a “back and forth” process between you, your Chairperson and the IRB.  Plan that it will take several months to receive IRB approval.

6. You must carefully review all policies related to IRB reporting and renewal. 
7. You are responsible for reading the UMMS Investigators Manual and complying with all IRB-related policies 
8. All research files must be stored according to the UMMS GSN Storing and Maintaining Files for your Dissertation Research Document (11/2014).
9. You are responsible for carrying out the study as an independent investigator and must adhere to all guidelines related to the responsible conduct of research with human subjects.  

DISSERTATION REQUIREMENTS

Completion of the Dissertation involves 3 main components: 
1. Oral Defense of the Dissertation

2. Submission of the Dissertation to UMMS

3. Submission of an approved manuscript describing the dissertation findings to a peer-review journal

No PhD degree will be conferred until all three of these components are completed.  All students have up to 6 weeks after the oral defense to submit the written components of the dissertation. Failure to do so may result in a change in the degree conferral date. 
ORAL DEFENSE of the DISSERTATION

A public oral defense of the dissertation is required.  The oral defense is scheduled once the dissertation student has a good draft of his/her dissertation manuscript and the committee agrees that the student is ready to defend his/her findings in a public forum. The student should be “close” to having all components of the dissertation complete (due within 6 weeks after the oral defense).
Plans for the oral defense must be announced publically at least 2 weeks before the event.  This is an academic exercise that involves the student presenting his/her dissertation findings and responding to questions about the findings from the committee members and the audience. The following guidelines apply to the scheduling and conduct of the final oral defense of the dissertation:

· A hard copy (an electronic copy may be provided if preferred by the committee member) of the dissertation is distributed to the committee at least 2 weeks before the oral defense

· The final oral defense is announced to the UMMS community via email, postings and on the UMMS intranet at least 2 weeks before the defense

· The chair of the dissertation committee leads the final oral defense and all committee members must be in attendance (in person or via technology)

· The student gives a 15-20 minute formal presentation of the dissertation

· The student responds to questions posed by the committee and those in attendance

· Immediately following the discussion, the committee meets to determine the outcome of the final oral defense

· The student is informed of the outcome of the meeting

DISSERTATION

The final written dissertation will be prepared as a manuscript for submission to a peer-reviewed journal.  The following steps must occur:
1. You must select a peer-reviewed journal where you will submit your completed dissertation to (this should be done in consultation with your dissertation committee).
2. Locate the author guidelines – provide these guidelines to your committee members.
3. Work with your chairperson to agree on authorship order (the student must be first author and corresponding author on all dissertation manuscripts).  Refer to authorship guidelines in the student handbook.

4. Convert your proposal into the introduction, specific aims; background sections required by the journal (follow the author guidelines for that journal for headers and page limitations).
5. Write the results and discussion sections for your dissertation according to the author guidelines of the journal.
6. Have the written manuscript approved by your committee - plan that this will require multiple drafts and multiple revisions (see details in #9).
7. Once you pass the oral defense of your dissertation and have completed any needed revisions you must submit your manuscript to the journal for publication (proof of submission is required and must be provided to your dissertation chairperson prior to receiving your diploma).
The Final Written Dissertation should include the following:
Title Page (signed by all Committee Members)

Table of Contents              

Abstract (500 words including a summary of your findings)

Dissertation Proposal (approved version)

Executive Summary This summary should provide a brief description of the research approach (what was done) and any changes from the proposal with an explanation of why the changes were made.  

Slide Presentation  A formal slide presentation (professional plain background - black & white preferred) describing all aspects of your study.  No copyrighted materials may be included in the slide presentation.
Dissemination Plan  Include a separate page with the following statement: 

The primary description of this dissertation work was submitted  as a manuscript on ___date____ to ___________journal name___________ for review and consideration for publication. 

** Place Appendices at the end of the written dissertation.

NOTE: Verification that your paper was submitted for review to a journal (this is not included in the bound copy of your dissertation but must be provided to your Chairperson before graduation). 
After you successfully defend your dissertation:

You must obtain a signed copy of the dissertation title page from your dissertation Chairperson.  This page becomes the title page for your bound dissertation.  Submit the “Electronic Dissertation Submission Approval Form” and a PDF version of your written dissertation to the PhD Program Administrator within 6 weeks of the defense date. One hard bound copy of the dissertation must be provided by the student for submission to the UMMS library.  The bound copy should be dark blue.
  The student’s name, credentials and University of Massachusetts Worcester should be printed on the bound versions. Electronic versions of the final dissertation must be provided by the student to the PhD program director, committee chairperson and all committee members. 
NOTE:  When your manuscript is accepted for publication - please notify your Dissertation Chairperson and/or the PhD Program Director with the reference to the manuscript.  The UMMS library will then link your dissertation with your published manuscript.
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� Please note that you are not allowed to use the official UMMS seal on the bound version of the dissertation (even if the book binder suggests this).  Permission must be obtained from the UMMS Communication office for the official seal to be placed on any document and they do not grant this for dissertations.
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