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Policies and Procedures-- Instructions

Once the program faculty approves its Policies and Procedures, the program chair will submit the
document to Graduate Council for final review and approval, with a cover memo. In the cover
memo,

* Include the date and manner in which the program approved the proposed new or
modified Policies and Procedures (e.g., in a program meeting or by an e-mail ballot), and
the vote.

= If the GC Policy Subcommittee had recommended revisions or clarifications, provide the
program’s responses to the Subcommittee’s recommendations (e.g., indicating how the
wording has been changed, or why no change was made).

2. Graduate Council Review
Graduate Council, as a whole, will conduct a final review of the Policies and Procedures
transmitted by the program chair. The Graduate Council may approve the document as
submitted or may request additional edits. In the case that the Policies and Procedures are
approved contingent upon the edits being made, the graduate program Chair will be
notified of Council’s action. Once the program has complied with Council’s request, the
document is then considered approved.

The final approved document, reflecting Council’s approval date, will be forwarded to
the program via email with a cover memo from Graduate Council approving the
document. The program will be instructed to maintain a copy of the Policies and Procedures
and Council’s approval letter in their files.

Instructions for Individual Sections

The following instructions are provided only for sections that are deemed in need of additional
instruction aside from the Template. The section numbers correspond to those in the Template.
If you require assistance on sections that are not covered here, please contact the GC analyst.

1.2. Admissions Requirements: State all requirements for admission to the graduate group as
applicable to each degree offered in the program. State minimum GPA (if higher than 3.0), as
well as minimum test scores (if requiring tests) and requirements for placement exams, if

applicable.

For example: Consideration for admission to [graduate group] requires a bachelor’s
degree, three letters of recommendation, official transcripts, GRE scores (if the group
requires it), TOEFL or IELTS score (if applicable) and submission of the graduate online
application with fee by the stated admission deadline. A minimum GPA of 3.0 is required.
Admission decisions are made on a case-by case basis. Meeting some or all of these criteria
does not guarantee admission, but merely eligibility. The decision to recommend admission
to the Vice Provost and Dean of Graduate Education will be made by the Graduate Group
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2.5.Master’s Degree Committees: List all committees that are relevant to a Master’s education in

your program, for example the Thesis Committee, Comprehensive Committee, etc. Please be

sure these committee descriptions are consistent with your bylaws.

2.5.1 Thesis Committee: State how nominations to the committee membership are obtained.

Note that a Thesis Committee is comprised of a minimum of three voting members of
the University of California Academic Senate and nominations are submitted to the Vice
Provost and Dean of Graduate Education for formal appointment in accordance with
Graduate Council policy; Qualifying Examination Committees are appointed by the
graduate group. The Chair of committee shall always be a member of the Merced
Division and of the Graduate Group supervising the master’s program. Indicate
whether or not the advisor is a member of the committee and indicate how the Chair of
the committee is chosen.
For example: Thesis Committee: The student, in consultation with his/her graduate advisor and
graduate group chair, nominate (number) faculty to serve on the Thesis Committee. These
nominations are submitted to the Graduate Division for formal appointment in accordance with
Graduate Council policy. A committee of three faculty members shall approve the subject, pass on
the content of thesis, and administer the general examination. Usually one of the committee
members directs the work.

2.5.2 Comprehensive Examination Committee: State how nominations to the committee

2.6

2.7

membership are obtained, and any limitations on committee composition and function.
(Note: as of AY 2020-21, it is not required for Graduate Groups to submit the membership of
Comprehensive Examination Committees to the Graduate Division as a part of the student’s
Application for Advancement to Candidacy.)
For example: Comprehensive Examination Committee: The student, in consultation with
his/her graduate advisor and graduate group chair, nominate (number) faculty to serve on the
Comprehensive Examination Commiittee. These nominations are submitted to the Graduate
Division for formal appointment in accordance with Graduate Council policy. A committee of
three faculty members shall approve the subject, pass on the content of examination, and
administer the examination. Usually one of the committee members directs the examination

Normative Time to Degree: Normative Time is the elapsed time (calculated to the
nearest semester) that a student would need to complete all requirements for the degree,
assuming that they are engaged in full-time study and making adequate progress. The
student must advance to candidacy and complete the degree within the limitations
established by the Graduate Group and approved by the Graduate Council.

Typical Timeline and Sequence of Events: Provide an example of a study plan;
semester-by-semester, indicating when advancement to candidacy occurs, and when the
thesis is due or the comprehensive examination is taken. Also specify the effect of
deficiencies at admission on the timeline.

For example:
Year One Fall Spring
GC 200~ Introduction to GC GC 210- GC Seminar
GC 201- Introduction to GC | GC 220- GC Professional Seminar
Discussion
GC 202- Introduction to GC | GC 230- GC Seminar
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policies. The Mentoring Guidelines can be found (describe how it can be obtained, if on the web—
provide a web address that will not likely change over the next few years)

3.6. Doctoral Degree Committees: List all committees that are relevant to PhD education in
your program, for example the Candidacy Committee, Doctoral Committee, etc. Please be
sure these committee descriptions are consistent with your bylaws.

3.6.1.

3.6.2.

Candidacy Committee: The Candidacy Committee is charged with determining the
fitness of the student to proceed with the doctoral dissertation through a formal
Qualifying Examination. Specify how nominations for committee membership are
selected. State that the Candidacy Committee is comprised of a minimum of three
faculty who are voting members of the University of California, Academic Senate and
nominations of non-faculty members (i.e. Professional Researchers or faculty
members from other universities) will be considered on an exception-only basis.
Refer to the Graduate Policies and Procedures Handbook on Doctoral Candidacy
Committee for further details on the appointment process.
For example: The student, in consultation with graduate advisor, nominates three faculty to
serve on the Candidacy Committee. These nominations are submitted to the Graduate Group
Chair for formal appointment in accordance with Graduate Council policy. The Application for
Qualifying Examination available on the Graduate Division website must be submitted one
month prior to the proposed examination date. Students must be in good academic standing and
registered for the semester in which the examination is held. The Candidacy Committee conducts
the exam and submits results to the Graduate Division using the Qualifying Examination Report
Form.

Doctoral Committee: The Doctoral Committee shall supervise the preparation and
completion of the dissertation and the final examination. Specify how and when
nominations for committee membership are solicited. State that member nominations
are submitted to the Graduate Division for formal appointment in accordance with
Graduate Council policy.
For example: The Doctoral Committee is a three-member committee selected by Candidacy
Committee, in consultation with the graduate student, the doctoral committee chair (usually the
graduate advisor), and the Graduate Group Chair, on the Advancement to Candidacy for the
Degree of Doctor of Philosophy Form. The majority of the committee should be affiliated with the
program. The role of the Dissertation Committee is to advise the doctoral student on the research
topic and methods, and then to review the final completed dissertation for acceptance. Students
are expected to meet with the Chair of their doctoral committee regqularly. Doctoral committee
members are expected to read and comment on a dissertation within (indicate time lapse) from its
submission. The student and faculty will coordinate a timeline for the student to present the thesis
to the doctoral committee. This timeline must allow all doctoral committee members enough time
to fulfill their responsibilities within the indicated deadline.

3.7.Advancement to Candidacy: State when the student is expected to advance to candidacy.

For example: Before advancing to candidacy for a doctoral degree, a student must have satisfied
all requirements set by the graduate program, must have maintained a minimum GPA of 3.0 in
all course work undertaken, and must have passed unanimously the Qualifying Examination
before the Candidacy Committee appointed to administer that examination. Normally, students
advance by the end of the (number) semester. The student must file the appropriate paperwork
(Advance to Candidacy for the Degree of Doctor Philosophy Form and Conflict of Interest Form)
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with the Graduate Division and pay the candidacy fee in order to be officially promoted to Ph.D.

Candidacy.

3.8.Qualifying Examination Requirements: State all of the examination requirements. Specify

the nature of the examinations and when they are taken. Separate each section accordingly.
For example:
Qualifying Examination

a)

L

il.

General Information

The Qualifying Examination evaluates students on both general preparedness in the
discipline, and specific competence to pursue the proposed dissertation topic. The
student will be given XX days’ notice of the content, form, and time of the
examination. The committee meets to decide upon the procedures to be followed, and
the student will be given an opportunity to comment upon the selected procedures.

The Examination will include X number of questions, X of which are for testing the
student’s general knowledge in the discipline, and X are drawn from the student’s
chosen area of specification. The student submits an outline of the proposed
dissertation project to the Candidacy Committee at least XX days in advance. During
the examination, the committee will review the outline, and will determine by oral
examination the student’s competence in that area.

Conduct of the Exam

Although the formal Qualifying Examination for candidacy ordinarily is conducted
in a single day, the Committee may meet intermittently over a longer period, and may
decide to reexamine the student on one or more topics after a specified interval.

Before voting upon its recommendation for or against candidacy, the Committee, as a
whole, shall meet with the student, and any member of the Committee will have the
right to pose appropriate questions to the student.

The Committee must conclude its examination when convened with the student
present. Examinations may result in either a pass, fil, or partial pass by unanimous
consensus of the examination committee. The categories are described in detail in
Graduate Policies and Procedures Handbook, Section VI D. 2 and 3. The Committee
must report the result to the Graduate Council via the Vice Provost and Dean of
Graduate Education within 30 days. See Graduate Policies and Procedures Handbook
Section VII.B.5.2.d) for the procedure for validating and recording the results of the
Qualifying Examination.

3.9. Dissertation Requirements: Generally describe the dissertation (and final examination) and

if you have any additional program-specific requirements, such as length or presentation

format of any written or oral requirement, specify these in this section.

For example:

a.

Dissertation

The research conducted by the student must be of such character as to show ability to pursue
independent research. The dissertation reports a scholarly piece of work of publishable quality
that solves a significant scientific problem in the field and is carried out under the supervision
of a member of the program while the student is enrolled in the program. The chair of the
doctoral committee must be a member of the program and must be immediately involved with
the planning and execution of the experimental work done to formulate the dissertation.
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Students entering with graduate-level course credit obtained from another university or program
(e.g. having obtained a Masters) may petition the [specify who; for example, the Group’s Executive
Committee] to waive course requirements. The [Committee, etc. that matches the previous bracket]
will consider the rigor of the courses completed, the grades obtained, and evidence that the student
has a foundational knowledge of [your group’s discipline]. Normally, up to [x] units can be waived
with the approval of the [same authority as in above brackets].

4. General Information

4.1. PELP, In Absentia and Filing Fee status. Include, at least, the following statement:
Information about PELP (Planned Educational Leave Program), In Absentia (reduced fees when
researching out of state), and Filing Fee status can be found in the Graduate Group Policies and
Procedures Handbook available on Graduate Division.
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