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GRADUATE COLLEGE HANDBOOK

The Graduate College Handbook is a resource for graduate program faculty and staff. It explains procedures and policies
that are related to the administration of graduate programs at Ohio University. Many of these policies are formally stated
in the Graduate Catalog, which is the official arbiter of most requirements and responsibilities for graduate students.
Other important and binding policy statements are found in the University Policies manual and in the Student Code of
Conduct, maintained and revised through the Division of Student Affairs.

Helpful Links and Guiding Policy

e Graduate Directors Website: https://www.ohio.edu/graduate/graduate-directors-webpage

e Graduate Catalog: http://www.ohio.edu/graduate/catalog/index.cfm

e University Policy & Procedure: http://www.ohio.edu/policy/

e Student Code of Conduct: https://www.ohio.edu/communitystandards/upload/Ohio-University-
Student-Code-of-Conduct-effective-081915.pdf
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1 How TO FIND—AND FIX—GRADUATE COLLEGE INFORMATION

Programs should inform the Graduate College of changes to information posted on the Graduate College website,
published in the Graduate Catalog, or affecting the Graduate College’s ability to advise students. In addition to
welcoming updates on an ongoing basis, the Graduate College will regularly request information from program contacts.
New Graduate Directors should use the Graduate Program Director Update Form on the Graduate College website to
change Graduate College contact information, GRADS access, and, if necessary, OGA access and hierarchies.

1.1 GRADUATE CATALOG
The Graduate Catalog is available online from the main page of the Graduate College website or directly at
http://www.ohio.edu/graduate/catalog/index.cfm. It is published biennially and contains policies and
procedures specifically relating to graduate students. It also contains program degree requirements and
course information. Prior to each new edition:

e data on courses will be extracted from PeopleSoft, which is derived from the OCEAN system.
Please be sure to keep the content of OCEAN current for your courses.

e data on programs and requirements will collected from programs using templates distributed
through the Associate Deans.

Minor corrections to program entries can be made at any time. Any significant changes to a published
catalog (e.g., new tracks, changes in requirements, changes to delivery mode) will be effective-dated. By
Ohio University policy, students are bound by the degree requirements in effect for the catalog of entry
unless they choose to follow requirements adopted later. (If you have questions about how to apply degree
requirements for current students, contact the Graduate College.) New programs approved and offered
before the publication of the next catalog can also be added with an effective date.

Catalog updates should be sent to the Graduate College Director of E-Systems.

1.2 DEGREE PROGRAMS
The Graduate College lists all graduate programs on the college web pages, under the URL
https://www.ohio.edu/graduate/apply/degree-programs. These pages are updated upon request and
include a link to each program’s website.

CollegeNet, our online application service, provides limited application-related information about each
program. Requests from potential applicants for more specific information about application to a program
are directed to the program or department.

1.3 UPDATING THE GRADUATE COLLEGE WEBSITE
The Graduate College website regularly changes to incorporate new information on events, programs, and
awards for graduate students and/or graduate faculty.

For corrections to information on the website, please contact the Graduate College Director of
Communications & Professional Development.
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1.4 PROGRAM CONTACTS

The Graduate College maintains a general contact list of people associated with each graduate program who
wish to receive notifications and invitations from the College. While each program can decide which
administrators and faculty should be on that list, it is also most helpful to have one primary contact to whom
Graduate College staff can direct general questions and requests. In most cases, this will be the
departmental graduate director or the program director/coordinator. Programs should inform the Graduate
College when the listed faculty and staff who should receive Graduate College communications changes, and
especially when there is a change in primary contact.

1.5 UPDATING GRADUATE REVIEW AND ADMISSIONS SYSTEM (GRADS) USERS
GRADS is the applicant review and admission system for faculty, programs, and colleges to use for all
application processes; a short introduction is found in this Handbook in the GRADS Section. The current User
Manual is available from within GRADS itself and through the Graduate Directors’ pages on the Graduate
College website.

To gain access rights or schedule training, please contact the Graduate College Director of E-Systems.

1.6 UPDATING ONLINE GRADUATE APPOINTMENTS (OGA) HIERARCHY UPDATES

OGA is the information system used to initiate Assistantship and Fellowship awards. The system is updated
as policy and budgetary changes require; current documentation is available in the Faculty and Staff
Resources section of the Graduate College website. See also the Graduate Student Appointments section
below.

Each program needs authorized users to create and approve awards, based on roles that are formally
assigned in OGA. Programs should immediately notify the Graduate Appointments Administrator when
changes to the approval hierarchy are needed.

1.7 UPDATING APPLICATION ADMISSION TERMS

The CollegeNET application has the flexibility to set admission term open/close dates that vary from the
defaults set by the Graduate College, as well as limit the terms available for an applicant to select. More
information about the application system is found in the Handbook in the Application and Admission section
below. To request changes in term open/close dates, or to open or close availability of a specific term,
please contact the Graduate College Director of E-Systems.
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2 RECRUITMENT

2.1

2.2

2.3

2.4

2.5

GENERAL INFORMATION

The Graduate College does not have resources to actively recruit students for individual programs. It does
list all graduate programs in the Application section of the website at
(https://www.ohio.edu/graduate/apply/degree-programs), with links to each program’s own webpage. The
expectation is that each program’s webpage will serve as a mechanism for advertising and marketing the
program (in addition to whatever other recruitment initiatives the unit undertakes).

If you have other specific needs for recruiting, please contact the Associate Dean of the Graduate College.

RESOURCES FOR RECRUITING UNDER-REPRESENTED DOMESTIC STUDENTS

The Graduate College has a very limited amount of funding available for recruiting domestic students from

under-represented groups to pursue masters or doctoral degrees. Possible uses include recruitment travel

funding, prospective student travel funding, graduate transition scholarships, and graduate student stipend
enhancement awards.

UNIVERSITY RESOURCES FOR RECRUITING INTERNATIONAL STUDENTS

Graduate College recruitment information for international graduate student applicants can be found at:
http://www.ohio.edu/graduate/international/index.cfm. Programs that wish to actively recruit specific
regions should consult with the Office of the Vice Provost for Enrollment Management as well as with the
Graduate College’s Director of International Student Services.

Partner relationships with universities outside the U.S., for one program or for a broader relationship with
Ohio University, are arranged through the Office of Global Affairs.

INTERNATIONAL RECRUITERS

Ohio University maintains several contracts with international recruitment agencies. For information,
contact the office of the Vice Provost for Enrollment Management. While the Graduate College is willing to
offer some advice about recruiting companies, any agreements to work with international recruiting
companies must be coordinated through the Vice Provost for Enroliment Management.

CUSTOMIZING APPLICATION INFORMATION

The online application has space to provide program-specific information, which is visible to the applicant
when they select that program code. Programs can create customized information about application
requirements, eligibility, interview or portfolio requirements, etc. For assistance, please contact the Director
of E-Systems.
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3 APPLICATION AND ADMISSION

3.1 APPLICATION BASICS

3.1.1 Who Can Apply to Graduate Programs or Take Graduate Courses?
To register for graduate-level courses, students must generally apply and be admitted with graduate
status. In most cases, this requires an earned U.S. bachelor’s degree or equivalent by the time of
registration. Current undergraduates meeting particular requirements, however, may take a limited
number of graduate courses for graduate credit while remaining in undergraduate status or (in the case
of honors students) take graduate courses for undergraduate credit.

Excepting students who will take graduate courses before receiving their baccalaureate degrees, the
Graduate College does not set minimum undergraduate GPA or academic test scores for graduate
admission. Students taking graduate courses must, however, meet the minimum requirements for
English proficiency. (In the absence of test scores indicating otherwise, native English speakers are
assumed to meet the proficiency requirement; see the section on international graduate students for
more information on English proficiency for non-native speakers).

Please see the Graduate Catalog section “Application, Admission, and Adding Degrees” and Special
Admission Status Types below for more information.

3.1.2 Where is the Application?

The online application menu is at https://www.applyweb.com/ohioug/menu.ftl. If you wish to link to the
application from your program website, please do so via the Graduate College application page so that
applicants are aware of relevant university policies and requirements.

Paper applications for degree programs are essentially a thing of the past. If your department/program
somehow receives one, however, please forward it to the Graduate College with the application fee. The
fee must be paid before the application becomes Reviewable for admission.

3.1.3 When Do Applicants Need a New Application?
Each application is good for one program and one term of application.

Deferral/Change of Admission Term: Students who need to defer an application to a subsequent term or
who wish to change their term of admission must submit an application for the new term. There is a $10
processing fee for submitting a change of session application (rather than a new application fee).
Instructions for changing application or admission terms are found at
https://www.ohio.edu/graduate/prospective-students/deferral-requests.

A separate application is required for each degree program, with the exception of designated dual-
degree programs (e.g. MBA/MSA). Students in certain direct-admit doctoral programs may also be able
add the associated master’s degree plan without submitting an application.

Change of Program: Students who wish to change an application for the same program offered in a
different delivery mode (e.g., campus-based to online) or wish to change a specialization or track within
the same degree program (e.g., Social Work to Social Work-Advanced Standing) can submit an update of
application program form prior to admission (https://www.ohio.edu/graduate/forms). Please see the
Program Updates/Adding Certificates section of this handbook for program changes after admission.

Graduate College Handbook 11-22-19 8 3 —Application and Admission


https://www.applyweb.com/ohioug/menu.ftl
https://www.ohio.edu/graduate/prospective-students/deferral-requests
https://www.ohio.edu/graduate/forms

TABLE OF CONTENTS

Readmission after Expiration of Time Limit: A student who fails to complete a degree within the
maximum time allowed by university policy may apply for readmission to the program. Readmission is at
the discretion of the program. See Time Limits for Degrees and Readmission in Section 8.

3.1.4 Application Fees and Waivers
Application fees vary by admission type and are slightly higher for international applicants. Subsequent
applications and changes to existing applications are generally less expensive. Fees can be found by
clicking on the appropriate application type from https://www.ohio.edu/graduate/apply.

The Graduate College offers a waiver to the application fee for degree-seeking applicants who are
participants in the Ronald E. McNair program. The process for requesting a waiver is outlined at
https://www.ohio.edu/graduate/mcnair

Programs interested in offering application fee waivers can request a waiver code through the Graduate
College. Programs must provide an account number to be charged each time the waiver code is used.
Contact the Director of E-Systems to set up an application fee waiver code.

3.2 APPLICATION DEADLINES

To allow for admissions consideration, Graduate College processing, and possible visa issues, the Graduate
College recommends these application deadlines as the absolute minimum for degree seeking applicants:

Table 1: Recommended Final Application Deadlines

Applicant Type Fall Spring Summer

U.S. Citizens/Permanent Residents,
international applicants who do not
require a student visa 8/1 12/1 4/1

International Applicants who require a
student visa 3/15 9/15 12/1

The Graduate College does not, however, automatically defer or deny domestic applications received after
these dates. It also allows applications to be available for submission unless the program has set periods in
which they should be closed. (The Graduate College does require minimum times to process final admissions
after programs recommend admission; please see below under Admission Policies and Procedures for
admissions deadlines.)

Departments and schools must thus set their own deadlines for applications and/or limit the period in which
applications are accepted. Please list your deadlines in the Graduate Catalog and on your web page. The
online application can enforce these deadlines/term limits. Contact the Graduate College E-Systems Director
to set this up.

**IMPORTANT NOTE: If a term is open for in the online application, applicants are able to select that term,
regardless of a department or school’s stated deadlines. The Graduate College will continue to receive
applications and they will become available in GRADS. If your program is not accepting for a specific term,
you can either contact the Director of E-Systems to have specific terms closed on the application, or you can
withdraw or deny the application in GRADS. If you withdraw, we recommend using the “Academic Term
Cycle Closed” option. The applicant then receives instructions on how to change their application to a
different term.
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3.3 HoOw APPLICATIONS ARE PROCESSED

For more detailed information about transcripts and other application materials, see the following two
sections.

3.3.1  Supplying Applications and Supporting Documents to the Program and Graduate College
Applications and documents uploaded to the application are received from our application provider,
CollegeNet. Most information and documents from the application automatically load to PeopleSoft and
OnBase, our document management system. If this process fails, the Graduate College staff will match
orphaned data and files to the correct application. PeopleSoft and OnBase, in turn, populate the GRADS
system. To ensure that applications are complete, accessible to all reviewers, and preserved, students
should be instructed to submit their materials through the CollegeNet application. However, if any
changes in student application information is received at the department/school level, it should be
sent to the Graduate College so that PeopleSoft is updated.

Documents not uploaded to the application are collected through student upload or, as a last resort, via
direct mail. An application checklist for domestic students and international students is posted in the
application instructions on the Graduate College website.

Students may upload documents directly to the Graduate College at the webpage:
(https://www.ohio.edu/graduate/prospective-students/upload-supplemental-application-materials).
Please encourage students who directly upload documents in this way to follow the website directions
carefully—these steps ensure that documents are linked to the correct application and show up
appropriately in GRADS.

3.3.2  Checklists and To Do Items
The MyOHIO Student Center carries a To Do list that displays a checklist for certain standards
documents not yet received. Department application reviewers can see this list in the Student To Do tab
of GRADS. Checklist items are posted if any of the following are missing:

e Resume
e Bachelor's degree-granting transcript
e Personal statement/statement of purpose

NOTE: all applications under review carry a checklist item of “Application Status: at academic program.”
This checklist item remains on the account until the admission decision is recorded in PeopleSoft.

Because documentation requirements vary across programs, the Graduate College does not advise
students as to whether or not applications are complete.

Departments have the ability to add and remove certain checklist items. If a checklist item is added,
please be sure it is also removed once the necessary document is received.

3.3.3  When Can the Application be Reviewed for Admission?
Applicants must pay the application fee or provide a valid waiver code before an application can be
submitted.

Students can work on a web application over a period of time before payment and submission. Students
are encouraged to upload copies of official transcripts and supporting materials through CollegeNet, and
these materials are available for review after application submission/fee payment.

An application becomes Reviewable for admission in GRADS when 1) a baccalaureate transcript has
been received and verified as a U.S. bachelor’s equivalent, or a transcript/evidence of baccaulaureate
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progress has been received and reviewed; 2) any Felony or Disciplinary Review issues have been
addressed; and 3) the application has been paid for and signed. Applications that do not yet meet these
three criteria are shown in GRADS as Incomplete.

Official transcripts are only required if a department recommends an applicant for admission.
Departments that require official transcripts for application review must notify the Graduate College so
that this information is incorporated into application instructions provided with the application.

3.3.4 How does the Felony Review Process Work?
Applicants are asked to disclose whether or not they have been suspended/dismissed from an
institution; whether they are eligible to return to all prior institutions; and if they have been charged
with or are under indictment for a felony, or were charged with or under indictment for an act
committed as a juvenile that would be a felony if committed by an adult. Legal Affairs reviews
applications that answer any of these questions in the affirmative to determine if the applicant is
admissible according to university standards.

3.4 TRANSCRIPTS FOR ADMISSION

Official transcripts are not generally free and securing them can create delays. For that reason, unofficial
transcripts are acceptable for reviewing applications and recommending admission. Similarly, incomplete
transcripts may be submitted for students who are still completing a prior degree program at the time of
application.

To complete an application file for an offer of admission, all students must submit transcripts matching the
following criteria:

e An official transcript from each institution where a bachelor’s degree has been or will be
granted.

e An official transcript from any institution attended after completing a bachelor’s degree, or from
which any graduate coursework was attempted, regardless of whether or not a degree has been
or is being completed.

e An official transcript from any college or university attended within the past four years from
which credit was or is currently being completed.

With the exception of students in particular Ohio University programs, all students admitted to graduate
status must demonstrate they have earned a U.S. bachelor’s or equivalent degree prior to beginning their
graduate degree program. A final/official transcript showing the degree and date earned should be
submitted prior to initial registration as a graduate student. Students graduating after the admission
decision must submit an in-progress/official transcript and a letter from their college confirming whether or
not they have completed all degree requirements, and whether the degree is expected to be conferred.

It is the student’s responsibility to see that final, official transcripts are on file at the Graduate College no
later than the end of the first term of enrollment. If transcripts are not received by the middle of the first
term, a registration hold is placed on the student’s account preventing pre-registration for the subsequent
term. Failure to produce final transcripts may result in suspension or dismissal from a program. In addition,
if it comes to the attention of the Graduate College after the start of classes that the bachelor’s degree is
not complete, the student will need to switch to undergraduate status. Students admitted to doctoral-level
study in programs that require completion of a master’s degree must present a final, official transcript prior
to enrollment or within the first semester of enrollment to retain doctoral status.

Graduate College Handbook 11-22-19 11 3 —Application and Admission



TABLE OF CONTENTS

3.4.1 Whatis an Official Transcript?—U.S. or Canadian
To be official, transcripts must be received in an envelope sealed by the issuing institution or through a
direct electronic transcript delivery service. Transcripts opened prior to receipt are not considered
official and the student will be asked to re-submit. If an official transcript is opened at the academic
program, please attach the original envelope to the transcript, indicate the transcript was opened at the
department, and forward the official transcript to the Graduate College. A domestic diploma is not
evidence of degree completion or a substitute for an official transcript.

For information about official international transcripts other than those from Canada, please see
International Applicants: Special Admissions Procedures.

3.4.2 Credential Checks
The Graduate College reserves the right to conduct credential authenticity checks of academic
documents. Copies of a transcript may be returned to the issuing institution for confirmation that they
match the documents held at the institution. Transcript verification is also requested if it appears that:

e Documents have been altered
e Certification stamps are overly blurry or appear irregular
e Signatures do not appear to be valid

See also section 3.6, Fraudulent Application Documents, below.

3.4.3 Unmatched Transcripts
Transcripts received at the Graduate College without an application are retained for one year. If no
matching application is received within the year, the transcript is destroyed.

3.5 OTHER ADMISSION DOCUMENTS

Only test scores reported to Ohio University from the testing service are official. GRE scores are valid for five
years. TOEFL/IELTS scores are valid for two years. These time limits are from the start of the application
term and not the date of the application. (See the section on English Proficiency for information on waivers
to bridge short gaps between the expiration of TOEFL/IELTS scores and the start of the first semester).

IF electronic or paper letters of recommendation are received at the Graduate College separately from the
online application portal, they are uploaded and made available in GRADS.

Most paper documents received at the Graduate College are scanned and uploaded to GRADS. Any
document that cannot be scanned (e.g., books, non-paper items) will be sent in original form to the
academic program. All materials for which the Graduate College staff cannot determine an appropriate
department/school are kept in a pending file for one year. If no matching application is identified after a
year, they are destroyed.

3.6 FRAUDULENT APPLICATION DOCUMENTS

If the Graduate College discovers that transcripts, letters of recommendation, or other documents
submitted by an applicant are forged or misattributed, they will be labelled in GRADS as “Fraudulent
Documents.” If reviewers at the program level suspect or confirm that a document is not what it claims to
be, please pass that information to the Graduate College so that GRADS can be updated. Under most
circumstances, the Graduate College will not cancel the application without consulting the program based
on misleading documents. Application reviewers who notice that an applicant has been denied or had an
application withdrawn previously might be wise to check for fraudulent documents in those earlier
applications.
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3.7 MINIMUM UNIVERSITY REQUIREMENTS
The university sets no minimum GPA or GRE score requirement for admission. Requirements for English
Language Proficiency are detailed in a later section. Programs may set minimum requirements for these as
well as other relevant academic or professional criteria.

NOTE: If your program curriculum requires student participation in organizations that require a background
check, include this information in your application and catalog information.

3.8 ADMISSION POLICIES AND PROCEDURES

3.8.1 Recommending Admission, Denying, Waitlisting, and Withdrawing
Departments set their own procedures for reviewing applicants, but they must process those decisions
in GRADS. Admission is recommended by the department and finalized by the Graduate College. (See
section on Department Letters, at section 3.8.5 below, for additional action that programs should take in
the meantime). All admissions decisions are subject to the condition that the student have completed a
bachelor’s degree before beginning the graduate program. Departments may impose additional
academic conditions on admission by recommending Conditional Admission, but only for students who
do not require a student visa in order to attend the university.

When recommending admission for international students, it is extremely important to note any
financial awards that will be offered: that information will facilitate the issuance of an 1-20.

If you will not be offering admission to an applicant, you should deny, waitlist, or withdraw the
applicant as soon as possible in GRADS. When you deny an applicant, there is a 24-hour delay and then
the application status updates to “cancelled” and an email letter is sent to that applicant. If you select
deny by accident, you can withdraw that action in GRADS during the 24-hour wait period and no action
is recorded in PeopleSoft. If you wish to rescind the denial more than 24 hours later, contact the
Graduate College and we can return the application to “application” status so that you can recommend
admission.

NOTE: Please do not send applicants department-specific denial letters or emails unless you are
providing specific details about how the applicant can strengthen future applications.

If you believe the candidate is acceptable but have admitted a full cohort, you can use GRADS to set the
student’s status to waitlist or withdraw. Waitlist triggers no emails to the student, but it is visible to
them in their Student Center. That provides notice to the student that their application is still under
consideration for an admission offer.

You must admit, deny, or withdraw the applicant prior to the start of the admit term. If you withdraw an
application (whether waitlisted or not) because no slot became available, use the Withdrawal for Admit
Term Closed option.

NOTE: If you have recorded an admission offer in GRADS and the student declines the offer, please use
GRADS to withdraw that application—or, if the withdrawal option is no longer available, notify the
Graduate College of the student’s decision. Recording the student’s withdrawal will remove that
student’s name from Orientation and other beginning-of-program emails.

3.8.2 Conditional Admission

e Students with some academic deficiency in their entry requirements may be approved by the
department for conditional admission. The admitting department will specify theconditions—
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usually a number of hours with grade point average or completion of some prerequisite—that
must be met in order to clear the student for unconditional admission.

NOTE: Departments have the responsibility to monitor conditionally-admitted students and to
notify them and the Graduate College when the students meet or fail to meet the conditions.

e Students admitted conditionally are not eligible for graduate appointments until their admission
status changes to unconditional.

e The Graduate College monitors student GPA and will notify the department andacademic
college if a student GPA is below 3.0 after semester grades are posted.

International students cannot obtain a visa based on conditional admission. For guidelines on
admission for students without adequate English language proficiency for graduate study, see English
Language Study Provisional (EP) Admission below.

3.8.3  Finalizing an Admission Recommendation
Graduate College staff are notified of pending admissions in GRADS. Staff will verify eligibility (a
final/official transcript for the bachelor’s degree must be on file), and then a formal letter of admission
is sent by the Graduate College to the student confirming:

e the degree program,

e entryterm,

e admission status (see Admissions Status immediately below), and
e any documents required to complete the admission file.

3.8.4 Admissions Status

3.8.4.1 Final
Student application file is complete and there are no special conditions to be met after matriculation
(i.e., admission is neither conditional nor provisional).

3.8.4.2 Conditional
See 3.7.2 above.

3.8.4.3  Provisional
Students are admitted provisionally when they are missing some application documents, pending
completion of a previous degree, or if some part of the application is incomplete.

e Students are asked to submit final, official documents before the end of their initial semester of
registration. If documents are not received, a hold is placed on the student’s account,
preventing pre-registration for the following semester.

e The provisional status is removed once all documents are received.

e Holds placed for missing documents are not lifted for pre-registration. In the event a missing
document is not yet available to a student, registration depends on which documents are
missing. The Graduate College may request permission slips to register, or the hold may be
modified to a transcript/diploma hold.

NOTE: Students who are unable to submit a final transcript showing the degree conferred by the start of

their initial term of enrollment must submit an Enrollment Verification Letter from their college or
university, verifying completion of degree requirements and indicating the expected date of degree
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conferral. This letter must be received by the Graduate College by the first day of the student’s term of
admission.

3.8.5 Department Letters to Students
Although official, binding letters of admission will come from the Graduate College, it is good practice to
notify applicants of your decision to admit them. This is especially true given that official letters will go
out only after admission is finalized and do not carry information about funding offers.

Letter templates are available on the Graduate College website at
https://www.ohio.edu/graduate/graduate-directors-webpage/graduate-chairs-definitions/descriptions-
components-included. Departmental letters notifying applicants of the departmental admissions
recommendation and a funding offer (if applicable) must do the following:

o Note that admission is being recommended.

e If student is being offered an appointment or other aid, spell out the amount and type of aid,
and for how long it is being offered. Good practice also includes disclosing whether the student
is likely to spend time in the program without an appointment or with a lower level of
support.

e Spell out what expenses the student will bear.

e Indicate what the student needs to do to remain eligible for any appointment offered.

e For international students, include information about English proficiency.

e For all students offered funding, do not require acceptance prior to April 15, per the CGS
Resolution Regarding Graduate Scholars, Fellows, Trainees, and Assistants_
http://cgsnet.org/ckfinder/userfiles/files/CGSResolution Oct2015.pdf.

3.8.6  Pending Applications Will be Closed... But May Come Back
The Graduate College administratively closes all applications for a given term that are still in application
status as of the fifth (5th) week of the term for applicants in the U.S. Applications for those who need to
go through the visa process will be closed at least six (6) weeks before the start of the term. Applicants
are notified that they have the option to defer their application to a subsequent term. If you would
rather that these student not reapply using the same application, please deny them prior to this time.

3.9 INTERNATIONAL APPLICANTS: SPECIAL ADMISSIONS PROCEDURES

International students need an 1-20 or DS-2019 (Certificate of Eligibility for Nonimmigrant Student Status or
Exchange Visitor Status, respectively) before they can be issued student visas to study in the U.S. The
Graduate College works individually with each international admit who is not currently studying in the U.S.
to issue an I-20. This process is shown in Figure 1.

DS-2019 Forms for J (exchange) visas are issued by the Office of International Student and Faculty Services.
These are subject to many of the same legal requirements, including financial information, as the 1-20s
issued for students who enroll for the purpose of completing a graduate program at OHIO.

3.9.1 Whatis an Official Transcript?—International (not Canadian)
Original copies of transcripts, mark sheets, degree certificates, and diplomas issued by the awarding
institution are preferred. However, many international institutions issue only one official copy of the
transcript, which becomes the student’s sole copy.

Many institutions will provide students with certified or “attested” copies of academic documents,
which are copies of the original that have been signed and stamped by the Registrar of the issuing
university or the Principal of the university-affiliated college. These documents should arrive at the
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Graduate College in envelopes sealed and issued by the issuing university. Alternately, the student may
choose to have documents evaluated by a National Association of Credential Evaluation Services
(NACES) member. Official documents may also be attested by an EducationUSA office (in which case
they must include the cover letter).

Academic documents must be submitted in both the original language and an English translation. Only
translations by the degree-issuing university, a NACES organization, the Ministry of Education, or
EducationUSA are acceptable, unless otherwise noted. Country-specific details can be found on the
Graduate College website at https://www.ohio.edu/graduate/prospective-international-
students/international-credential-requirements-country. See also Credential Checks, above.

Students may also opt to pay for CertiFile credential verification from within the application. This third-
party service uses NACES-approved evaluators and allows the student to use the same credential
evaluation for multiple academic and employment applications. It also saves considerable time in
Graduate College application processing.

3.9.2  English Proficiency
The Graduate Catalog requires a demonstration of proficiency through an official TOEFL or IELTS score
before an offer of admission to an academic program can be made and an 1-20 for study in that program
can be processed. (Applicants without demonstrated English proficiency may be admitted as English
Provisional and initially placed into the Ohio Program of Intensive English (OPIE). This and other
exceptions are noted in the section on English Language Proficiency.) Non-native English speakers must
also establish proficiency in English before they are eligible to receive a graduate appointment, and the
offer of a graduate appointment may affect the student’s ability to receive an I-20.

All students with a TA appointment must also demonstrate spoken English proficiency. Non-native
speakers must establish this through approved testing. Programs are responsible for verifying the
spoken proficiency of native speakers. For more information, see the sections on English Language
Proficiency and Graduate Student Appointments.

3.9.3 Affidavit of Support/Financial Responsibility
International applicants must submit evidence of financial responsibility—either funding from the
university, cash in the bank, or some combination—as student visa holders generally cannot hold off-
campus employment. International students must certify funds totaling the amount listed for the
applicable academic year. For amounts, see https://www.ohio.edu/graduate/prospective-
students/tuition. Please note that the amounts are for a 9-month academic year.

Once a student is admitted:

e The Affidavit of Support is evaluated
e Ifitis found to be satisfactory, an I-20 or DS-2019 is sent to the student permitting the student
to apply for a visa (F and J visas respectively).

The Graduate College requires verification of financial support from the department/school, since any
financial aid provided by Ohio University may be used as partial/full evidence of financial responsibility
for the Affidavit of Support. Funding amounts entered into GRADS are used for this purpose. Failure to
notify the Graduate College of a departmental financial support offer can delay the admission process
for international graduate students.

The Financial Support Form and instructions for completing it, including requirements for supporting
documentation and rules for financial sponsorship, can be found on the Graduate College Forms page
(https://www.ohio.edu/graduate/forms).
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Admission and F1/J1 Visa Steps for International Students

Application

U.S. Bachelor’s
Equivalent?

See Section English Native English
on English
Proficiency

Proficient*? Speaker?

Admission/
Funding Offered |

*With an assigned English level or
waiver permitting admission or
admission and funding. An 1-20 may be
issued before a student has
demonstrated proficiency for funding,
but the student may have difficulty
establishing adequate financial
resources without the funding offer.
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Student Ineligible to
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Successful

Student Eligible to Travel

Enroll

Figure 1: Admissions and Visa Steps for International Students

Graduate College Handbook 11-22-19 17 3 —Application and Admission



TABLE OF CONTENTS

3.9.4 How Do Students Get Their I-20s?
The Graduate College by default airmails all I-20s. Students who would like quicker delivery may use
eShip Global (which requires payment by the applicant). Students may also request that documents to
be mailed to a friend or a relative who resides in the U.S. so they can express mail these documents to
the student. Anyone picking up an I-20 at the Graduate College must provide photo ID. If the student is
using an option other than airmail or eShip Global, this information should be noted by the student on
the Financial Support form.

3.9.5 The Next Steps: The Student Exchange Visitor Information System (SEVIS) and Changes in Student
Status
All international student visa documents are issued through SEVIS. All students issued an 1-20 or DS2019
are required to pay a SEVIS fee (currently approx. $160) directly to the Student Exchange and Visitor
Program (SEVP) prior to presenting the I-20 or DS-2019 at a visa interview.

The University is required to confirm a student’s arrival and registration within 45 days of the start of
the academic term. The student is thus required to check-in with International Student and Faculty
Services. International students are also required to maintain current address information. The address
update form is on the Registrar’s webpage (https://sis.ohio.edu/student); note that only students have
access to this page.

Changes/addition to degree program or degree level (e.g. master’s to doctoral level) require a new I-20
or DS-2019. Students must work with International Student and Faculty Services Office to acgire this.

3.9.6  New International Student Fee
To assist in providing services, ISFS charges each new international student a one-time fee of $150.

3.9.7 Timeline for International Application, Admission, and Visa
Once all application documents are submitted, the timeline for international admissions looks like this:

e Credential check: 7-10 days, but expedited at the request of the department. If the student pays
for the CertiFile option when applying, this step is much less time-consuming.

e Application review by program: variable time.

e Request for English Proficiency waiver: if needed, 3-5 business days to finalize.

e Recommendation for admission and finalization of admission by Graduate College: 3—5 business
days.

e Student compiles financial documents for I-20: variable time.

e Financial documents reviewed in Graduate College and 1-20 processed: 5-10 business days.

e [|-20 sent to student: variable time, allow about 2 weeks.

e Student pays SEVIS fee and schedules interview: up to 2 months (may be as short as 30 days for
Europe).

e If successful, student arranges travel: allow 1 week.

e TOTAL TIME (without departmental deliberations): 2-4 months.

3.10 SPECIAL ADMISSION STATUS TYPES
Students not pursuing a graduate degree program may enroll in graduate classes with one of a number of
other admissions types. If you need more information than is included here, these types and associated
policies are fully detailed in the Graduate Catalog section “Application, Admission, and Adding Degrees:
Admission Categories.”
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3.10.1 Transient Student

A student working on a graduate degree at another university can apply to take classes intended for
transfer as a transient student.

e The student should complete a Transient application form (through the normal application
portal) and pay the appropriate application fee.

e Rather than submitting transcripts, the applicant must complete a Certificate of Good Standing
from his or her dean (in place of transcripts), confirming that they are enrolled in a graduate
program and are in good standing. The Certificate of Good Standing form is found on the
Graduate College website at (http://www.ohio.edu/graduate/gradForms.cfm).

e Admission for transient students is good for one semester only.

3.10.2 Non-Degree Student (Non-Certificate)

An applicant interested in taking courses without intending to complete a degree may qualify to study as
a non-degree student.

e  “Non-degree” admission has a 12-credit hour or six-year limit and does not constitute admission
to a degree program. Renewal after the credit-hour or time limit requires a new application and
application fee.

e Non-degree applicants need to identify an area of study on their application. Review and
admission to the non-degree program are made by the graduate chair of the corresponding
degree program. For example, ND1234 applicants would be admitted by the chair responsible
for MA1234.

e Students applying for non-degree status need to provide an official transcript showing
completion of a bachelor’s degree or higher. Departments have the option to require or waive
additional application materials (e.g. letters of recommendation, personal statements, resumes,
etc.).

e Credit earned in non-degree status cannot normally be applied toward a graduate degree at
Ohio University.

e Non-degree students are generally not eligible for financial aid. If you have questions, please
refer to the office of Financial Aid.

3.10.3 Certificate
A certificate student is one working toward a standalone graduate certificate in a non-degree status.

e To be admitted to certificate status, students must apply through the non-degree application.
Once admitted, students may only enroll in graduate courses that are part of their certificate
programs.

e Acertificate student who wishes to be considered for admission to a degree program must
submit a degree-seeking application.

e Graduate status ceases upon completion of requirements for the certificate, dismissal from the
certificate program, or reaching the certificate completion time limit of six years.

e Certificate students are not currently eligible for financial aid.

3.10.4 Dual/Second Master’s Degree
Students already enrolled in a master’s program may apply to a second master’s degree program by
completing a regular application form and paying the appropriate application fee. The Graduate Catalog
section on “Application, Admission, and Adding Degrees