SECTION 3: GRADUATE POLICIES AND PROCEDURES

ADMINISTRATION OF THE
GRADUATE PROGRAM

Graduate Committee. The Graduate Committee has gen-
eral supervisory authority over the graduate program and is
responsible for recommending policy relative to the program.
The committee membership includes the Dean of Faculty,
the Chair of the Nursing Division, the Chair of the Education
Division, the Chair of the Psychology Department, the Direc-
tor of Teacher Education, one at-large representative from
the School of Arts and Sciences, one at-large representative
from the American Studies program, one student represen-
tative from the Master of Education program, one student
representative from the Master of Counseling Psychology
program, one student representative from the Master of Arts
in American Studies program, and one student representative
from the Doctor of Nursing Practice program. The Associate
Dean of Graduate Studies serves as chair of the Graduate
Committee.

Functions of the Graduate Committee include:

1. the general supervision of matters pertaining to the
graduate program and the formulation of policy for the
program;

2. the formulation of the aims and objectives of the
graduate program and the design and content of the
graduate curricula;
the evaluation of proposed requirements for programs
submitted by the respective academic schools;
the formulation of policies for admission to, and reten-
tion in, the graduate program;
the formulation of criteria and the approval of faculty
membership on the graduate faculty;
the formulation of policies to provide quality control of
courses, faculty, and physical resources relative to the
graduate program;

7. the provision of systematic and periodic opportunities
for graduate students and the graduate faculty to
evaluate graduate programs and to make recommen-
dations for their further development;

8. the responsibility for formulation and recommenda-
tion of policy on expanding and upgrading present
programs, discontinuance of programs, introduction of
new programs, or limitation on enrollment in graduate
programs; and the responsibility for graduate program
long-range planning.
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GRADUATE STUDENT APPEAL PROCESS

The Graduate Committee is the general supervisory body
for the graduate program. Graduate students may appeal
to the committee for consideration of matters affecting their
degree program. The committee meets regularly during the
fall and spring semesters; it does not meet during the sum-
mer term.

To be placed on the agenda for a committee meeting, the
student may submit a letter of appeal to the Associate Dean
of Graduate Studies (via email, campus mail, or U.S. mail)
stating his or her request, providing as much information as is
pertinent to the case. He/She may also request one or more
members of his/her graduate advisory committee to submit
letters of support of the request. The student and advisory
committee members are welcome to attend the meeting when
the case is presented and may address the committee or an-
swer any questions that committee members may have.

Following the meeting, the student and the advisory com-
mittee members will be informed of the decision reached by
the Graduate Committee, whose decision is final.
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COMPLAINT PROCEDURES

Any student may file a formal complaint if he/she believes
that he/she has not been treated appropriately by a student,
faculty member, administrator, or staff member. The complaint
should be addressed to the supervisor of that particular de-
partment or office. It is the responsibility of the appropriate
supervisor to respond to the complaint. A form is available on
the Northwestern website for filing a formal complaint. Formal
complaints that have been addressed to the President, the
Executive Vice President, the Vice President for Academic Af-
fairs, the Dean of Faculty, or the Dean of Student Affairs and
Enrollment Management will be filed in the Office of Assess-
ment and will be available for review by the Commission on
Institutions of Higher Education. In accordance with privacy
policies, the identity of individuals will be protected.

CREDIT-HOUR REGULATIONS

Level of Courses. All work used to fulfill requirements for
NWOSU's graduate programs shall be selected from the
graduate courses listed by department in sections 11 and 12.
Doctor of Nursing Practice students should enroll in 6000-lev-
el courses to receive graduate credit, and all master's-level
students should enroll in 5000-level courses to receive
graduate credit. It is the student's responsibility to ensure
that they are registered in the graduate section of split-level
courses since graduate students should experience a more
rigorous academic requirement than what is expected of
undergraduate students. Also note that courses taken at the
undergraduate level may not be repeated for credit toward
the master's degree.

Full-Time Student Status. Both Doctor of Nursing Practice
students and master's degree students are considered full-
time by enrolling in (and completing) a minimum of nine hours
in a fall or spring semester or a minimum of five hours in a
summer term.

Incomplete. A grade of / is given only when conditions jus-
tify extension of time for a student to complete a course. Any
grade of / not removed within one calendar year becomes a
permanent incomplete on the student's transcript. Grades of
| must be removed prior to taking the written comprehensive
examination.

Transfer Credit. For the Doctor of Nursing Practice pro-
gram, advanced placement will be available for students
who already have earned a master's degree as an Advanced
Practice Nurse. Those MS courses will be transferable after a
review of the transcripts and of the course learning outcomes
have occurred. For other students, there will be a maxiumum
of 9 graduate credits that will be transferable if approved
by the student's graduate advisory committee. All accepted
transfer hours will be counted as part of the student's gradu-
ate GPA.

For master's-degree students, a maximum of nine hours
of graduate credit earned at accredited institutions of higher
education may be transferred, provided the work forms an
appropriate part of the student's program and is approved
by the student's graduate advisory committee. If a student
already holds a master's degree, a maximum of twelve hours
of graduate credit earned at accredited instituions may be
transferred. All accepted transfer hours are counted as part of
the student's graduate grade-point average. Note: Before ac-
cepting a transfer course based on the description for EDUC
5933/Classroom Research and Institutional Effectiveness,



a work sample needs to be provided by the student. This will
ensure that the expectations and assignments are similar to
those required by NWOSU. Currently, the expectation is a
research proposal, a literature review, a plan of action for the
research, and an annotated bibliography.

Residency Requirement. For the Doctor of Nursing Practice
program, a minimum of thirty-four semester hours, includ-
ing the last eight hours, must be earned at Northwestern
Oklahoma State University. The remainder of the candidate's
program (nine hours maximum) may be earned at other ac-
credited institutions. These hours, or any part thereof, may be
applied to the program only if, in the judgment of the student's
graduate advisory committee, the DNP Program Director, and
the Associate Dean of Graduate Studies, they contribute to
the student's overall program.

For all master's degree programs, a minimum of twen-
ty-three semester hours, including the final eight hours, must
be earned in residence at Northwestern Oklahoma State
University. The remainder of the candidate's program (nine
hours maximum) may be earned at other accredited insti-
tutions. These hours, or any part thereof, may be applied to
the program only if, in the judgment of the student's graduate
advisory committee and the Associate Dean of Graduate
Studies, they contribute to the student's overall program.
Exception: Students in the Adult Education Management
and Administration program may transfer the final 18
hours of discipline-specific courses if the courses are
listed on an approved plan of study.

Continuing Education Credit. Continuing education credits
from an approved institution will be evaluated for possible
graduate credit when the request is submitted with an of-
ficial transcript. Inquiries should be directed to the graduate
office.

Individual Study, Readings, Seminar, and Short Course Credit. A
maximum of six credit hours in any combination of Individual
Study (5170), Seminar (5180), Readings (5190), and/or Short
Courses (5300) will be applicable toward a master's degree
program.

Prerequisites. Some courses may have prerequisites. The
student should consult the course descriptions (see Sections
11 and 12) or consult with the appropriate department or
division chair.

STUDY LOAD LIMITS

The maximum study load for a full-time Doctor of Nursing
Practice student is nine credit hours for a sixteen-week se-
mester and five credit hours for an eight-week summer term.

The maximum study load for a full-time graduate student
enrolled in a master's degree program during a sixteen-week
semester is twelve hours and for an eight-week summer term
is nine hours.

Master's degree students taking the written comprehensive
examination OR presenting their action research project as
part of Milestone 3 must have completed all coursework OR
be enrolled in final coursework not exceeding nine hours in a
regular semester or six hours in a summer term.

TIME LIMIT

All doctorate and master's degree programs must be
completed within six calendar years. If a student has not
completed the graduate degree in the six-year limit, the stu-
dent must then meet with his/her advisory committee and file
a new plan of study reflecting current program requirements.

In some cases, the student may be asked to re-apply for
admission to graduate study. If course(s) exceed the six-year
limit, the student may re-take the course(s) or validate the
course(s) following procedures listed below.

COURSE VALIDATION

Credit in courses older than six years will be awarded only
after competency in the area has been demonstrated by ex-
amination. The examination will be prepared and evaluated
by the faculty member currently responsible for teaching the
course. The validation process is initiated through the Office
of Graduate Studies.

For a written validation:

1. The graduate office will notify the student, the advisory
committee chair, and the instructor of the course of
the need for the exam.

2. The instructor will provide the exam to the graduate
office to be administered.

3. The exam will be returned to the instructor to score.

4. The instructor will return the results and the exam to
the graduate office to be filed in the student's folder.

For an oral validation:

1. The graduate office will notify the student, the advisory
committee chair, and the instructor of the course of
the need for the exam.

The instructor will administer the oral exam.

The instructor will provide results and a detailed syn-
opsis of the exam to the graduate office to be filed in
the student's folder.

For a performance validation:

1. The graduate office will notify the student, the advisory
committee chair, and the instructor of the course of
the need for the exam.

The instructor will administer the performance exam.
The instructor will provide results and a copy of the
performance (cassette, video, CD, DVD, or other ap-
propriate media) to the graduate office to be filed in
the student's folder.

Only NWOSU courses can be validated past the six-
year limit. Credit from other institutions which exceeds

the six-year limit cannot be validated.
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ARRANGED CLASSES

The following guidelines have been adopted by NWOSU

concerning arranged classes:

1. Any course taught by arrangement must be approved
by the instructor, department head (where applicable),
and the dean of the appropriate school.

2. Only courses required for the degree or certification
program will be considered for arrangement.

3. Only courses which have not been scheduled in the
current year or for which there is a scheduling conflict
may be considered for arrangment.

4. The student must be a graduate student needing the
class for graduation or certification within the current
academic year.

5. Only students who have an overall GPA of at least 3.0
will be considered for an arranged class.

6. Regular teacher education block courses will not be
offered for arrangement.

7. No course being repeated may be taken by arrange-
ment.

8. Any instructor offering a course through arrangement



must submit to the appropriate dean a written plan
(including reason for request, course content, and
student requirements) for approval.

9. Students may appeal to the Academic Affairs commit-
tee in the event of a special situation not covered by
preceding guidelines.

TECHNOLOGY POLICY

NWOSU expects all graduate students to have funda-
mental computer skills that include a working knowledge of
such programs as Microsoft Word, Excel, and PowerPoint as
well as other electronic platforms utilized by the university.
If a graduate student exhibits such a deficiency, s/he will be
required to enroll in CMSC 1103/Microcomputer Applications
at the undergraduate level either before or concurrent with
his/her first semester of graduate work.

GRADUATE PLAN OF STUDY

Advisory Committee. An advisory committee, consisting of
three members from the graduate faculty, is formed for each
student pursuing a graduate degree as soon as possible after
the student's application for graduate study. This process is
discussed for doctoral-level students in NURS 6010/Program
Orientation and for master's-level students in EDUC 5010/
Graduate Study Seminar, which students should enroll in
during their first semester of graduate work.

For students enrolled in the Doctor of Nursing Practice
program, the advisory committee will consist of three mem-
bers: the Chair of the Division of Nursing, the Director of the
DNP Program, and the assigned faculty advisor.

For students enrolled in the Master of Arts in American
Studies program, the Master of Arts in Heritage Tourism and
Conservation program, the Master of Counseling Psychology
program, and the Master of Science in General Psychology
program, members of the advisory committee are selected
by the student, contingent upon faculty members' willingness
to serve and upon the approval of the Associate Dean of
Graduate Studies.

For students enrolled in all Master of Education options,
committee members will be assigned by the Associate Dean
of Graduate Studies. The chair of advisory committees must
be a member of the graduate faculty. Adjunct instructors are
not allowed to serve.

Graduate Advisory Committees at the master's-degree
level are responsible to assist the graduate student in devel-
oping the plan of study. Graduate advisory committees for the
Master of Arts in American Studies program, the Master of
Counseling Psychology program, and the Master of Education
option in Adult Education Management and Administration will
also administer the written comprehensive examination (and
the oral follow-up exam) and its defense. Graduate Advisory
Committees for the Master of Science in General Psychology
program will evaluate the student's capstone project or thesis
and its defense. Graduate Advisory Committees for all other
Master of Education program options will evaluate the M.Ed.
student's action research project and the graduate candidate
file housed in ALCA. All graduate students must form their
advisory committees and schedule an appointment with
its members during the first semester of graduate work.
Students must be aware that some faculty members are
not employed during the summer. Students should take
this into consideration when putting together their gradu-
ate advisory committees and when scheduling defenses.

Plan of Study. A report of the plan for the student's gradu-
ate program formulated by the student and his/her advisory
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committee must be filed with The DNP Program Director (for
Doctor of Nursing Practice students) prior to the student's
first semester of courswork and with the Associate Dean of
Graduate Studies (for master's-level students) when students
apply for candidacy. Students completing graduate work prior
to approval of the plan of study should not expect all such
coursework to apply toward requirements for the master's
degree. All information included on the plan of study form
must be typed. The plan of study form also requires original
signatures of advisory committee members.

Revisions to Plan of Study. The Plan of Study for the Doc-
tor of Nursing student is a dynamic document. Any status
changes from full-time to part-time, as well as any leave of
absence, is discussed with the advisory committee, and the
plan of study is updated accordingly. The plan of study must
be signed by the student and the members of the advisory
committee. The new plan will be filed in the student file.

When a master's degree student deviates from the plan
of study, he/she must submit a new plan of study form to
the Office of Graduate Studies (RH #212). It is the student's
responsibility to inform members of the advisory committee
of the changes being made, to obtain their signatures, and
to submit the new form to the Office of Graduate Studies.
Hence, all changes must have the approval of the student's
advisory committee. The revised plan of study must be filed
with the Graduate Office by the end of the enroliment period
of the semester in which the student is to graduate.

THESIS OPTION

Students enrolled in the Master of Arts in American Studies
program, the Master of Counseling Psychology program, the
Master of Science in General Psychology program, or the
M.Ed. in Adult Education Management and Administration
program option may take from three-to-six semester hours
of thesis credit (Thesis 5330) as part of their field-specific
subjects, related area of study, or electives if they choose to
undertake an extended research project (thesis) as part of
their graduate work. Students interested in this option must
visit either the Graduate Studies website at www.nwosu.edu/
graduate-studies or the Office of Graduate Studies (RH #212)
to receive the booklet "Guidelines for Thesis Preparation
and Submission," a list of the "Policies and Procedures for a
Master's Degree with a Thesis," and the appropriate forms.
These materials discuss, in detail, the specific requirements
for thesis preparation and submission.

DNP PROJECT

Doctor of Nursing Practice

For Doctor of Nursing Practice candidates only. The DNP
Project for the DNP student is an integrative evidence-based
practice/system/population-based initiative.The DNP Project
must make a significant contribution to evidence-based nurs-
ing practice. Focus areas of the DNP Project may concern
health care delivery problem solving, a quality initiative,
evaluation of a new practice model, or a program evaluation.
Students will begin critically analyzing and designing the
DNP Project throughout the program of study, and it will be
completed during the final year of the program. Oral presen-
tations and a defense of the DNP Project is required in the
final semester of DNP coursework.

The DNP Project Committee will consist of a Project Men-
tor and a minimum of two committee members. The student
will identify a Project Mentor for their DNP Project as a NURS
6511 DNP Project course requirement. The Project Mentor
must be a member of the NWOSU Graduate Faculty and
must be doctorally prepared. The Project Mentor will assume



the role of advising and guiding the student in each of the
Project courses in concert with the Project Team and will be
responsible for grading all student written assignments.

Two of the Project Team members must be doctorally
prepared: The Project Mentor and the Independent Reviewer.
One of the Project Team members will serve as the Content
Expert. The Content Expert may complement the Project
Team by being a member of another academic/professional
discipline and may or may not be doctorally prepared. The
Site Representative may or may not be doctorally prepared
and serves as the liaison between the venue in which the
project is conducted, the student, and the Project Team. The
Independent Reviewer can also serve as the Project Site
Representative and/or Content Expert. The Project Team
Mentor must approve the selection of the Project Team
Members.

CAPSTONE PROJECT

Master of Science in General Psychology

For Master of Science in General Psychology candidates only.
MGP students will work on a Capstone Project in PSYC
5033/Introduction to Research that will evolve into one of two
outcomes: a formal presentation of the research project at a
professional conference or at either Ranger Research Day
or Oklahoma Research Day, or a submission of the research
manuscript for publication. Students will also defend their
research to their graduate advisory committee. In lieu of the
Capstone Project, students may instead write a thesis. The
outcome is the submission of the thesis for publication and its
defense to the student's graduate advisory committee.

Superintendent Certification Program

For students enrolled in the Superintendent Certification Program
Only. This capstone project is a field-based clinical experi-
ence and is the capstone activity for the Superintendent cer-
tification program. The overall purpose of the assignment is
for the superintendent candidate to demonstrate the ability to:
collaboratively lead, design, and implement a district mission,
vision and process for continuous improvement that reflects
a core set of values and priorities that include data use, tech-
nology, equity, diversity, digital citzenship, and community.

The capstone activity is introduced in EDUC 5623/The
Superintendency and requires candidate collaboration with
the university advisor, mentor superintendent, and stake-
holders. The process is inclusive of four (4) critical aspects to
continuous school improvement: assess needs, create plan,
implement plan, and monitor/adjust. The candidate will for-
mally present the capstoneactivity at the end of EDUC 5693
/Internship as a simulation presentation to a PK-12 Board of
Education. The candidate will also prepare a written docu-
ment inclusive of all sections of the capstone activity listed in
the assignment details. the document is a formal academic
document following APA guidelines.

COMPREHENSIVE EXAMINATION

For American Studies, MCP, and Adult Ed. candidates only. Com-
prehensive examinations will be administered to graduate
students who (1) have either completed all coursework or
are currently enrolled in final coursework, not exceeding nine
hours in a regular semester or six hours in a summer term
and (2) have removed all grades of "Incomplete” from their
plan of study. The comprehensive exams will be administered
each semester based on the following schedule:
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October 5, 2023 October 3, 2024 October 2, 2025

March 7, 2024 March 6, 2025 March 5, 2026

June 13,2024  June 12,2025  June 11, 2026

Students eligible to take the comprehensive exams should
process application material in the graduate office at least
four weeks prior to the exam date..

Candidates sitting for the American Studies and the
M.Ed. Adult Ed. comprehensive examinations will complete
a multi-question essay exam about the core and elective
courses that the candidate has taken. Specific questions
will be composed by members of the candidate's graduate
advisory committee in consultation with the candidate. The
exams will then be graded with a consensus vote of pass-
fail by the advisory committee. Candidates must also orally
defend their exam answers at a later scheduled date after
the written exam.

Candidates sitting for the MCP comprehensive examina-
tion will complete a multiple choice exam. The exam is pass-
fail, graded with a consensus vote of the advisory committee
and/or psychology department faculty. Candidates must also
orally defend their exam answers at a later scheduled date
after the written exam.

If the student does not pass the exam and the oral de-
fense, he/she should meet with his/her advisory committee to
determine the course of remediation needed (perhaps further
coursework or directed study). A second unsuccessful attempt
will result in another meeting and further remediation. If a third
attempt is unsuccessful, the student will be dismissed from
the graduate program with no degree awarded

Students will be notified within two weeks regarding com-
prehensive examination results.

*Confirm date, time, and location by calling the graduate
office at (580) 327-8410. Paperwork must be submitted by
the published deadline, at least four weeks prior to the
date of the exam, in order to take the examination.

PRACTICUM

Master of Arts in Heritage Tourism & Conservation

For Master of Arts in Heritage Tourism and Conservation candi-
dates only. The practicum is designed to allow students the op-
portunity to apply their skills and knowledge within a selected
area within heritage tourism and conservation. The practicum
is completed within a community-based, commercial, or gov-
ernmental organization. Students are required to observe and
participate in a job-related capacity under supervision as part
of their practicum experience.

THE ACTION RESEARCH PROJECT

Master of Education

For M.Ed. candidates only (except Adult Ed.). In lieu of the
thesis, capstone project, written comprehensive and oral fol-
low-up examination, or practicum, the M.Ed. student will sub-
mit and defend an Action Research Project and will maintain
a Graduate Candidate File (GCF) in ALCA. M.Ed. program
options require three checkpoints: Milestone 1, Milestone 2,
and Milestone 3. Below are procedures and details for M.Ed.
candidates:

Required during first semester of enrollment. M.Ed. students
will complete the course requirements for EDUC 5010/Grad-
uate Study Seminar, will establish an ALCA account, and will
contact graduate advisory committee members once they
are assigned. Also during the first semester, M.Ed. students
will complete Milestone 1 by meeting with the graduate



advisory committee or its chair, by completing the graduate
advisory committee form, by having the appropriate credentials
and required paperwork submitted to the Office of Graduate
Studies (RH #212), by putting in appropiate materials to the
Graduate Candidate File in ALCA, and by going over program
expectations with the graduate advisory committee. All of these
elements are required before further enrollment in graduate
courses are allowed.

Required three (3) semesters before graduation. M.Ed. students
will complete EDUC 5933/Classroom Research and Institution-
al Effectivness with a passing grade and will submit the final
research proposal and instructor's rubric with comments to
the graduate advisory committee chair, who will then evaluate
the course instructor's comments and the student's proposal
to determine readiness for Milestone 2. The student will then
schedule a meeting with his/her graduate advisory committee
and will present the Action Research Proposal to committee
members. After committee approval, the candidate will secure
IRB approval to complete Milestone 2. The student will also
continue to put in appropriate materials to the Graduate Can-
didate File in ALCA. All of these elements are required before
further enrollment in graduate courses are allowed. At this
point, students should receive a letter of candidacy from the
Office of Graduate Studies.

Required two (2) semesters before graduation. M.Ed. candidates
will conduct the Action Research Project over two consecutive
academic semesters and will continue to add appropriate
materials to the Graduate Candidate File in ALCA. Also, after
completing sixteen hours and before completing twenty
hours, the M.Ed. candidate should also apply for candida-
cy by completing the Admission to Degree Candidacy form
as well as the appropriate Plan of Study form, both which
should be turned into the Graduate Studies Office. These
forms can be found on the Graduate Studies webpage.

Required the semester of graduation. M.Ed. candidates will
complete Milestone 3 by presenting the completed Action
Research Project to the graduate advisory committee and
selected stakeholders, by adding any additional materials to
complete the Graduate Candidate File in ALCA, and by com-
pleting all exit documents in order to graduate.

The Action Research Project Defined. The Action Re-
search project (ARP) is the culminating experience for candi-
dates seeking the Master of Education degree in Curriculum
& Instruction, Educational Leadership (principal certificate),
Reading Specialist, and School Counseling. It is also the cul-
minating experience for those in the certificate-only programs
for Educational Leadership (principal certification), Reading
Specialist, and School Counseling. Reviewing one's practice,
making reflective changes, and analyzing the impact of those
changes upon learners are the elements that enable action re-
search to be the mechanism by which there is a positive impact
on learners. Effective educators conduct action research on a
continuous basis. The Action Research Project is an extension
of the work that effective educators do every day. The purpose
of the Action Research Project is for candidates to design,
implement, and analyze a project to determine its impact on
learners. Its intent is to empower advanced candidates to be
confident action researchers as instructional leaders in the
schools they serve.

The Graduate Candidate File (GCF). The Graduate Candidate
File (GCF) is housed in the Aurora Learning Community As-
sociation (ALCA) assessment system. All M.Ed. candidates
(except Adult Ed.) will maintain this file by putting in necessary
documents as they progress through their program.

SECOND MASTER'S DEGREE

A student desiring a second master's degree will be permit-
ted to apply a maximum of twelve hours of appropriate course-
work at the master's or doctoral level toward requirements
for a second master's degree, subject to the approval of the
graduate advisory committee. All coursework in the approved
plan of study must meet the six-year time limit, according to
university policy.

APPLICATION FOR DEGREES

Candidates who expect to complete degree requirements
must file an application for the degree and submit the $25 ap-
plication fee to the graduate office by October 15 for December
graduation, by February 1 for May graduation, or by March 1
for July graduation.

CONFERRING OF DEGREES

Candidates who have fulfilled all requirements for their doc-
torate or master's degrees are recommended by the Associate
Dean of Graduate Studies to the President of the University for
the conferring of their degrees. Attendance at commencement
is expected but is not required.

Degrees will be conferred at regular convocations. Doctoral
and master's degree candidates who apply for graduation in the
fall will participate in the December commencement ceremony;
candidates who apply for graduation in the spring will partic-
ipate in the May commencement ceremony. Candidates will
participate in the May commencement ceremony if a degree
check indicates they will complete coursework for the degree
by the end of the following summer session.
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