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Greetings:As a Professor of Higher Education Administratiomg &raduate Coordinator of the

Hi gher Education Administration Mastero6s De
welcome to thédigher Education Administration Progranham absolutel thrilled that you

have chosen to obtain your graduate degree in Higher Education Administration, and | look
forward to meeting you and watching you grow as you move through the program.

| believe you will find faculty and staff involved in the prograesponsive to your needs, and
genuinely interested in your educational and professional goals. The program is rigorous and ou
expectations for you are high, but you will never be alone as you pursue your academic program
of study. You may always count os for assistance in reaching your goals, as we believe that
your success is our success.

In addition, students currently enrolled in the program will also assist with your academic
growth. Our students hail from all walks of life, and are employedvatiety of higher

education institutions, and you will learn much from them over the next few months as you sit
sideby-side in class discussing the field of higher education. Overall, your experience in the
program should be rich and diverse, and ydulearn from your professors as well as your
peers.

The Program Handbook was designed and developed to help you understand the expectations
and responsibilities of being a graduate student at St. Cloud State University, in the Higher
Education Administtion program. The Program Handbook, along withptlogrramwebsite
(http://www.stcloudstate.edu/higdsraduate Bulletinittp://bulletin.stcloudstate.efb)), and

the Office of Graduate Studies websié://www.stcloudstate.edu/graduatestuylstsould

provide all of the information you need to be successful in the program and achieve ysur goa
Although we expect you to be responsible for all progtimelines and requirementge have
provided you with excellent resources to help you meet those obligations. If you have any
guestions, there are many individuals on campus willing to asaist y

Again, welcome to St. Cloud State University and the Higher Education Administration
program. Please call upon me if you have any questions about the program or the Program
Handbook. Have a wonderful year, and make us proud!

Sincerely,

Christine M. Imbra, Professor
Higher Education Administration Graduate Coordinator

St . Cloud State Uni ver s ratioy Master BfiSgemoe Progeadilandbmdkpravides Welpfod inflormation on
degree requirements, program procedures, and resaoces for prospective and admitted students. This handbook is not meant to replace
or duplicate the Graduate Bulletin. Students are advised to consult th&raduate Bulletinhttp://bulletin.stcloudstate.edu/gb/ for
information not found within this handbook. St. Cloud State University reserves the right to make changes to any of the matds
published in this handbook without advance noticeFor further inquiries please consult the School of Graduate Stlies Website:
http://www.stcloudstate.edu/graduatestudies/

gr
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Mission

The mission of the Higher Education Administration program is to provide academic
preparation and pfessional development to individuals who are cufyant or

interested in, entrlevel positions of leadership in feyear, community, and technical
colleges and universities. A comprehensive program of study focuses on the preparation
and developmentfaeflective, ethical, and transformative practitioners and academicians.

Overview

The Higher Education Administtion program develogsgher education leaders. The
program prepares students for edeyel positions in ammunity and technical colleges,

and fouryear universities. Students interested in careers as future administrators receive a
comprehensive program of study that explores academic affairs, student affairs, and
administrative affairs. Courses offered i forogram develop knowledge, skills, and
dispositions necessary for success in higher education.

Individuals currently in, or interested in, leadership positions in higher education will find
this 36credit graduate program flexible and accommioggtio their needs. Courses are
primarily offered on weekends (Friday evening and all day Saturday) during the
academic yealSummer courses are offered in various fornataddition, courses are
offered consecutively during the semester so students are aolecientrate on one
academic topic at a time.

Nondiscrimination and Diversity Statement

St. Cloud State University will provide equal education and employment opportunities to
all personsegardless of race, color, creed, sex, age, religion, marital status, sexual
orientation, national origin, mental or physical disability, status with regard to public
assistance or physical disability, or any other group or class against which discriminatio
is prohibited by state or federal law. The university will not tolerate any activity that
constitutes illegal discrimination against any person or group. Consistent with its
academic mission, the university also seeks to provide an environment thatlacges

and values diversity of all kinds, including but not limited to race, reljgiod ethnicity,
amongst faculty, stafnd students.

Inquiries or complaints concerning the application of affirmative action, equal
opportunity or Title IX (sexual hassment) at St. Cloud State University should be
referred to the affirmative action officer, 3308-5123. Inquiries about services offered
to students under Section 504 of the Rehabilitation Act of 1973 or the Antsrigiin
Disabilities Act of 1990 shdd be referred to Student Life and Development at 328




3111, and for faculty and staff to Human Resources aB883B203. More information
is available athttp://www.stcloudstate.edu/affirmag¢action

Admissions

Application Process

When applying to a graduate program, the School of Graduate Studies serves as a liaison
between the applicant and the graduate program. Application materials can be obtained

from the School of Graduate Studies Web site:
http://www.stcloudstate.edu/graduatestudi€smpleted application materials should be

returned to the School of Graduate Studies. Once all applicatimniatsare received,

they will be forwarded to the masterds prd
recommendation.

Application Requirements
In order to consider an applicant for admission, the School of Graduate Studies will need:

U.S. Students

1 Completedadmission packet

1 Application fee

9 Official transcripts from previous universities
i Official GRE scores

1 Threecompletedecommendation forms

International Students

Completed international application
Application fee

Official transcripts from previous univsties
Official GRE scores

Official TOEFL or IELTS or MELAB scores
Three recommendation forms

Financial form and documentation

= =2 =4 _-8_-48_-9_-9

Enrolliment Requirements

Prospective students should request an adomgsacket fran the School of Graduate

Studies. Applicantsvho meet the admission requirements of the School of Graduate

Studies aréorwarded to the Higher Education Administration Progfam

recommendabdn and admittance. Programcommendation is based on, but not limited

to, the following requirements (reqaments may be waived under certain conditions):

1 Minimum of 2.75 grade point average over the last two years of undergraduate
education.

1 Verbal score of 480+ or a quantitative score of 520+ on the Graduate Record
Examination (GRE).

9 Compeed School of Gracate Studies admissioragket

1 A one to two-page typewritten statement describing your interest and experience in
higher education leadership.
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Higher Education Administration Competencies

Adapted fromDavis, J R.,2003. Learning to lead Westport, CT: Praeger Publishers.

1.

10.

11.

12.

13.

14.

Leadership
Knowledge of what leadership is, how it has been distinguished from administration, and
the ability to develop a practical and personally useful definitfideaalership.

Role Discernment
Appropriate attitudes about leaders and followers and the ability to serve as a courageous
follower as well as a skillful leader.

Institutional Development
Knowledge of basic organizational theory and the ability to deseadisurately the
organization one serves, including mission, history, and current developments.

Organizational Structure

Knowledge of the key administrative offices at the institution, including staff and line
functions, reporting relationships, and awsass of the opportunities and limitations of
onebs own niche.

Strategic Planning
Ability to collaborate in program planning, including the skill to expand on ideas, keep
plans realistic, use institutional goals as criteria, and build in usable assessment.

Mission Awareness
Awareness of what learning is and why it must be guarded as the fundamental purpose of
the institution.

Critical Thinking
Knowledge of rational models used for problem solving and decision making, and the
ability to consider legal anethical implications.

Collaboration
Skill at collaboration, including serving on and working with task forces, committees, and
administrative units to help them function as hjgrformance teams.

Communication
Ability to communicate effectively in a viaty of forms.

Conflict Management
Knowledge of basic conflict resolution models and the ability to employ them effectively.

Fiscal Accountability
Knowledge of basic financial planning and accounting methods and the ability to use them
for budget develoment and control.

Adaptability
Knowledge of change theories and skill in responding to, initiating, and managing change.

Culture and Climate
Awareness of what constitutes a positive work environment and the ability to work with
others in creating such amvironment.

Professional Development
Positive attitudes about personal renewal and the ability to engage in perpetual learning to
become more effective as a postsecondary leader.




Higher Education Administration Competencies
Adapted fromDavis, J. R. (203). Learning to lead Westport, CT: Praeger Publishers.
Alignment of Higher Education Administration Competencies with Higher Education Administration Courses

COMPETENCY

HIED
604

HIED
614

HIED
624

HIED
634

HIED
644

HIED
654

HIED
664

HIED
672

HIED
674/
CEEP
678

HIED
694

HIED
684699

1. Knowledge of what leadership is, how it has been
distinguished from administration, and the ability to
develop a practical and personally useful definition of
leadership.

2. Appropriate attitudesbaut leaders and followers an
the ability to serve as a courageous follower as well a
skillful leader.

3. Knowledge of basic organizational theory and the
ability to describe accurately the organization one ser|
including missionhistory, and current developments.

4. Knowledge of the key administrative offices at the
institution, including staff and line functions, reporting
relationships, and awareness of the opportunities and
i mitations of oneds own

5. Ability to collaborate in program planning, including
the skill to expand on ideas, keep plans realistic, use
institutional goals as criteria, and build in usable
assessment.

6. Awareness of what learning is amby it must be
guarded as the fundamental purpose of the institution

7. Knowledge of rational models used for problem
solving and decisiomaking, and the ability to consider
legal and ethical implications.

8. Skill at collaboration, including serving on and
working with task forces, committees, and administraf
units to help them function as higierformance teams.

9. Ability to communicate effectively in a variety of
forms.

10. Knowledge of basic conflict resolution models an|
the ability to employ them effectively.

11. Knowledge of basic financial planning and
accounting methods and the ability to use them for
budget development and control.

12. Knowledge of change theories and skill in
responding to, initiating, and managing change.

13. Awareness of what constitutes a positive work
environment and the ability to work with others in
creating such an environment.

14. Positive attitudes about personal renewal and the
ability to engage in perpetual learning to become mor

effective as a postsecondary leader.




Degrees and Plans Offered

Master of Science- Higher Education Administration:

Plan A, (36 credits Thesis

HIED 604
HIED 614
HIED 624
HIED 634
HIED 644
HIED 654
HIED 664
HIED 672
HIED 674
CEEP 678
HIED 694
HIED 699

Introduction to Higher Education Administration, 3credits
Higher Education Leadership and Administration, 3 credits.
Legal and Btical Aspects of Higher Education, 3 credits.
Human Resource Issues in Higher Education, 3 credits
Higher Education Finance, 3 credits
University-Community Relations, 3 credits

Critical Issues Seminar in Higher Educati@rcredits
Practicum in Higher Education Administration, 3 credits
Introduction to Researdh HIED, 3 creditsOR

Graduate Statistics, 3 credits

HIED ResearciMethods andesign, 3 credits

Thesis, 6 credits

Plan C, (36 credits)Project/Portfolio

HIED 604
HIED 614
HIED 624
HIED 634
HIED 644
HIED 654
HIED 664
HIED 672
HIED 674
HIED 694
HIED 684

Introduction to Higher Education Administration, 3credits
Higher Education Leadership and Administration, 3 credits.
Legal and Ethical Aspects of Higher Education, 3 credits.
HumanResource Issues in Higher Education, 3 credits
Higher Education Finance, 3 credits
University-Community Relations, 3 credits

Critical Issues Seminar in Higher Education, 6 credits
Practicum in Higher Education Administian, 3 credits
Introduction to Researdh HIED, 3 credits

HIED ResearciMethods andDesign, 3 credits
Project/Portfolio Design3 credits




Course Descriptions

HIED 604 Introduction t o Higher Education Administration, 3 credits

Overview of the program and the field of higher education, explore career options,
discuss expectatiarof the program including thesis, project/portfolmd practicum,
and begin work on a professional devetgmt plan (PDP).

HIED 614 Higher Education Leadership and Administration, 3 credits

Overview of the history of higher education, as well as leadership theories, styles,
models, functions, and skills. Academic, administrative, and student affairs lepdershi
and administration are reviewed and analyzed. (Pret§D 604)

HIED 624 Legal and Ethical Aspects of Higher Education, 3credits

Legal, ethical, and social issues impacting academic, administrative, and student affairs
are explored, as well as otheeas of concern to leaders of higher education
administration. (PreregHIED 604)

HIED 634 Human Resource Issues in Higher Education, 3 credits

Overview of personnel functions in higher education institutions, including policies and

procedures; selectipsupervision, and termination; professional development; employee
management relations. Faculty, staff, and student diversity, and social justice, are also
considered. (PrerediIED 604)

HIED 644  Higher Education Finance, 3 credits

Overview of higher edcation finance including the creation of budgets, budget
processes, types of costs, budget allocations, coding, and state and federal higher
education funding. (PrereddlED 604)

HIED 654  University i Community Relations, 3 credits

Students develop amderstanding of internal and external university/college community
relations, working with the media, public relations communication vehicles, and their
own written, verbal, and interpersonal communication skills. (PrefgD 604)

HIED 664  Critical Issues Seminar in Higher Education, 36 credits

Students discuss and analyze current and critical issues impacting higher education
leaders and institutions. This seminar also assists students in thesis and project/portfolio
focus and problem development. €raq.:HIED 604)

HIED 672  Practicum in Higher Education Administration, 3 credits
A culminating experience of structured and supervised administrative projects and
activities at a cooperatively selected college/university. (PrdtdgD 604)




CEEP 678 Graduate Statistics, 3 credits

Correlation and regression analysis, probability and sampling theory, estimating
population parameters, testing hypotheses. Familiarity with descriptive statistics
assumed.

HIED 674  Introduction to Research inHIED, 3 credits

Identification and evaluation of research in HIED; techniques and interpretation of
research; problem definition in HIED; introduction to research design and reporting
results; reviews of literature; identification of research problems in HIED; prepacétion
a plan for studying the problem. (Prereq.: HIED 604)

HIED 694  HIED ResearchMethods andDesign, 3 credits

Qualitative, quantitative, and mixed method research approaches and designs; data
collection and analysis; preparation of HIED thesis/projediffpar proposal. Students
completing this course will be ready for their preliminary oral exam. (Prereq.: HIED 604)

HIED 684  Project/Portfolio Design, 3 credits

A highly structured and individualized processough which the student completes and
deferds theprojectportfolio beforeher/hiscommittee. Through this experience, master's
students in Higher Education Administration fulthe Plan Gequirement. (Prereq.:

HIED 604)

HIED 699 Thesis, 6 credityPrereq.HIED 604)




Model Course Sequence

The following course sequence is used for illustrative purposes only. Each student should
consult withher/hisadvisor to plan a program of study to meet individual needs.

Fall

HIED 604 (3 credits) Introductioto Higher Education Administration
HIED 614 (3 credits) Higher Education Leadership and Administration
HIED 674(3 credits) Introduction to ReseanchHIED

Spring

HIED 634 (3 credits) Human Resource Issues in Higher Education
HIED 654 (3 credits) Univesity i Community Relations

HIED 694(3 credits)HIED ResearciMethods andDesign

Intersession and Summer Sessions | and Il

HIED 624 (3 credits) Legal and Ethical Aspects of Higher Education
HIED 644 (3 credits) Higher Education Finance

HIED 664 (3 creds) Critical Issues Seminar in Higher Education

Notes:

HIED 664 Critical Issues Seminar in Higher Educatiddtudents who nek6 credits of
HIED 664 (hose vorking on Plan C) will consult with their advisor in regard tofthal
3 credits (3 creditsra offered in the summpr

HIED 672 (3 credits) Practicum in Higher Education Administration: Students may
register for the practicum after the majority of coursework is complete, or in progress,
and with the approval of their advisdihis course is offeed in the fall but students have
one year to complete their 100 hours.

HIED 684 (3 credits) Project/Portfolio DesigrPlan C Students may registéor credits

the semester of the preliminary oral conference or the semester of their final oral.defense
The preliminaryoral usually takes lace during/after completion ¢flED 694 The final
defensdakes place after completion of the project/portfolio, and at least one semester
after the preliminaryral. Students register for this course by using timéividual

St udy dourfd mthgrogram forms sectioof this handbook.

HIED 699(6 credits) ThesisPlan A Students may register for three (3) thesis credits
during the semest@f their preliminary oraand three (3) thesis credits during the
semeser of their final defenswith approval from their advisor. The preliminary exam
and final exam must be at least one semester &tadents register for this course by
usng t he Al ndi v ouwhdiitheprdram forns sedtiamfrthim handbook.




M. S. in Higher Education Administration
Program Assessment System

Admission

Transition Point 1

Prior to Practicum

@

Transition Point 2

Exit from Practicum

Transition Point 3

Thesis/Project

@

Transitio n Point 4

Program Completion

Transition Point 5

GPA
(2.75 or higher)

GPA
(3.0 or higher)

PDP complete

(evidence-based)

Preliminary oral
(committee members - rubric)

All program
requirements

complete
(program of study)

GRE
(480 or higher 8 verbal
520 or higher 0 quantitative)

All courses successfully
complete or in progress

Exit interview
(student, site mentor, advisor)

Final defense
(committee members - rubric)

All Graduate School
requirements
complete

Writing sample &
Letter of Interest
(rubric)

Disp ositions
assessment
(student and advisor - rubrics)

Dispositions
assessment
(student and site mentor - rubric)

Participation in
Graduate Hooding

Three letters of
recommendation

Competencies assessment
(student & PDP)

Competencies assessment
(site mentor & rubric)

Transcript
(analysis if transferring credits)

Accredited UG
program

Follow -up survey sent at 2 and 4 years from date of graduation

1C




Length of Program

Each threecredit course will be completad three weekends. Courses are offered
consecutively during the semester so students are able to concentrate on one

administrative topic at a time. This format allows studentake three courses per
semester.

Parttime student: six semesters taking igdits per semester.
Full-time student: four semesters taking nine credits per semester.
Each threecredit course will be completed in three weekends.

=A =4 =4 =4

Coursesareprimarily offered on weekends (Fridayening and all day Saturday),
during the academigear.Summer courses are offered in various formats.

1 The practicum mape served at the individual's home institutibat not in the
home departmentf that is not possible or appropriate, placement will be
arranged.

Advising

Upon admittance into the Higher Education Administration Program, students are
assigned a faculty advisor. lappointnsentartde st u g
meet with thdaculty advisor to plaaprogram of study. Throughout the ducetiof their
graduate program, students are encouraged to meet with their advisor to discuss any
guestions or concerns. Thevabr will serve as the chairefhe st udent 6s
thesis/project/portfolio committee. If a student feels a change in advisor wotdd bet
meether/hisinterests, the student will be encouraged and supported to make the change
to a moresuitableadvisor.

Policies and Procedures

All students willpurchase andse thePublication Manual othe American Psychological
Association, Fifth EditiotAPA) for all written work in the program.

The policies, procedures, and forms outlining the steps for student complaints concerning
faculty and grade appeals are available for review in St. Claud & Uni ver si t y 0 9
Handbook under the Code of Conduct section. The Code of Conduct is available at the
Student Life and Development Office or can be accessed at:
www.stcloudstate.edulstienthandbook/code
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Graduate Assistantships (GA)

There are fultime (20 hours/week) GA positions available annually in the Higher
Education Administration Program.

What are they?
Graduate assistantshipee academically related employment appointments reserved for
students who hold a bachelordés degree and
graduate program. SCSU offers three basic types of assistantships:
1 Program assistantsduties are limited to amdividual academic program or office
1 Research assistaritgluties include engaging in research activities connected to a
department or professor
1 Teaching assistantsduties include the instruction of students under the general
supervision of a professor
Graduate assistantships are available during the regular academic year with a limited
number available during the summer term.

Who is eligible?

International students and U.S. students are eligible to apply. A student must be:
1 Fully admitted to the Sawl of Graduate Studies
1 Registered as a fulime student each term of the appointment

Benefits

Graduate assistarase paid a stipend (salarfgy 20 hours/week. In addition to the
stipend, graduate assistants are eligible for paid tuition. The Unyetlipay for up to
eight graduate credits per semester. This does not include any student fees. The
University does not pay for tuition during the summer sessions.

Resident rate privilege
All graduate assistants, both international and U.S. citizethsesidents, qualify for in
state tuition rates.

International students
Upon receipt of a departmental letter of GA appointment, an international student can list
the stipend as income on their financial certification forms.

Practicum

The Practicum in Higher Education Administrati®fiED 672)is designed to be a
culminating experience of structured and supervised administrative projects and activities
at a cooperatively selected college/university. Students workingaveitie mentor are
supervised by a practicum coordinator from St. Cloud State University.

12
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Purpose of Practicum

The pacticum experience will provide the student with a 100 hour exposure to an area of
individual interest in Higher Education Administratiand allow the student to apply
her/hisnewly acquired knowledge in an educational field setting under supervision. Part
time work experience enables individuals to organize, synthesize, and process new
information in a manner that combines the cognitafiective, and physical domains of
learning. Many learners require a period of time to practice and modify both knowledge
and skills; the practicum serves this purpose.

In addition to gaining insight regarding the operation of a functional area of higher
education, practicum students should also gain a view of the interrelationship of
associated functional areas. Professionals in higher education must be cognizant of such
relationships in order to understand the nature of an institution. Finally, thiepnac

may serve to generate, develop, and refine skills in program development, administration,
research, and other aspects of higher education.

For more information regarding the practicum experience, please condRiatiieum
Guidesection of this hadbook.

Culminating Experience

The culminating experience is a generic term referring to the final academic experience
in your masterdés program. I n the Higher EGQ@
culminatingexperience is one of two choices. It can be a thesis (Plan A) or a
project/portfolio (Plan C).

Thesis (Plan A)

A thesis involves the design and implementation of empirical (qualitative or quantitative)
research. Students design an original study, oltailor develop data collection tools,
organize and implement data collection, input and analyze the data, and write the results
and conclusions of the study based on the dathesis contributes to the field of stuily

in your case, higher education adrstration.

Project/Portfolio (Plan C)

A graduate project involves the design of a product, such as a curriculum, a workshop, a
handbook, a vide@ websitegetc. The candidate provides a rationale for the product

based on a comprehensive review ofrégearch and consultation with experts in the

field. The project contributessomething new and/or significanttothed udent 0 s
institution, and it must be based on a review of the research and/or a needs assessment.

A graduate portfolio involves the dgsiof anefolio using the MiSCU support website.
Students provide evidence of knowledge acquisition and skill development by using
course work or workelatedartifacts.

For more information regarding the culminating experience, please consult the
Culminating Experience Guide section of this handbook.
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Graduation

Checklist for All Graduate Students

1 Be sure that all the coursen your Program of Study (blue formgre completed
within the severyear time limit for completin of the program.

1 Print your transcript online. Check your transcript to determine that all completed
course work is included. If transfer credits do not appear on your transcript and
they have been approved as a part of your official program, coneaSttiool of
Graduate Studies at once.

1 Complete all couess on your Program of StudfLL COURSE CHANGES
MUST BE APPROVED BY PETITION: verbal approval by your advisaras
sufficient. Forms are available online at
http://www.stcloudstate.edu/graduatestudies/forms/currentrasphe School of
Graduate Studies, room AR1

T Allincomplete grademust be completed and grades submitted by the instructor.
Remind your professor tabmit a grade change for all incompletes or IP grades
This includes theses and projects/portfali@eeck your transcript to determine if
the necessary changes have been made.

1 A 3.0 grade point average in the major, the total program, and overall graduat
courses attempted must recorded on your transcrigtudents who have not
achieved the required grade point average are not eligible to take either the
preliminary or finalexaminations.

T AgradeofCGor | ower or a grade a@radiated cannot
program.
9 Fulfill the residence requirement. Candi

minimum of 20 semester hours in-oampus classes (day and night combined).

o Courses offered at graduate study centers or through cohort groups
establshed by the University are consideredaaimpus credit.

o Established ITV and webased programs are also considered¢ampus
credit.

o Individual departments may establish residence policies requiring a period
of full-time study. Students should consultiwiheir adviser to determine
specific departmental requirements

An application for graduation is availabletiaé following websité students must be
aware of all of the deadlines for submitting graduation and commencement forms
http://www.stcloudstate.edu/graduatestudies/current/graduation.asp
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Student Services

American Indian Center: www.stcloudstate.edu/aic

AIC provides educational, social, and cultural programming for American Indian students.
St. Cloud State Universit

720 Fourth Avenue South

St. Cloud, Minnesota 56304498

(320) 3085449

Athletic Facilities: www.stcloudstate.edu/campusrec/

Campus Recreation offers many programs and
S102Halenbeck Hall

St. doud State Universyt

720 Fourth Avenue South

St. Cloud, Minnesta 5630314498

(320) 3083325

Bookstore: www.husky.bkstr.com/

Find all of your books, apparel, computer products and supplies here.
Centennial Hall

720 4" Ave South

St. Cloud, MN 56304498

(320) 3081489

Campus Card: www.scsucampuscard.com

This is your official ID cardLearn how to make deposits and where it is accepted both on and off
campts.

Campus Card Office

Atwood Memorial Center

720 4th Avenue South

St. Claud, MN 563014498

(320) 3081683

Career Serviceswww.stcloudstate.edu/careerservices/

Provides quality services and career resources directed toward developing prospective students
through alumi to manage their career exploration, direction and networking and transition to the
world of work.

215 Centennial Hall

St. Cloud State Universit

720 Fourth Avenue South

St. Cloud, Minnesota 56304498

(320) 3082151

Child Care Center: www.stcloudstate.edu/childcare/

Lindgren Child Care Center provides infant, toddler, and preseysal care to the children of
SCSU students, staff, and faculty.

122 Enginegng and Computing Center

St. Cloud StateJniversty

720 Fourth Avenue South

St. Cloud, Minnesota 56304498

(320) 3083296
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Computer Labs: http://huskynet.stcloudstate.edu/computers/
Locate, view, and reserve open computer seats.

108 Janes W. Miller Learning Resources Center

St. Cloud State University

720 Fourth Avenue South

St. Cloud, Minnesota 56304498

(320) 3082077

Counseling and Psychological Servicegiww.stcloudstate.edu/ounseling/

The center assists students with personal and career concerns thdivighal andgroup
counselingtesting psychological consultation, crisis intervention, and outreach activities.
103 Stewart Hall

St. Cloud State Universit

720 Fourth Avenue South

St. Cloud, Minnesota 56364498

(320) 3083171

Escort Service:www.stcloudstate.edu/publicsafety/escort.asp

An onrcampus (walking) escort service is provided by Public Safety for members of the
University community. Escorts mde requested by callirgp8-3333.

Public Safety

St. Cloud State Universy

720 Fourth Avenue South

St. Cloud, Minnesota 56364498

(320) 3083453

Financial Aid: www.stcloudstate.edu/financialaid/

The Financial Aid office is here to help you with the financial aid process so you can fund your
education at SCSU.

106 Administrative Services

St. Cloud State Universy

720 Fourth Avenue South

St. Cloud, Minnesota 56304498

(320) 3082047

Gay, Lesbian Bisexual & Transgender Serviceswww.stcloudstate.edu/glbt/

Provides education, advocacy, resources, referrals, and safe spaces for Gay, Lesbian, Bisexual,
TransgendefTransexual, Queer, QuestioningitersexandAllied students, faculty, and staff.

B105 Atwood Memorial Center

St. Cloud State Universy

720 Fourth Avenue South

St. Cloud, Minnesota 56364498

(320) 3085166

Graduate Studies:www.stcloudstate.edu/graduatestudies/

Find useful upo-date information for graduate students, including orientation, the graduate
handbook, graduation requirements, and other
education.

121 Administraive Services

St. Cloud State Universy

720 Fourth Avenue South

St. Cloud, Minnesota 56304498

(320) 3082113
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Health Services:www.stcloudstate.edu/healthservices/

Supports student acadensigccess and personal development through quality medical care and
education.

Health Center

St. Cloud State Universy

720 Fourth Avenue South

St. Cloud, Minnesota 56364498

(320) 3083191

HuskyNet ID: http://huskynet.stcloudstate.edu/

This is your access to technology resources at St. Cloud State University. Learn how to activate
and use you HuskyNet ID.

108 James W. MillkeLearning Resources Center

St. Cloud State Universy

720 Fourth Avenue South

St. Cloud, Minnesota 56304498

(320) 3082077

International Students: www.stcloudstate.edu/internationalstudents/

Provides information, assistance, guidance, and support to all inteedatiodents and scholars
at St. Cloud State University.

101Lawrence Hall

St. Cloud State Universy

720 Fourth Avenue South

St. Cloud, Minnesota 56364498

(320) 3084287

Library: http://Irts.stcloudstate.edu

Integrates information and technology resources to provide a wide range -affstegart
services for a diverse group of patrons.

James W. Millel.earning Resources Center

St. Cloud State Universy

720 Fourth Avenue South

St. Cloud, Minnesota 56364498

(320) 3082084

Multicultural Student Services: www.stcloudstate.edu/mss/

Provides comprehensive services by giving academic assistanoeraging personal
developmentand offering multicultural ppgramming.

106 Atwood Memorial Center

St. Cloud State Universy

720 Fourth Avenue South

St. Cloud, Minnesota 56304498

(320) 3083003

Office of Sponsored Programswww.stcloudstate.edu/osp/deiult.asp

Provides information pertinent to grant opportunities, student research colloquium, and the IRB
for research assignments.

210 Administrative Services

St. Cloud State Universit

720 Fourth Avenue South

St. Cloud, Minnesota 56304498

(320) 3084932

17



http://www.stcloudstate.edu/healthservices/
http://huskynet.stcloudstate.edu/
http://www.stcloudstate.edu/internationalstudents/
http://lrts.stcloudstate.edu/
http://www.stcloudstate.edu/mss/
http://www.stcloudstate.edu/osp/default.asp

Parking: www.stcloudstate.edu/parking/

Parking regulations for ecampus parkingPermit applications available for download.
Public Safety

St. Cloud State Universy

720 Fourth Avenue South

St. Cloud, Minnesota 56304498

(320) 3083453

Public Safety: www.stcloudstate.edu/publicsafety/

Provides the safest and most stable environment possible in which education may be pursued
without the feaor presence of crime or violence.

St. Cloud State University

525 4th Avenue South

St. Cloud, MN 56301

(320) 3083453

Records and Registrationwww.stcloudstate.edu/registrar/

Your source for inforrtion about student records, enrollment and degree verifications, diplomas,
course schedules, course registration, transfer credit evaluation, and veterans educational benefits.
118 Administrative Services

St. Cloud State Universy

720 Fourth Avenue South

St. Cloud, Minnesota 56304498

(320) 3082111

Student Disability Services:.www.stcloudstate.edu/sds/

Provides access to academic programming and advocacy for students with disabilities in the
pursuitof educational goals.

202 Centennial Hall

St. Cloud State University

720 Fourth Avenue Sdut

St. Cloud, Minnesota 56364498

(320) 3084080

Student Handbook: www.stcloudstate.edu/studenthanidook/

Provides information for current students on code of conduct, student services and organizations,
and policies and regulations.

160 Atwood Memorial Center

St. Cloud State Universy

720 Fourth Avenue South

St. Cloud, Minnesota 56364498

(320) 3083111

Student Life and Developmentwww.stcloudstate.edu/studentlife/

Programs and servicegsigned to compliment and enhance the academic mission of the
University and provide venues to addr#ss educational, social, culturaind recreational needs
of our students.

160 Atwood Memorial Center

St. Cloud State Universy

720 Fourth Avenue South

St. Cloud, Minnesota 56304498

(320) 3083111
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Student Union: www.stcloudstate.edu/atwood/

AThe Gat hefCampu®l ac€onnect with other student
banking, and much more.

110 Atwood Memorial Center

St. Cloud State Universy

720 Fourth Avenue South

St. Cloud, Minnesot®63014498

(320) 3084636

Vet er ans 0 wRedschudstateeeduiveterans/

Designed to help you understand the resources available to you at our university.
129 Atwood Memorial Center

St. Cloud Sate Univerdy

720 Fourth Avenue South

St. Cloud, Minnesota 56364498

(320) 3082185

Wo me n 6 s \@wvsttlaidstate.edu/womenscenter/

Promotes women and responds to issues affecting tios sfavomen on campus and in the

larger society. Services are free and open to students, staff, faculty, and community members.
Women's Center

St. Cloud State Universy

720 Fourth Avenue South

St. Cloud, Minnesota 56364498

(320) 3084958

Writing Ce nter: www.stcloudstate.edu/writeplace/

In a supportive atmosphere, tutors provide strategies and information that can enable writers to
achieve their academic success.

118 Riverview

St. Cloud StateJniversty

720 Fourth Avenue South

St. Cloud, Minnesota 56304498

(320) 3082031

Professional AssociationgThis is not an exhaustive list)

American Association of Colleges for Teacher EducatfohCTE)
www.aacte.org

American Association of Community Colleg@sACC)
www.aacc.nche.edu

American Association of State Colleges and Univers{#igsSCU)
WWW.aascu.org

American Association of University Profess¢hsAUP)
WwWw.aaup.org
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American Association of University WoméAAUW)
WWW.aauw.org

American College Personingssociation(ACPA)
WWWw.myacpa.org

American Council on EducatidiCE)
www.acenet.edu

American Indian Higher Education ConsortigskiHEC)
www.aihec.org

Association for the Study of Higher Educatigx6HE)
www.ashe.ws

Association of American Colleges and Universi{i@aCU)
WWW.aacu.org

Association of American Unarsities(AAU)
www.aau.edu

Association of College Administration Profession@€AP)
www.acap.org

Association of Governing Boards of Universities and Coll¢&€xB)
www.agb.org

Council of Graduate School€GS)
www.cgsnet.org

Council for Higher Education Accreditati¢g@HEA)
www.chea.org

Hispanic Association of Cldges and Universitig$1ACU)
www.hacu.net/hacu/Default_EN.asp

Historically Black Colleges and Universiti@dCBU)
www.edonline.com/cg/hbcu

Minnesda Association of Financial Aid AdministratoflslAFAA)
www.mafaa.org

Minnesota Association of College and University Business Offi¢¢ACUBO)
www.nhacubo.org

National Associgon of State Universities and Lai@akrant College$NASULGC)
www.nasulgc.org
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National Association of Student Affairs Profession(&l&SAP)
www.nasap.net

National Associatiomf Student Financial Aid Administrato(BIASFAA)
www.nasfaa.org/Home.asp

National Association of Student Personnel AdministrafisSPA)
www.naspa.org

National Assciation of System HeadBIASH)
www.nhashonline.org

National Student Eployment AssociatioiNSEA)
www.nsea.info

Research ResourcefThis is not an exhaustive list)

American Association of Colleges for Teacher EducatfohCTE)
www.aacte.org

American Educational Research Associa@&BRA)
www.aera.net

Association of Higher Education Facilities Officers
Www.appa.org

Association of American Universiti¢dAU)
www.aau.edu

Brown Universityi Futures Project
www.futuresproject.org

Chronicle of Higher Education
www.chronicle.com

College Times
www.nytimes.com/college

Council onLaw in Higher Edgation(CLHE)
www.clhe.org

ERIC Clearinghouse on Higher Educat{®&RIC)
www.eduref.org

Higher Education Research InstityERI)
www.gseis.ucla.edu/heri/index.php
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Higher Education Resource Hub
www. highered.org

Information for Financial Aid Professionals
www.ifap.ed.goYiIFAPWebApp/index.jsp

Institute for Higher Education Poli¢yHEP)
www.ihep.com

Metronet
www.metrolibraries.net/librarwire/overview.html

Minnesota Office of Higher Education
www.ohe.state.mn.us

National Center for Education Statisti®¢CES)
www.nces.ed.gov

National Center for Higher Education Managetr@ystemgNCHEMS)
www.nchems.org

National Center for Postsecondary Improven{®&l@Pl)
www.stanford.edu/group/ncpi

National Center for Public Policy and Highedlieation
www.highereducation.org

Natioral Survey of Student Engagement (NSSE)
http://nsse.iub.edu/index.cfm

Center for the Study of Higher Educatib®enn Stte
www.ed.psu.edu/cshe/index.html

NationalCenter forHigher EducatioiManagement Systentisformation Center
www.higheredinfo.org

Office of Postsecondaryducation
www.ed.gov/about/offices/list/ope/index.html

State Higher Education Executive Offic¢ BHEEO)
www.sheeo.org

The Journal of Higher Edtation
www.jstor.org/journals/00221546.html

U.S. Department of Education
www.ed.gov
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U.S. Higher Education List
www.utexas.edu/world/univ

University Business
www.universitybusiness.com

University Planning & Analysis
www?2.acs.ncsu.edu/UPA

Women in Higher Eduden
www.wihe.com

Career ResourcegThis is not an exhaustive list)

Academic360.com
www.academic360.com

ChronicleCareers
www.chronicle.com/jobs

Higher Education Resource Hub
www.highered.org

HigherEdJobs.com
www.higheredjobs.com

Minnesota Careers
www.iseek.org/mncareers/index.html

StudentAffairs.com
www.studentaffairs.com

U.S. Higher Education List
www.utexas.edu/world/univ
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Frequently Asked Questions

When and where are classes held?

Classegprimarily meet every other weekend (Friday evening and all day Saturday) during
the academic year. Ela3-credit course is completed in thiweekends, and courses are
offered consecutively so students are able to concentrate on one administrative topic at a
time. During the summer, each coursgycally held on four consecutive days, once a
month.

Classes meet at St. Cloud State Univensitiess there is a cohort in session at a site off
campusAll classes are held in the Education Building at SC&Bw map at
www.stcloudstate.edu/campusmap/

Do I need prerequisite courses or a degree in education to be admitted?

There are no prerequisites nedtb be admitted into the program, other than the
Graduate School requiremen®nce admitted to the program, the only prerequisite
course iHIED 604 (Introduction to Higher Education Administratipwhich is offered
in the fall. This course may only be waived by your advisor.

What if | want to take a course before being formally admitted to the program?
Students are allowed to complete 9 creditsoi®ses) before being formally admitted to
the programOnce a student has taken 9 credits s/he must be admitted into the program
before registering for subsequent cour3éss is a requirement of the Higher Education
Administration program.

How do | register for courses?

For courses offered on campus, you can register online using your HuskyNet ID and
password. For cohort courses offered off campus you must register througmtiee for
Continuing Studie§320) 3083081. In order to register, you minstve a Tech ID

number. If you have not yet been admitted to the program, you can obtain your Tech ID
number by completing the ASpeci al Student
http://www.stcloudstate.edu/graduatestudies/forms/prospective.asp

What is the job outlook for graduates of the Higher Education Administration
Program?

The job outlook for graduates with a Mast g
Administrationi s very promising. A mar ket anal ys
Office in 2006indicated a need for 130 postsecondary administrators annually in

Minnesota, and approximately 370 postsecondary administrators annually in the region
(Wisconsin, lowa, Minasota, South Dakota, and North Dakota), projected to 2012.
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Contact Information

Christine M. ImbraProfessor and Coordinator
Higher Education AdministratioRrogram
Education BuildingA280

St. Cloud State Unefsity

720 Fourth Avenue South

St. Cloud MN 563014498

Phone: (320) 308689

Fax: (320) 3081221

E-mail: cmimbra@stcloudstate.edu

Web sitewww.stcloudstate.edhnied
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Master of Science
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Introduction

The Practicum in Higher Education Administration is designed to be a culminating
experience of structured and supervised agtrative projects and activities at a
cooperatively selected college/university. Students working with a site mentor are
supervised by a practicum coordinator from St. Cloud State University.

Purpose of Practicum

The Practicum experience will provide the student with a 100 hour exposure to an area of
individual interest in Higher Education Administration and allow the student to apply
her/hisnewly acquired knowledge in an educational field setting undereispn. Pax

time work experience enables individuals to organize, synthesize, and process new
information in a manner that combines the cognitive, affective, and physical domains of
learning. Many learners require a period of time to practice and muatifyknowledge

and skills; the practicum serves this purpose.

In addition to gaining insight regarding the operation of a functional area of higher
education, practicum students should also gain a view of the interrelationship of
associated functionat@as. Professionals in higher education must be cognizant of such
relationships in order to understand the nature of an institution. Finally, the practicum
may serve to generate, develop, and refine skills in program development, administration,
researchand other aspects of higher education.

Selecting a Practicum

The program is flexible regarding selection of practicum sites. We are most interested in
establishing practicum sites that will provide goodnésy experiences for students in

line with their inerests and future career goals, as well as the opportunity for students to
apply knowledge gained from coursework.

The selection of an appropriate practicum site is important. Care should be exercised to
ensure an opti mal site placement, which wi
abilities. Students should also refer to their Professional Development Plans (PDP) and
Student DispositionAssessmentand consider practicum sites and student leagniads

that will help them to strengthen their areas in need of growth or improvement.

The site mentor must hold a masterds degr g

Students are responsible for identifyingit® and site mentor at least tweeks prior to
the beginning of the practicum.
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Current Employment as Pacticum Placement

A studentmay notuseher/hiscurrent position to fulfill the practicum requirement.
However, a studg may engage in a practicum placement in the same office/organization
wheres/he is employed as long as the practicum duties are differentréguar

employment obligations. For example, a student who is an assistant hall director
residence hall machoose to work itheresidential lifeoffice, with the director of

residential life which would be an appropriate practicum setting.

Establishing a Practicum

The gudent should arrange an appointmeith a potential site mentor at the practicum
site in whichsheis most interested in working. The purpose of this meeting is to obtain
further information about the site and the opportunity for a practicum within the office.
The meeting also providéise site mentor with the opportunity to become acquainted
with the student and to determine whether a mutually beneficial practicum can be
arranged.

Following this meeting, the studestiould determine an order of preference for tagies
would like to acomplish. This selection can be accomplished independently or following
further discussion with theniversitypracticum coordinator. Once a preferred practicum
site has been decided upon, the student showddnact the site mentor and ascertain
whethershe is wiling to accept the student.

The Contract

Once a site mentor has accepted a practicum student, the two should meet to establish the
specificgoals,objectives, and activities of the practicurand to completéhe

Memorandum of Agreement for Student Practicumdgigmce, includinghe Student

Practicum Experience Agreemédsee the Program Forms section of this handbook).

An integral aspect of the practicunth® generation of the contract whichmprisesthe
following two elements: (1) an agreement regarding the duties, objectives, and
obligations ofthe studenj the site mentoand the practicum coordinat@nd (2) the set

of tasks and experiences the student will undertake in order to meet the basieesbject
The contract provides guidelines that serve as the criteria for evaluating the practicum
experience, subject to approval by the student, the site mentor, and the university
practicum coordinatoAt mid-practicum, the student and site mentor shoeNderw the
contract to assure that the goals will be met. If the goals will not be met, revisions should
be forwarded to thaniversitypracticum coordinator for review and approval.
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After thesite mentor and student have completed the paperwork, it istlemtted to
theuniversitypracticum coordinator for review and approval. No practicum hours should
be accrued without a contract that has been signed by the site mentor, student, and
practicum coordinator.

Example of a Student Learning Goal

Below you will find an example of a student learning goal, including the outcome
measure and action steps. This example is meant to be a guide for you as you complete
the Student Learning Goals section of 8tadent Practicum Experience Agreement.

Goal:
To clearly understand the student admission process from start to finish.

Outcome Measure:
Define in writing, verbally, and through practice the steps necessaggeive,
process, and admit threew studat applicans.

Action Steps:

a. Review the admission process with site mentor.

b. Familiarize myself with all documents involved in admissions procedure.

c. Receive and process admission applications of three new college applicants.

Approval of a Practicum Site

The practicum coordinator must give final approval of the site and site mentor. Approval
of a practicum site is provided in writirfgignature of practicum coordinator on the

contract) and by email tohe student, from the practicum coordinatace the

Memorandum of Agreement for Student Practicum Experience and the Student Practicum
Experience Agreement fornhsve been submitte and reviewed.

Standards for the Practicum

1. A practicum should offer the opportunity to observe or participate in all those
activities and responsibilities that are considered to be the major functions of the
office in which the practicum is located.

2. A practicum should offeihe opportunity for development of skills in one or more of
the following areas deemed important for functioning in higher education:
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A Administration: completing administrative tasks such as budgeting,
resource utilization planning, long range planningtti@r unit, personnel
management, etc.

A Assessment and Evaluationdetermining the needs of particular
populations, determining the effectiveness of programs, policies, or
personnel, etc.

A Consultation: working with student$aculty/staffon a oneto-oneor
group basis to enable them to overcome current problems, to prevent
possible problems in the future, or to facilitate their development in
specific areas.

A Diversity: working with a variety of students/faculsgaff from diverse
backgrounds includingace, class, gender, sexual orientation, religion, and
disability.

A Environmental Redesign:assessing the characteristics of a particular
environment and/ osffacuity/statfand efivieonmeste n s t
in order to modify the environment to betteeeh the needs of students.

A Instruction: presenting material in a formal or informal teaching role.

A Program Development:designing and developing new programs, or
enhancing existing programs.

. A student should have the opportunity to undertake atde@siajor independent
project that will be of benefit to the site as well as a learning experience for the
student.

. Students should be encouraged to learn how various philosophical, political, and
theoretical perspectives apply to the functional areehich they are working.

. Students should be encouraged to develop their own philosophical perspective and
reflect on the activities in which they are engaged.

. Students should be encouraged to determine their particular strengths and weaknesses
as wellas likes and dislikes related to the particular area in which they are working.

. The site mentor should provide meaningful work experience.

. The site mentor should intermittently provide the practicum student with feedback as
well as insight into the fution of the office and/or practicum site.
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Getting Started in a Practicum

An orientation session between the student and the site mentor should be held, and the
student should be provided with writtenaterials that depict the nature and operations of
the institution and specific activities and responsibilities required cfttitent at the
practicum siteThe agreement and its accompanying rights and responsibilities should be
discussed fully and iapecific terms with the site mentor and otredevant persons at the
site.

Practicum students should ask for experiences that offer the maximum benefit in terms of
knowledge acquisition and skill development. It is important that practicum students be
included in general staff meetings, specific committee meetings, retreats, brown bag
lunches, etc. General staff meetings frequently involve the sharing of progress and
problems, and the conducting of business matters. Retreats or support sessions encourage
and foster pesonal and professional growth.

Ethics and Confidentiality

Clear professional ethics are essential. Students should seek out and read the professional
codes of ethics for their specific waske and the institutional codes of ethics contained
in handbooks, catalogs, online, etc.

Confidentiality is a key to free and frank discussions. Matters discussed at the practicum
site will be held in confidence and will not be discussed outside @ir#aticum site
exceptwhen necessanmyith the practicum coordinator. It is vital that the site mentor be
aware that matters stemming from work in the practicum site may be discussed between
the student and the practicum coordinator.

Attendance Policy

As the practicum is both experiential and interactive, it is important that students attend
all scheduledhours and meetings at theacticum site. However, it is understood that
events may occur that prevent the shideom attending the practicum or a meeting. If
this does occur, it is imperative that the student contact the site mentor or practicum
coordinator as soon as possible.
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Practicum Responsibilities

Studentis responsible for

A
A
A
A

A

Site Mentor is respmsible for

A

Practicum

oo PoPey Do o Do o Do

oordinator is responsible for

seelng and secting a practicum site and mentor.

designng and developingat least three goals anthjectives with guidance
from the site mentor.

submitting all required forms to the practicum coordinator for site
approval.

complying with all aspects and requirements outlined in the HIED 672
syllabus in terms afasks/projects, prompéss, time commitment,
paperworketc.

contacting the practicum coordinator in regard to major issues at the site.

meetng with the student and assisting in the developmehtedhis
learning goals

providing the student with an orientation session and introducing the
student to others at the site.

supervising the dato-day activities of the studé, assigning work/tasks,
mentoring the student, and assessi ng
documenting any problems/concerns/issues regarding student performance
and professionalism.

contacting the practicum coordinator in regard to major isswedving

the student at the site.

assessing the studentds competenci es

approvng the practicum site.

approvng the studenkearninggoals

visiting the praticum site, student, andemtor during the exit interview
the overall supervisionfahe student, the evaluationwbrk, and the
assessment of student performance.
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Introduction

This guide for the Culminating Experience is designed to provide information and
directionfor graduate students enrolledthe Master of Science Degree Program in
Higher Educaion Administration

The purpose of the guide is to direct students toward the smooth and successful
completion of their culminating experience, and to assist in students' timely graduation
and entrance into their chosen profession. Department and ulyiyecsedures for the
Thesis(Plan A)and ProjedPortfolio (PlanC) aredescribed below.

Selecting a Topic

It is never too early to begihihking aboutand planning foyour culminating
experience. Some studsrseem to know just what they want to do from the very first
day of the program, whereas others take a longer, more reflective path to determine
exactly what they wil!/ do for the cul minat]i
students get ideas anhlies about a specific topic or project through participation in
courses and/agxperiences at their practicum si@onsider the following:

Is there a topic that piqued your interest in a class discussion?
Was there a chapter you read in a text, onges a journal article, that struck a
chord for you?
1 Perhaps you wrote a paper for a class and the topic turned oututeary

intriguing one for you.
1 Did something change for you after your practicum, and you want to explore the
issue more closely?

T
T

These are the kind of sedfgnals for which you should be on the lookout. When you find
something that s particularly interestingvrite it down Maybe that ideavill become
the springboard for your projéportfolio, or the problem you will investiga for your

thesis research.

Registration

For a thesis (Plan A), yamay register fothe first3 credits during the semestermwhich
you plan tocomplete thereliminary oral examinatior¥ou may register for the fial 3
thesis credits during the semestewhich youplan tocomplet thefinal oral defense
Thepreliminary and final oral examinations must acatileast one semester apad.
register for these creditgpumu st compl et e and tsdyAppaovdal t he 1
Formo which can be found at
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http://www.stcloudstate.edu/graduatestudies/forms/currerdragpthe Program Forms
section of this handbookOnce the form ispprosed,you will be sent acourse ID
number by email, which will allowouto register for the course.

For a portfolio/project (Plan C), you may register for HIED 684 Project/Portfolio Design
in the semester in which yopreliminary orfinal oral exam is @nned.To register for

these creditsyoumu st compl et e and submit the Al
which can be found dtttp://www.stcloudstate.edu/graduatestudies/formséod.asgor

in the Program Formsection of this handbooknce the form ispproved, you will be

sent acourse ID number by email, which will alloyouto register for the cours#.you
register for credits during the semester of your preliminaryaxam you will be given
anil Po unti | yw®sampletethefallbwind semeasters e |

The satisfactory completion of tieelminating projects reported as S (satisfactooy)U
(unsatisfactory) If all requirements have not been met by the ernth@temester in
which you wereregistered, the work is reportedas IP,filn Progressd An IP grade will
remai n o s traascripttfan ehe year,@nd if not qolieted by the end of that time
it will change to a U (unsatisfactoigade. The culminatg projectmust be completed
within the severyear time limitset or t he <complseldgieman of a

Your Committee

The most important consideration when beginning a thesis or project/portfolio is the
selecton of three graduate faculty members to serve as committee members.

Committee Chair
The st ude nttgprallysdrve iasstiee committde chaihe student should
make sure that the chasravailable throughouhe coursef the culminating experience.

Selecting Committee Members
Each graduate student, after consulting with her/his advisor, should ask two other

graduate facultynembergo serve on theommittee, A s ed on each member §

advisoryvalue in the area of research. These committee members must be approved
graduate faculty members. A listing of graduate faculty members is available online in
the Graduate Bulletin altittp://bulletin.stcloudstate.edu/faculty.asp?grad=1

The second committee member should be étifuk faculty member in the Higher
Education Administration Programhe third committee member should be from outside
the department, in an area tbampliments the thesis/project. This third person is called
an outside reader. The outside reader
topic. However, selection of an outside reader should complement thdikscijp view

a list of faculty members who have volunteereddove as outside readers, go to
http://www.stcloudstate.edu/graduatestudies/current/projectcomnstiee.a
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Understanding thePurpose of theCommittee
Your committeeactsin the role of partheand mentoto provide knowledge and support
as youbegin execute and completyour culminating expgence.

Working With Your Committee

The student makes all decisions in discussion with the chairperson first, including the
composition of the comm#e, IRB forms, drafts of pagportfolio, etc. In addition, dates
for thepreliminary and final meetingare scheduled only aftdre chair has reviewed and
approved.

The student should ask the chairperson and committee members about the logistics of the
involvement of committee members. Some committee mesydrefer to see all drafts

and be involved throughout the process, whereas other members may give early input in
terms of conceptualizing the project or research design and then prefer to see only the
final drafts. Students should have committee membargyctheir preference at the onset

of their work together.

Students are advised work closely with their cha@nd facultymembersn HIED 674
andHIED 694from the very beginning and throughout the entire length of the
culminating experience. For exgle, it would be inadvisable farstudent to do most of

the work of a culminatingctivity onher/hisown and theiring it toher/hischairin

hopes that thehairwould fisign on ®he culminating experience is intended to be a
process during which tr@mmittee and student work closely throughout. Written notes

of what is discussed and agreed upon in committee meetings are very helpful in keeping
the chair, committee members, and student on track with timely completion of work.

Procedures such as summzing a committee meeting and then promptly providing

copies of the notes to the committee can prove very helpful. Another logistical procedure
thestudent, chair, and committee members should discuss and agree upon is the amount
of time that the studembust allow for the chair and committee members to read

submitted written material. For example, how many days does the chair need in order to
review materials for your next meeting? When the final draft is completed, how much
time will committee memberseed before submitting their suggestions? These important
procedural considerations should be clearly delinegttéte onset of the culminating
experience process and updated as neddeadldition, committee members should be

askeal if they want hard copseor electronicopies of all drafts.

Developing Timelines

Timelines help both students and faculty members stay focused and purposeful in relation
to the timely completion of the culminagjexperience. Timelineselp the student

understand the sequence of activities, map out a schedule, and inform committee
members when to anticipate incoming drafts of chapters to $aatknts should consult

with their chair to modify and/or periodically review their timeline.
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Writing S uccessfully

Some committee chairs will provide editing, formatting, spelling correction, and/or
grammatical advice for students, whereas other chairs prefer to focus their attention on
the content, nahe structurer mechanicsof student work. Students are advised to
discuss this aspect of their culminating experience with their committee chair. Sources

for editing and formatting are availabtlemSt . Cl| oud Sg Vdriting Canteri ver sty
Hours ad location are available from their website:
http:/Mww.stcloudstate.edu/writeplacé/t i s t he studentdés respops

the writing and revision process until the final documenaissfactory to the chair and
theneach committee member.

Studentand Faculty Thesis/Project Responsibilities

Thesis/Roject/Portfolio Chair: It is the responsibility of the chair to:

1. Sign off on the Independent Study fofomn HIED 699 for 16 credits(Plan A), or
HIED 684 for 3 credits (Plan C).

2. Assist the student in the selectioithe other committee members.

3. Determine the appropriatesgeof the thesis/projetopic selected by the student.

4. Determine the adequacy of the thesis/pr@pectfolio design beforette student
begins work.

5. Provide the student with feedback regarding when it is appropriate to schedule
committee meetings. Withighapproval, the student will schedule the Preliminary
Oral Exam and Final Oral Defense meetings, providing the date,aimde
location to all members in addition to a draft of the pajpeaddition, once
approvel the student will notifyGraduateStudiesas well

6. Work effectively with the student to set realistic timelines fanpletion of the
thesis/project.

7. Ensure that the student has obtained the required clearances from the Institutional
Review Board (IRB) for research involving human subjeefsiethe research
study or projecbegins.

8. Review the sholarly execution of the study.

9. Assure that all of the committee members have reviewed the thesis/project before
it is typed in final form and that all the necessamgnges have been incorporated.

10. See tlat a high standard of writing quality is maintained throughout the
thesis/projet/portfolio using APA writing principles.

11.Chair thepreliminary and finatefense of the thesis/projgmrtfolio and submit
all required approvaland paperworko the £hoolof GraduateStudies.

Committee Members It is the responsibility of the committee members to:

1. Attend and participate in preliminary and final oral exam.
2. Check the adequacy of the thesis/prdpamtfolio design befor¢he study begins
through participatn in the Preliminary Oral Exam.
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3. Review the sholarly execution of the study.

4. See that a high standard of scholarship and writing quality are maintained
throughout the thesis/pexgt/portfolio.

5. Review and comment on tlieesis/projedportfolio before it is completed final
form.

6. Complete all paperwork associated with the thesis/project/portfolio.

Student It is the responsibility of the student to:

1. Constitute a committee of three appropigtaduate facultgnemberswilling to
act as supervising faculty on ttieesis/projedportfolioi two from the program
(including your chair) andne from outside the department.

2. Provide the chair and committee members accurate contact information for all

members and update any changes, such as phone numbers and email addresses as

necessary.

3. Decide, in consultation with theommittee chair, an appropraand worthy topic
for researclstudy or project

4. Call the committee meetings for the Preliminary @ehm and Final Oral
Defensepnly after approval fronthe chair providing the date, timend bcation
to all members, including the Sumbl of Graduate Studies, and submitting all
drafts and finalocumentdo the committee andchool of Graduate Studies.

5. Determine, in consultation with the committee, roles of the committee members,
needs of the committee in working through the approval process, and the
timelines and deadlines for sutitimig written work for approval.

6. Understand that revrites will probaby be necessary and that the guidance of the
committee is to be taken seriously if therk is to be satisfactorily completed.

7. Obtain editorial help if necessary to meet the standards of the University and the
HIED program for quality and presentation bétinformation intie
thesis/projecdportfolio in APA format.

8. Adhere to the appropriate style manual determined by the department (APA) and
to the thesis/project guidelines outlined by the School of Graduate Studies
Manual

9. Defend the thesis/projéportfdio; understand that final acceptance of the

thesis/projet/portfolioi s d et er mi n esfacuityconntittee, andthed e nt 6

School of Graduate Studies.

Department and University Procedures

Department Procedures

You must register foHIED 699credits the emester in which you are workjron your
culminating activity and HIED 684 in either the semester of your preliminary or final
defense.
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Summer Enroliment

Studentshould notbegin their culminating experience in the summer. Students may
complete a graduate project or thesis in the summer only with the agreement, in advance,
of their chair and committee membemsost facultymembersio not work with students

on culminating activities during the summer.

Original W ork

Students are required ¢onduct and complete amdividual project portfolio, or thess.

If two students purge asimilartpi ¢, it must prdidetoorithear t hat t
hypothesesesearch questionare separate andiugqu e, ensur i ngvork hat e
is indeed original.

University Procedures

The Schoolof Graduate Studies is responsible for implementing university policies

regarding graduate student classification, formal programs, culminating experartes,
diplomas. This office publishes information on all graduate programs and assists

individual departrents in updating information on graduate degree progranes.

website forthe School ofGraduate Studieis:

http:/Avww.stcloudstate.edu/graduatestudies

't i s the st ude knowlesigeable ofpandricsmedt, ihadlineg fot o b e
submission of your culminating activityhere are no exceptions to university deadlines.
Updated deadlines are available at:
http:/Mvww.stcloudstate.edu/graduatestudies/current/project.asp

Students should obtain AA Manual for the

available at the Husky Bookstore and online at:
http://www.stcloudstate.edu/graduatestudies/pdf/ThesisManual.pdf

Students are required to meet the formatting guidelines of both the university and of the
department, which adheres to the guidelines of therisare PsychologicaAssociation
(APA). APA style rules and guidelines are found in a reference book céllkd

Publication Manual of the American Psychological Associafiofth Edition).0

Guidelines are provided to ensure clear and consistent presentation of writtealmater
Editorial styleprovidesuniform use of such elements as grammar, use of tables/graphs,
headings, citation of sources, presentation of statistics, fonts, etc.

When a conflict exists in standards, format, or style, the manual published by the School
of Graduate Studies takes precedence over any other manual approved for department
use.

Human Subjectsi Institutional Review Board

All planned research involving human subjects must receive approval fr@to&d

StateUni ver si t yds | ns t(IRB)fortthe Breeatibn oRHrmane w Boar d
Subjectsprior to commencinghe thesir project All students and faculty conducting

research that involves the participation of humans or animals must complete an
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application fom and submit it to the Officef Sponsored Pgrams Students do not
submit this form until their project/thesis has been approved by their committee at the
preliminary oral exanand only after approval from the chahkn application is available
at: http:/Mvww.stcloudstate.edu/osp/irb/documents/IRBApplicationpdf.pdf

Official protocol forms, as well as copies of federal guidelines for both human and
animatrelated resealq are available fromhttp://www.stcloudstate.edu/osp/policies/

The Human Subjects Committee convenes biwedygplications must be submitted at

least two(2) weeks before a meetimg be conglered for full review. Approvals from
participating schools or organizations must be obtained on letterhead prior to submitting a
completed proposal. Methodology must be specific and clearly written, so that the

Human Subjects Committee can approve tlseaech in a timely fashion. Expedited

Review is usually completed within 5 to 10 working days after applications have been
submitted Procedures and templates for Informed Consent are available at:
http:/Mww.stcloudstate.edu/osp/forms/documents/InformedConsent.doc

Di stingui shed Masterdos Thesis Award

St. Cloud State University Distinguished Mas

Association of Graduate Schools (MAGSstinguished Thesis Award Nomination
http://www.stcloudstate.edu/graduatestudies/current/awardinfo.asp

Each year the Faculty Association Graduate Committee and the Scl@maidafate

Studies recognize one outstanding thesis completed during the last academic year or
summer with the SCSU Distinguished Master §
submitted by St. Cloud State University as its nominee for the Midwestern Assooiftio
Graduate Schools (MAGS) Distinguished Thesis Award.

Each masterdés program with a thesis optior
outstanding thesis. The thesis and letter of support from the department must be

submitted by October 1. The SchoblGraduate Studies forwards the theses and letters

of support to the chairperson of the SCSU
Commi ttee. The committee then selects the
individud whose thesis is selectegceives a framed certificate and an award of $200.00

in a joint presentation by faculty representadjtbe President, and the Dean of the

School of Graduate Studies.

Eligibility
Ma s t er Oseekidgecgndigates who completetth@sis during the last academic year

or summer will be eligible to be nominated. Starred papers and creative works cannot be
considered for this award.
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Nomination
Each program may submit one nomination with a supportitey let not more than two
pages from the thesis adviser.

Nomination Letter
The thesis adviser should briefly address the following:

1 the originality and importance of the research
1 the potential for significant contnithion to the field

Deadlinei October 1

Submit romination materials to:

Linda KruegerSchool of Graduate Studies
121 Administrative Services Building

720 Fourth Avenue South

St. Cloud, MN 56304498

Telephone: 32.308.2113

Fax: 320.308.5371

Selection and Announcement of Award

The School of Graduate Studies forwards the theses and letters of support to the

chairperson of the St. Cloud State University Digtings hed Mast er 6s Thes
Committee. The committee then selects the
SCSU6s Outstanding Thesis is then submitt 4
Schools for consideration in their annual competition.

The SCSUaward recipient will be announced November 15. The individual whose thesis
is selected will receive a nomination for the MAGS Distinguished Thesis Award, a

framed certificate, and an award of $200 in a joint presentation by faculty representatives,
the Pesident, and the Dean of the School of Graduate Studies.

Midwestern Association of Graduate Schools (MAGS) Distinguished Thesis Award
For a number of years the Midwem Association of Graduate Schools (MAGS) has
recognized scholarship and research at t hg
Distinguished Thesis Award.

Each university in the Midwest is allowed to submit one thesis. From these, the MAGS
award is selectedf selected by MAGS, the student receives a $500 honorarium from
MAGS and travel expenses to attend the annual MAGS conference.

Student Research Colloquium

St. Cloud State University's annual camyuide Student Research Colloquium (SRC)
promotes resarch, scholarshignd creative work in collaboration with faculty as a vital
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component of higher education. Faculty, graduate studemdsundergraduate students
from St. Cloud State University and regional universities are encouraged to participate.
Industry sponsors are also invited to attend.

The goal of the SRC is to bring together students, facaltg members of the

community involved in scholarly and artistic activitiethis event typically occurs every
April, and students are able to give papresentations, poster presentations, or
performance or creative works. Students work with a faculty member on all aspects of
their presentation for the SRC. For more information and deadlines
www.stclouds$ate.edu/src

Statistical Consulting and Research Support

If you are looking for help in drawing on the power of statistics to support your research,
the Statistical Consulting & Researshpportoffie i n St . Cl ousd St at e
Learning Resources & Technology Servioesy be able to help yoStaff members will

help you design a survey to collect the information you need, and will do the computer
work for you. You make the researchctsions and hey do the computer work.

Here's what to expect

Visit the Statistical Consulting & Research Support office (MC 204) before you design
and write your survey. Staff members will help focus your research and help develop an
effecive method ér finding answers.

T After completing your swvey bring the completed fornasd your data to the
Statistical Consulting Offic§Please make an appointment first
1 Based upon your discussion in the survey planning process and on the questions
you want answed, the staff will design a series of computer programs to analyze
your data. They even do the data entry for you!
o This step can take up two weeks. The size of your project and the work the
staff has scheduled before yours arrives will influence how youaighave
to wait for results.
1 The staff will run your data, analyze, and assemble the results.
T When completed you can return to the office to have the results explained. They
will help you to interpret your results.
T You have the opportunity to returm tliscuss drawing further information from
your data. The staff will perform followp analysis upon your request.

Internet

Staff can also help you develop wiebsed surveys. They have experience in creating
web products and will help you draw upon tmequie aspects of this growing information
gathering process.
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Contact Information

Statistical Consulting & Research Support is located in room Miller Center 204. Office
hours are weekdays between 8:00 am and 4:30 pm. The telephone number t®8all is 3
4709. The email address istatspss@stcloudstate.edu

Frequently Asked Question
What is a culminating experience?

The culminating experience is a geic term referring to the final academic experience

i n your masterds program. I n the Higher
culminating experience is one of twhoices. It can be a thesis (Plan A) or a
project/portfolio (Plan C).

What is a thesis? (Plan A)

A thesis involves the design and implementation of empirical (qualitative or quantitative)
research. Students design an original study, obtain and/or develop data collection tools,
organize and implement data collection, input and analyze theatal write the results

and conclusions of the study based on the @dathesis contributes to the field of stuily

in your case, higher education administration.

What is a graduate project/portfolio? (Plan C)

A graduate projeatvolves the design @ product, such as a curriculum, a workshop, a
handbook, a vide@ websiteetc. The candidate provides a rationale for the product
based on a comprehensive review of the research and consultation with experts in t
field. The projectmust contribute soething new and/or significant to the institution, and
it must be based amreview of the research aatheeds assessmefitgraduate portfolio

is an electronic documentnefolio, that provides evidence to your committee that you
have mastered the HIEBddership competenciaad dispositions

What is the difference between the Thesis (Plan A) and Project/Portfolio (Plan C)?
Generally speaking, the thesis makes a contribution to your field (Higher Education
Administration). Theprojectmakes a contributin to your institution. Thus, the&oject
must be related to an expressed institutional n@é&e. projecexpectation is equivalent
to the thesis, in terms of rigor and scholarshipe portfolio is evidencbased.

Can my project be a product of my pracicum experience?

Students are able to connect their profjedheir practicum, if approved by their advisor,

but it is not a requirement and not always advisable. If there is a major/significant project
that you started during your practicum, you mable to continuevorking on it for

your project.

When should | begin my culminating experience

As ment smreveetabearly td egin thinking about and planning your culminating
project. Officially, students begin the process by enrollinglaD 674 (Introduction to
Research)in the fall semester, and theED 694 HIED Research Methods and
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Design) in the springesnesterStudentsworking onPlan A, the thesisnay register for 3
credits ofHIED 699when they are ready to complete the prelimyraral defense of the
proposal At least one semester later, students may registétlED 699 (3 credits) and
complete the final defense.

Students working oRlan Cthe project/portfoliowill enroll in HIED 684
Project/Portfolio Desigfor 3 creditseither during the semester or theieliminary exam
(usually during or afteHIED 694) or during the semester of their final oral exam.
Students may cuplete their thesis qroject/portfolio in the summer semester only with
the agreement of their chamécommittee members.

How do | register for my thesis credits HIED 699)? How do | register for my

project/portfolio credits (HIED 684)?

You may register for 3 thesis credits during the semester that you hold your preliminary

oral examination. You magister for the final 3 thesis credits during the semester that

you complete your final oral examination. Your preliminary and final oral examinations

must occur at least one semester apart. To register for these credits, you must complete

and submitthé | ndi vi dual Study Approval For mo whi
http://www.stcloudstate.edu/graduatestudies/forms/currergraspthe Program Forms

section of this handbookOnce thdorm is approved, you will be sentaurse ID

number by email, which will allow you to register for the course.

You may register for your 3 project/portfolio credits after compleymgy research

courses andduring the semester gbur preliminary orabxaminatioror final defenseTo

regi ster for these credits, you must compl
Formo which can be found at
http://www.stcloudstate.edwaduatestudies/forms/current.aspn the Program Forms

section of this handbookOnce the formsi approved, you will be sentaurse ID

number by email, which will allow you to register for the course.

Resources

The followingare examples of books providirgluable information and guidance for

preparing and completing yotlresis/projectThis is not meant to be an exhaustive list,

simply a starting point.

American Psychological Association. (200Rublication Maual of the American
Psychological Associatiofbth ed.). Washington, DC: Author.

Bui, Y. (2009). How towrite ama s t thesi@ San FranciscoSage Publications.
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Cone, J. D., & Foster, S. L. (1998issertations and theses from start to finish:
Psychology and related field&Vashington, DC: American Psychological
Association.

Irby, B. J., & Lunenburg. F. (200%)/riting a successfuthesis ordissertation: Tips and
strategies forstudents in theocial andbehavioralsciences.Thousand Oaks,
CA: Cowin Press.

Leedy, P. D., & Ormrod, J. E.(200Bractical research: Planning and desigrth ed.).
New York: Merrill/Prentice Hall.

Madsen, D. (19925uccessful dissertations and theses: A guide to graduate student
research from proposal to completi@@' ed.). San Francisco, CA: JossBgss.

Pyrczak, F. (2000Completing your thesis or dissertatidros Angeles, CA: Pyrczak

Publishing.
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Thesis (Plan A)

What is a thesis?

A thesis involves the design and impleméotaof empirical research by the student.
Thestudentdesigrs the study, obtamand/or developdata collection tools, setip and
follows-through on the data collection process, preesssd analyzethe data, and
writes the results and conclusionstbg study based on the data.

How does a thesisliffer from a project/portfolio ?

A thesis is an empirical study Jamtds makes
case, higher education administratidngraduate projednvolves the design of a

product, such as a curriculum, workshop, or vidad makes a contribution to the

st udent 6 sAgiaduatd portfolictis an evidenbased format for providing

evidence of mastery of competencaesl dispositiong~or further details, see the
Projed/Portfolio (Plan C)section of thiguide.

Procedures for Thesis (Plan A)

Proposal

The first step in the thesis process is the development of a proposal. A proposal is
comprehensiveutline of what the thesis will look like. It should include an introduction
and hypotheses or research questions, literature review, and proposed methodology
(Chapters 1, 2, and 3). It should also include a proposed timeline. The piieposal
required for the thesis preliminary conference with your commitestudentwill work

with his/her committee chaim the proposal prior to disseminating to other committee
members.

Thesis Preliminary Oral Exam Conference

Once the proposal has been prepand approved by the chastudents must arrange

for a preliminary oral exam conference. This preliminary conference may be scheduled
after the student has been fully accepted intadugte program, if the graduate grade
point average is at |l east 3.0, and after
by the graduate deahhe student may need to contact Ann Anderson at
aeandemn@stcloudstate.eda verify preliminary conference eligibility.

It is recommended that the preliminary oral exam fa&ee at the conclusion of HIED

694. The preliminary oral exam conference must occur at least one semester prior to the
final defenseThese conferences are not typically scheduled during final examination
weekor during the summeiThe student will register for 3 credits of HIED 699 (Thesis)
during the semester of the preliminary oral exam.

Il t 1 s tshesporssibilitydoeschet®committee members for a preliminary
conference and to ensure a room is reserved in the Education Bwithrgssistance
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from thedepartment secretary (Phone: 318-313]). At least two weeks prior to the
preliminary conference, one copy of the pradassubmitted tcAnn Anderson in the

School of Graduate Studiatong with the date, time, and location of the preliminary
conference and a list of the committee chair and members. Once the School of Graduate
Studies reviews this information and the teggoposal, the appropriate paperwork is

sent to the thesis committee chair. Each committee member must also receive a copy of
the proposal at least one week prior to the preliminary conferShagens shouldask

their committee members whether theyfere paper or electronic copy of the proposal.

The School of Graduate Studies will independently distribute a report of preliminary
evaluation tolh e s tswamenittede ¢hair. A student may continue with Plan A when
each committee member approves thgpsed project by signing and returning the
preliminary evaluation report to Ann Anderson in the School of Graduate Studies.

Thesis Final Defense

Whenthe thesiss completeincluding Chapters 1 through &dthe stidenthas the

approval of his/her committee chatine studenis ready for a finabral examinationA

final oral defense is required of all students whose Plan A programs of study require the
completion of a thesis. Students who have earned less th@mye8e point average in

the major, over their entire program, and in all graduate credits earned are not permitted
to complete the final oral examination.

't i s the student ds r es pDefansewith théircommittee o s ¢ h 4
membersThe finaldefensecannot be held in the same semeatethe preliminary oral

The final defensgenerdly is not scheduled durinfinal examination weekr during the
summer Once scheduled, the student must notify the School of Graduate Studiesto allo
the paperwork for the conference to be prepeBedd these final conference details via
E-mail to Ann Anderson aeanderson@stcloudstate.edu

1 The final defense is conducted by the thesis committesjstomy of three
members. Membership consists of the same committee that served on the
preliminary exam conference.

1 A majority vote of the final evaluation committee is required to pass the final
deferse. The committee will vote to approve, approve wathisions, or reject.

1 A candidate who fails the final oral defense in the first attempt may, with the
approval of the advisor, take the examination a second time, but the candidate
may not retake the final oral defense during the same semester in which the
original defense was failed. A third chance to pass the defense is not permitted.
The specific requirements vary according to the nature of the project submitted.

1 Once you pass your final oral defensamind you advisa to submit a
grade/chage of graddorthet hesi s. A mar k of ASO0 i s r 6
thesis.

T One complete copy of theork must be submitted to the School of Graduate
Studies for format review prior to submission for binding. This is riivtah copy.

It is recommended that the sard submithework to the School of Graduate
Studies at least three weeks before the submission of the culminating project
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deadline to allow time for form and style corrections. For the deadline, go to
http://www.stcloudstate.edu/graduatestudies/current/project.asp#culminatingproje
ctdeadlines

Binding a Thesis

Once the student has successfully passed thesfiailation conferencenade

corrections required by hérs committee, and received approval through the School of
Graduate Studies, thiesisis ready for bindingEachapproval page must be signed by
the committee members and the abssranist be signgby the committee chairperson.

1 Three copies of the thesis must be prepared on a minimumpg&al, 100
percent cotton paper and submitted to the School of Graduate Studies for binding
by the appropriate deadline For the deadline, go to
http://www.stcloudstate.edu/graduatestudies/current/project.asp#culminatingproje
ctdeadlines

1 The copies will be bound in black buckram covers with gold lettexmtipe front
and spine.

1 If a student desires a personal bound copy of the culminating project, one
additional copy must be submitted for binding with the alostior a total of four
copies.

T The student is responsible fie binding fee plus a oftane microfilm fee.

Payment should be made by personal check to SCSU and submitted in the School
of Graduate Studies.

T In addition to the abstracts submitted with each thesis, two addisigmeld
copies of the abstract should be submitted to the School dii@eaStudies.

1 There are several individuals on and off campus who assist with thesis formatting
for a nominal fee.

Theses are approved
of Fi el

d and placed on
Preparati on [
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Thesis Outline(Plan A)

Chapter Onei Introduction

1. Introduction

The purpose of this sectiamto provide a context that suppathe rationale for the
proposed study. Thatroduction is supposed to lead the reader into understanding or
concluding that this is an issue that needs to be formally studied.

2. Statement of the Problem

This section provides a clear statement of the research problem and why it needs to be
addressd. It also explains what you intend to do, describing the who, what, when,
where, how, and why of the studiyhe statement of the problem should |daelteader

into the next sectian
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3. Purpose of the Study

This section addresses the importance andfsignce of the study and how the results
may benefit the fieldThis sectioralsoclearly states that the purpose of the thesis is to
examine a specific research quesg)and to test certain hypotheses (in the case of a
guantitative study) or to explercertain themes related to the research questions (in the
case of a qualitative study).

4. Obijectives for the Study

This section is typically a numbered list of short term projects or tasks that need to be
done to complete your study. It may include itesmsh as securing participation, seeking
permission, developing questionnaires, securing technology, training research assistants,
or developing materials.

5. Assumptions of the Study

This sectiordescribes the things that you have assumed to be true &tuthe It

typically consists oftems in a numbered listAssumptiongnay include thingsuch as

honesty in responses, representative sample, or global postulates (claims about your field
that most or all woul d as #gleadstdimprobed t r ue,
student | earningo).

6. Delimitations

In this sectionyou will set the parameters for your study and tell the reader what
variables you included and what variables you did not inclTlle delimitations

typically are stated in a numberist. Note: This differs from the limitations section that
is included in chapter five of your theslismitations, or problems you encountered as
you carried out the study, should not be included in chapter one.

7. Research Questions

This section lists yar research questions which are the questions that will drive your

study. You will answer these questions at the conclusion of your study. Also remember

that the data you collect must provide the answers to these questions. Typically, you will
havetwotd hr ee research questi ontgpequeshonsoi d Ay e S

8. Research Hypotheses

This section is not needed in a qualitative study or in a quantitative study using only
descriptive statistics (i.e. percents, means, modes, median, rangesndregu

Hypotheses are typically written as null hypotheses, stating that there will be no

di fference or effect. For example, AdAFemal
advance to a higher administrative positid

9. Definition of Terms

This sction provides definitions of critical terms concepts specific to your study

These definitions should be based on scholarly research and other scholarly work. The
sources should be cited using APA format. When scholars define a term in different
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ways,include a brief discussion of the different perspectives, indicate which definition
will be adopted in the thesis study, and why.

10. Summary
This sectiorsummarizes chapter or@pvides a paragraph or two indicating how the
thesis is organize@nd provies a brilging statement to chapter two.

Chapter Two T Literature Review

1. Introduction

The purpose of the review of thteratureis to explore research on the issues that are
relevant to the proposgmoject.Begin chapter two with a brief description of your study.
Also, describe the sources you used including #taldhses and search enginesctNest

and preview the critical issues, in the order in which they will be discussed in the review.
Thesubheadings of the subsequent sections of the review should reflect the critical issues
identified.

2. Review of the Research on Issud®elevant to the Study
As the student reviews the research on each iséeesisould:
fUse the most recent version of AB&le for formatting prose and citations. The

student should obtain the latestition of the APA style manudh addition to
discussing the major findings of the studies, the student should also include pertinent
information about how each study was coctgd, such as the number of
subject/participants, relevant characteristics of the subjects, types of instruments
and/or methods used (e.g., not necessarily the specific names of the tests or
instruments, but whether they were interviewed, responded stiqueaires, tested,
observed, etc.). The synopsis should also mention any major weaknesses in the study
design.

3. Synthesisof the Review of the Research
This section synthesizes the major findings of the research as it relates to the proposed
study. Doeghe research you have just reviewed:
fsupport the devepment of the proposed thesis?
flindicate how your study should be designed and/or implemented?
flidentify other studies that are similar to the proposed study? If so, how would the
proposed study diffdrom or improve upon existing similar studies?

4. Summary
This sectiorsummarizes chapter twm@ provides a bdging statement to chapter three.

Chapter Three - Methodology
1. Introduction
Present the resedr design for the proposed study, restate the hypotbesesearch

guestion(s), and briefly delineatestbrganization of this chapter. This chapter
specificallydescribes ha you plan to conduct the studgemember anyone should be
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able to read chapténiree and replicate your study without ever speaking teiystould
be that detailednd focused

2. Participants

Describe the populatioor sampleof the study, including a description of how many
participated (you may want to talk about the number ofests sent out versus the

response rate, for example), all other relevant descriptors (typically including age,
ethnicity, gender, psychological condition, etc.), how participants were selected (random,
intact group, etc.), and if they were grouped in aay.

3. Human Subject Approval i Institutional Review Board (IRB)
This section outlines how the rights of human subjects will be protected throughout the
study. For nore informatiorhttp://www.gcloudstate.edu/osp/irb/default.asp

4. Instrument(s)

All instruments, tools, or methods used to gather data must be described here, including
the psychometric characteristics of the tests (e.g., validity and reliability indicators), how
the tool was devefmed, or how the instrument will be designed or piloted. If a qualitative
technique is to be used, such as interviews, observations or videotaping, whatigrotoc
will be applied? What typef information regarding procedures, ethics, and

confidentiality ae participants and/or others given?

5. Research Design

Describe the research design. If the study is an experimental orexxpasimental study,
what research design will be used? What are the comparison groups? How does the
design address each of the biheses? If it is a qualitative study, what research design
will be used? What methods will be used to establish reliability and validity (e.g.,
triangulation)?

6. Procedures

The student should provide an outline of all procedures involved in the proposed
research. Describe the logistics and the timeline for this study. How/when the participants
will be contacted and/or selected. Wiaerd how willthe data be collected, processed,

and analyzed?

7. Summary
This sectiorsummarizes chapter threedaprovides dridging statement to chapter four.

Chapter Four i Results
1. Introduction

Reiterate the hypotheses and research question(s). Describe the organization of the
chapter, which, in effect, is how the data will bsagdissed.
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2. Results for each hypothesis or research question

Restate each hypothesDiscuss how each was testgddescribing the method of

analysis. Discuss whether or not the results support the hypothesis. Do not inject your
opinion or explanatio of the results. Gmmentary should be provideddhapter five

Restate each research question. Discuss how you organized the narrative information for
interpretation and the outcomes.

3. Synthesis

Quantitative Discuss your findings as a whole and synthesiegdbults. What were

your major findings? How many of the hypotheses were validated? Were there any
contradictory results, or any unexpected or confusing results? Overall, what conclusion(s)
can you draw from the data regarding the research question?

Qualtative: Synthesis discussion of qualitative research should be inductive in nature
and interpretive. The purpose is to assist the reader in gaining a fuller understanding
of the phenomenon, contexir culture studied.You mightexamine aspects the
outcomes, categorize your findings with previous studies, ard¥otify the aspects

of a particular phenomenon that need further investigation.

4. Summary
This sectiorsummarizes chapter founé provides a bdging statement to chapter five.

Chapter Fivei Discussion

1. Introduction

Summarize the preceding four chapters, starting with the purpose of the thesis. State
findings from the data you collected and analyzed. You may use this summary as your
abstract, altbugh some students prefer to write an elaborated sumBiartg. the
organization of the chapter as a bridge to the discussion.

2. Discussionand Conclusions

Discuss the results in light of the review of the research and your own research findings.
In this s&tion you may inject your opinions as supported by the data and/or review of the
research. Point out new findings that are supported by your data and findings that
contradict or expand upon existing research stu@iesrall, what conclusion(s) can you
reach from your research this sectionyou have the opportunity to write from your

own voice. Rélect on what you have learned.

3. Limitations

List any problems you encountered in ystudy that you had not anticipatee. low
surveyreturn rate. This $#ion may be formatted inrumbered list. Then make
recommendatiagifor further researcbased upon the limitations.

4. Recommendations

Based on your review of literature and study, what recommendations would you make to
the field? How may practitionersse the results of your study to improve their practice?
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5. Future Research
Identify future research indicated by your thesis study, and point to new avenues of
further research what subsequent questions arose from your study

6. Summary
Briefly summarizechapter five.

References
Provide a complete list of all the items cited in the thesis. Do not include items that were
reviewed buhot cited in the body of the thesis.

Appendix(es)
Each appendi x should be | i st edrovedHuBian Cé .
Subjects Protocol, as well as other items, such as survey instrument, raw data, and
participant sod lees dhaldberm the ordentleen drespresented in the
body of your thesis.
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