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INTRODUCTION 

This handbook was prepared in The Patton College of Education (PCOE) with input from the 
College's Research and Graduate Studies Committee, Senior Associate Dean for Research and 
Graduate Studies, Manager of Graduate Records, and graduate faculty. Its purpose is to inform 
students of important requirements for doctoral study in the College. The College's Graduate 
Student Affairs Office is located in McCracken Hall Room 125D. While the doctoral advisor 
provides students with guidance as they progress through their graduate studies, and students are 
always urged to consult with them first, procedural clarifications can be sought by contacting The 
PCOE's Graduate Student Records Manager (740-593-4411). 

The Patton College of Education has five academic departments, three of which offer doctoral 
programs:  

● The Department of Counseling and Higher Education offers doctoral programs in (1) 
counselor education and supervision and (2) higher education. 

● The Department of Educational Studies offers doctoral programs in (1) educational 
administration, (2) educational research and evaluation, and (3) instructional technology. 

● The Department of Human and Consumer Sciences does not offer a doctoral degree 
program at this time. 

● The Department of Recreation and Sport Pedagogy does not offer a doctoral degree 
program at this time. 

● The Department of Teacher Education offers doctoral programs in (1) curriculum and 
instruction, (2) mathematics education, (3) science education, and (4) social studies 
education. 

The information provided in this Handbook references both Ohio University (OHIO) policies and 
procedures and Patton College policies and procedures. The OHIO Graduate Catalog 
(http://www.ohio.edu/gcatalog/index.html) and the OHIO Student Handbook provide valuable 
information about graduate studies at the university. Academic departments may additionally have a 
Doctoral Handbook or Departmental Policies with more specific standards and guidelines. You are 
responsible for knowing university, college, and department regulations and for complying with all 
applicable policies and procedures. For information regarding departmental policies as well as 
faculty schedules including office hours, please contact the following: 

● Department of Counseling and Higher Education, 432 McCracken Hall, 740-593-4444 
● Department of Educational Studies, 302 McCracken Hall, 740-593-4423 
● Department of Teacher Education, 309 McCracken Hall, 740-593-4424 

Below is a list of resources that can support your academic needs during your graduate studies. 

Student Accessibility Services 

This office is available to ensure equal opportunity and access for members of the Ohio University 
community. The website and access to their services are available at: https://www.ohio.edu/uc/sas. 
Students should register as appropriate and make their needs known to faculty members. 



  

  5 

University Library 

The university library is one of the most important information sources. The Alden Library is 
located at Park Place, College Green; most library services, such as ALICE and inter-library loans, 
are available online at: https://www.library.ohio.edu/    

The Patton College of Education Data Analytics and Academic Technology Center (DAATC)  

The DAATC is located on the second floor of McCracken Hall, 740-593-4451. A variety of 
equipment, such as digital recording devices, computers, and video cameras are available to Patton 
College students for loan. Services such as student project workrooms may be reserved through the 
CTC at: https://www.ohio.edu/education/curriculum-technology-center. 

A variety of study spaces are available for student use throughout McCracken Hall. 

Organizations/Committee Involvement 

The Graduate Student Senate represents graduate students at Ohio University.  If you are interested 
in learning more about or serving on the Senate, contact the organization at 305B Baker University 
Center, http://www.ohio.edu/gss/index.cfm  

There are opportunities to serve on certain department and college committees as well.  Please 
contact your department to learn which committees are open to graduate student representation. 
The Senior Associate Dean for Research and Graduate Studies issues periodic calls for student 
representation on College committees. 

Internet Addresses 

● Ohio University Web Page: http://www.ohio.edu Information on student and faculty email 
addresses, campus offices and services, as well as upcoming events. 

● Registrar's Office: http://www.ohio.edu/registrar Information on DARS, grades, 
graduation, transcripts and class schedules. 

● The Patton College of Education: http://www.cehs.ohio.edu        
● Graduate Catalog online: http://www.ohio.edu/gcatalog/index.html)  
● Email accounts: https://www.ohio.edu/oit/services/email-calendar  
● International Student and Faculty Services: https://www.ohio.edu/isfs  
● Graduate Record Exam: http://www.ets.org/gre  
● TOEFL: https://www.ets.org/toefl  

There are additional resources for graduate students on the Senior Associate Dean for Research 
and Graduate Studies website. This site can be accessed from The Patton College front page. 
Patton College forms referenced in this handbook are available at: 
https://www.ohio.edu/education/forms. Additional information is also provided in Appendix A. 

ASSIGNMENT AND CHANGE OF ADVISOR 

Upon initial admission, you will be assigned a faculty member to serve as your advisor. The initial 
assignment of the advisor is based on considerations such as student and/or faculty preferences, 
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compatibility of student and faculty research interests, and faculty advising loads. You should 
contact your advisor to discuss your program’s requirements and to determine which courses to 
register for. As you become acquainted with additional faculty members within your program, you 
will form a doctoral committee who will guide you to develop a program of study as soon as 
possible after being admitted. It is expected that a program of study approved by your doctoral 
committee will be on file in The Patton College Office of Graduate Student Affairs within one 
year of initial enrollment in the doctoral program. The Program of Study is important to complete 
because it establishes the contractual agreement regarding required courses for the doctoral degree. 

If the student or the advisor determines that it is no longer desirable for the adviser-advisee 
relationship to continue, the student or doctoral advisor should notify the PCOE Graduate Records 
- Student Affairs Office and complete the "Request for Change of Advisor" form available at: 
https://www.ohio.edu/education/forms. In the event the decision to discontinue an advisor-advisee 
relationship originates with a faculty member – including a faculty member's decision to retire or 
leave the University – it will be the responsibility of that faculty member to assist the student in 
identifying and obtaining a new doctoral advisor. In the event that no new doctoral advisor can be 
identified, the matter will be brought before the program faculty for resolution.  If the decision 
originates with a student, it will be the sole responsibility of the student to seek out and gain the 
consent of another faculty member to serve as their doctoral advisor. 

Students who seek to change advisors do so for a variety of reasons. Often, as students complete 
course work in their programs, they learn about the research interests of faculty members other 
than those of their initial advisor. Alignment of research interests, compatibility of temperaments, 
and faculty members' availability to provide support for the dissertation are all good reasons for 
changing advisors. Changing advisors in the middle of the dissertation process occurs much less 
often than during the coursework phase of the program. It is typically a result of a change in the 
faculty dissertation chair’s status (e.g. medical situation, fellowship leave, or move to another 
institution). A change in dissertation chair for other reasons must be considered carefully, in 
consultation with the chair of your department. Such a request requires approval by both the 
department chair and the Office of the Dean. 

ADDING ADDITIONAL DEGREES OR CERTIFICATES 
Students admitted to a doctoral program in The Patton College of Education can pursue an 
additional master’s degree at the same time as they are completing the doctoral program of study. 
They can also add certificate programs to their degree. However, Patton College doctoral 
students are not allowed to pursue a second doctoral degree as they complete their program of 
study.  
A maximum of ten (10) semester hours can be shared between two-degree programs. A Dual 
Degree/Dual Program form (https://www.ohio.edu/graduate/forms) must be completed before 
admission is finalized for the second degree or certificate. More information about adding 
degrees and certificates is available in the OHIO Graduate Catalog.  
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REGISTRATION 

Eligibility to Register 

Students who have been admitted to doctoral programs are eligible to register (or pre-register) for 
classes beginning on dates listed on the official academic calendar found on the Registrar’s Office 
website http://www.ohio.edu/registrar/calendar.cfm. In order to register, students will need to have 
obtained OHIO IDs (PID). The number on the ID (that is, the number that follows the letter "P" on 
the ID) and the student’s password are required for registering for classes. Information about 
students’ OHIO ID and password is available on the Ohio University Information Technology 
(OIT) website: https://www.ohio.edu/oit/services/ohioid/activate.cfm  

Registration Dates 

The dates for registration and pre-registration are published on the Registrar's website at: 
https://www.ohio.edu/registrar/Register.cfm and are available through the MY OHIO portal. 

Course Offerings 

The Course Offerings can be found on-line through the MY OHIO portal. Information about an 
upcoming term is available to students from prior to pre-registration through the beginning of the 
term. Refer to the Academic Calendar (http://www.ohio.edu/registrar/calendar.cfm) or to 
information on the My OHIO portal https://my.ohio.edu for dates for pre- registration, registration, 
change orders (i.e., adds/drops), cancellations, and graduation. 

How to Register 

● Sign in to My OHIO using the OHIO ID (also known as Oak ID) and password. 
● Click on the Academics tab. 
● Sign in to My OHIO Student Center. 
● Click on the "Enroll" link in the Academics section of the Student Center 
● For detailed instructions and updated information, see the University Registrar's 

Registration Instructions webpage (http://www.ohio.edu/registrar/Register.cfm).  

Class Registration Notification 

It is important to verify your schedule after registering for classes. Please check your schedule 
through the MY OHIO portal at the MY OHIO Student Center. The Registrar's Office will also 
generate notifications through the portal reminding students to review their schedule. If your 
schedule is not accurate, you may drop or add courses using the procedures described below. 
Students can add and drop courses through the MY OHIO portal during the registration period. 

Pre-Registration 

Currently enrolled students are eligible to pre-register. Pre-registration dates are posted in the MY 
OHIO Student Center. The deadline for payment of tuition for pre-registration is also listed 
through the MY OHIO portal. 
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Immediate Registration Following Admission 

You must begin graduate study during the term for which you have been admitted (or re- 
admitted). If this is not possible, you may request a deferment from the degree program prior to the 
start of the term of entry. If that deferral extends beyond a year from the initial application, you 
must reapply, pay the reapplication fee, and be readmitted. Please note that deferment of 
assistantship offers is not automatic, and may be denied. Failure to request a deferment will result 
in cancellation of your admission. 

Continuous Registration 

You must be registered for at least 1 credit hour in any term during which service of any kind is 
received from Ohio University as well as in the term that you graduate. 

Adding/Dropping Classes 

Each term's deadline for adding and/or dropping classes is listed on the Academic Calendar 
(http://www.ohio.edu/registrar/calendar.cfm) and at the MY OHIO Student Center. After a certain 
date, adding or dropping a class incurs a fee. See the fee schedule on the Academic Calendar or the 
MY OHIO Student Center. Late dropping of classes results in the assignment of a grade of WP 
(withdraw passing) or WF (withdraw failing). Neither the WP nor the WF affects the grade point 
average. 

The Registrar will not allow you to drop a class if you are registered for one class only. If you need 
to drop all of your classes but the registration site still keeps you registered for one class, please 
contact the Graduate College (740-593-2800). 

If you need to make changes to your schedule after the deadline to add or drop classes, please 
contact the Graduate College (740-593-2800) to file an appeal for late schedule changes. You will 
also need to pay a processing fee, which accompanies the appeal form. 

To ask questions about registration or report registration problems, contact the Office of the 
Registrar at:  registrar@ohio.edu or call 740-593-4191. 

Auditing Classes 

You may audit (AU) a class; however, you cannot use an audited class to fulfill requirements for 
doctoral residency or hours required for a financial aid award. If the course is required as part of 
your program of study, auditing will not count toward completion of the program of study. You 
will need to take the course during another term for a letter grade. 

Appeal Process to Change Schedule of Classes 

For information regarding tuition appeals and late drops, and for necessary forms and deadlines, 
please see the Office of the Provost Tuition Appeals and Late Drops website: 
https://www.ohio.edu/provost/apaa/appeals_tuition.cfm  
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TUITION/BILLING 

Tuition Bills/Bill Adjustment 

Your tuition is based on the number of credit hours for which you are enrolled. The tuition and fee 
table can be found on the Bursar's website at: http://www.ohio.edu/bursar. Tuition bills are issued 
electronically and you will receive notification through the MY OHIO portal when a tuition bill 
has been generated. Payment can be made online through your e-Account. You can also mail 
payment to Ohio University or pay in person at the Bursar's Office in Athens (Chubb Hall) or at a 
regional campus. 

Residency Changes for Tuition Billing 

Tuition rates differ for in-state and out-of-state students because out-of-state students are required 
to pay a surcharge. Out-of-state students may qualify for in-state tuition rates by declaring Ohio 
residency. Out-of-state students who wish to declare Ohio residency should contact the Graduate 
College (740-593-2800) for the application. Guidelines for declaring Ohio residency can be found 
at: http://www.ohio.edu/admissions/residency. 

Employee Fee Waivers 

Educational Benefit forms for eligible employees, spouses, or children may be obtained from the 
Human Resources website (https://www.ohio.edu/hr/resources/forms), scroll to Educational 
Benefit, Employee. In order to receive a fee waiver, you must complete and submit an eligibility 
form. 

University Health Insurance 

If you register for five or more hours you are required to purchase university health insurance 
unless you have some other form of insurance coverage. To request a waiver, you must complete 
an insurance waiver form.  For information on the health insurance benefits or the waiver process, 
visit https://www.ohio.edu/student-insurance (click “Waiver”) or contact the Bursar’s Office in 
Chubb Hall (740-593-4130). 

FINANCIAL AID 

Graduate Assistantship (GA), Teaching Assistantship (TA), Research Assistantship 
(RA), and Graduate Recruitment Scholarship (GRS) 

Forms to apply for financial assistance through a graduate assistantship (GA/TA/RA) and/or 
graduate recruitment scholarship (GRS) are available by contacting your department's 
administrative specialist. Applications for financial assistance are typically due by March 15 of the 
year prior to the one for which you are seeking assistance; individual departments may state a 
different due date.  Any questions concerning financial aid should be directed to the chair of your 
academic department. Students who are awarded a graduate assistantship of any kind 
(GA/TA/RA/GRS) are required to register for at least 12 graduate hours each term. Undergraduate 
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hours (courses numbered 100-400) and hours taken for audit (AU) do not count toward the 
required number of hours for the financial aid award. 

Students who have been awarded a graduate assistantship or graduate recruitment scholarship are 
required to complete an I-9 form in person at the Graduate College. Unless this form is completed, 
your first paycheck will be held. 

Reapplication for Graduate Assistantships and Graduate Recruitment Scholarships 

Graduate assistantships are not renewed automatically from year to year. You must reapply with 
the hiring unit each year if you are interested in continuing to receive a graduate assistantship or 
recruitment scholarship. To reapply you must use the form available in the office of your academic 
department. All reapplications for graduate assistantships or graduate recruitment scholarships are 
due by March 15th. 

Ohio University Foundation Scholarships 

Gifts from various donors provide funds for partial scholarships to graduate students. Most of 
these awards are made by departments and are based on criteria specified in each gift agreement. 

University Fellowships 

The following fellowships are funded through the Office of the Vice President for Research and 
Graduate Studies: 

● The John Cady Graduate Fellowship 
● The Donald Clippinger Fellowship 
● The Claude Kantner Fellowship 
● The Anthony Trisolini Graduate Fellowship 

Applications and information are available at: https://www.ohio.edu/graduate/prospective-
students/financial-support. A student must be nominated by a faculty member in order to be 
eligible for a fellowship award. Nominations are typically due in early spring semester. Check the 
website for the specific due date each year. 

Financial Aid Resources 

● Financial Aid Office, Chubb Hall, 740-593-4141 - loans, work-study: 
http://www.ohio.edu/financialaid/index.cfm  

● Residence life positions, Chubb Hall, 740-593-4095: https://www.ohio.edu/housing/ 
● Office of Graduate College, 740-593-2800:  http://www.ohio.edu/graduate     
● Veterans Benefits, Baker University Center, 740-566-8387:  

https://www.ohio.edu/registrar/veteran_services.cfm 
● Graduate Student Senate, 302 Baker Center, 740-593-1899: 

http://www.ohio.edu/gss/index.cfm  
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Funding for Research 

1. Graduate Senate Grants: Graduate Student Senate provides grants for travel and for scholarly 
work. Information about these grants is available at the following web page: 
http://www.ohio.edu/gss/grants/index.cfm 

2. Graduate Study and Educational Research Fund: Awards are made each term.  Applications, 
guidelines and deadlines are available at: https://www.ohio.edu/education/college-
offices/office-of-the-dean/research-and-graduate-studies/graduate-study-and-research-
fund.cfm 

3. Patton College Student Travel Award: All Patton College students are eligible for financial 
awards to attend conferences in order to present their research. Information about levels of 
funding and application procedures can be found at: https://www.ohio.edu/education/college-
offices/office-of-the-dean/research-and-graduate-studies/index.cfm  

GRADES AND REQUIREMENTS 

Standards of Work 

Conferral of a graduate degree requires at least a B (3.00) grade point average (GPA) plus the 
required courses for the degree program being pursued. All students in doctoral degree programs 
must maintain a minimum grade point average (GPA) of at least 3.00.  Students whose GPAs fall 
below 3.00 will be put on probation and must raise the GPA above 3.00 by the end of the 
following term. If a student’s GPA improves substantially after one term but remains below 3.00, 
they will remain on probation and may continue in the program only with the recommendation of 
the advisor and department chair. The Patton College reserves the right to dismiss/suspend a 
student with the option to reapply in the future.  University regulations prohibit awarding any type 
of financial assistance to students who are on probation or who are conditionally admitted to a 
graduate program. 

For doctoral programs in The Patton College, no grade below B- will be accepted on any 
coursework that is part of a student's program of study, including coursework in Research and 
Scholarly Tools. If you receive a grade below B-, you must repeat the course or, subject to 
approval by your doctoral program committee, revise your program of study with a different 
course substituted for the course carrying the grade below B-. If you repeat a course or substitute it 
with an approved course, the previously earned grade that was below a B- is not removed from 
your transcript. The grade remains on the transcript and is used in the calculation of your GPA. 
Grading System - Please refer to the Graduate Catalog for complete information. 

You can only complete a course more than once for credit if the course is designated as repeatable. 
Repeatable courses are designed to be taken multiple times (e.g., dissertation, practicum, and 
special topics credits). You may not take a course a second or subsequent time if a prior attempt 
has met degree requirements. 
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Professional Dispositions and Academic Integrity 

Doctoral students in The Patton College must uphold and follow professional ethics, standards of 
practice, policies, and legal codes of professional conduct set by Ohio University, The Patton 
College core values (https://www.ohio.edu/education/about/mission-vision), and Specialized 
Professional Associations such as the American Educational Research Association (AERA). 
Students are expected to maintain academic integrity and avoid dishonesty or deception when 
fulfilling academic requirements. The OHIO graduate catalog and student code of conduct 
provide more information about expectations and consequences for academic misconduct, 
including dismissal from the university. 

Academic Grievance Procedure 

The Graduate Catalog and the Ohio University Faculty Handbook provide a process and timeline 
for individual grade appeals. As a first step, a grievance should be fully discussed with the 
instructor. If the problem cannot be resolved at that level, the student should next appeal to the 
chair of the department with which the faculty member is affiliated. Further appeals may be made 
through the grievance committee of the department (if the department maintains such a committee) 
and the dean of the college. If the grievance cannot be resolved to all parties' satisfaction at any of 
these levels, it can be brought before the University Grievance Board for review. The board 
reviews the grievance and submits its recommendations to all appropriate parties. A copy of the 
grievance procedure may be obtained from your department office. Additional information about 
the rights and responsibilities of students and faculty with respect to grade appeals can be obtained 
from the Office of the Ombudsperson. 

Time Limit 

Doctoral students have seven (7) years from the date of admission to complete the degree 
requirements. Students who do not complete their requirements within the time limit may continue 
graduate study at Ohio University only if exceptional circumstances are associated with the delay 
in progress. The Dean of The Patton College of Education may grant a one-term, one- time 
extension. The application for such an extension may be found at: 
https://www.ohio.edu/education/resources/forms.cfm   

Students who have not completed the degree requirements within the required time limit may 
apply for readmission to the program (up to two years). Applications and guidelines for extension 
and readmission are available in The Patton College Office of Student Affairs and at: 
https://www.ohio.edu/education/resources/forms.cfm  

Credit Hours 

The total number of hours required for the doctoral degree varies by program. The required 
minimum number of hours is 90 semester hours beyond the bachelor degree and 60 semester hours 
beyond the master's degree. Some programs in The Patton College require hours beyond the 
minimum. 
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Residency 

At Ohio University doctoral programs must articulate requirements, if any, for students’ on-
campus presence, either periodic (as in hybrid on-line/on-campus learning model) or continuous. 
This residency requirement is provided by The Graduate College in The Graduate Catalog at: 
http://www.catalogs.ohio.edu/content.php?catoid=47&navoid=3730&hl=%22residency%22&retur
nto=search#pdarr 

Patton College Residency Requirement 

In order to receive a doctoral degree in The Patton College, a student must maintain at least two 
consecutive academic semesters of full-time graduate enrollment (registration for 9 graduate 
credits for fee-paying students, 12 graduate credits for students receiving a full assistantship, and 
12 graduate credits for students receiving a partial assistantship (GRS). Consecutive residency 
options include Fall-Spring; Spring-Summer; Summer-Fall; Spring-Fall. The continuous residence 
requirement applies to the period of graduate study following the completion of the master’s 
degree or the completion of at least 30 graduate credits. 

To request a waiver of the residency requirement, the doctoral student should send an email to the 
Senior Associate Dean for Research and Graduate Studies (See 
https://www.ohio.edu/education/about/deans-office-overview for current name), with copy to your 
advisor and department chair, stating your request for a waiver and the reason for the waiver 
request. Upon approval by the advisor and the department chair, the Senior Associate Dean will 
present the case to The Patton College Research & Graduate Committee, who will make a 
recommendation. Approved waivers will be processed through the Graduate College. 

Leave of Absence Policy 

If you are enrolled in a degree program but do not expect to make progress towards your degree 
for a period of time due to personal, medical, or professional reasons, you should request a leave 
of absence from the degree program prior to leaving the program temporarily. Students on an 
approved leave of absence may not use university resources and services or engage in consultation 
with faculty in an academic capacity. A leave of absence does not extend the seven-year time limit 
of the doctoral degree. 

Requesting a leave of absence ensures that faculty members in your academic program are aware 
of your plans and have assisted you in taking necessary steps to complete work prior to the leave. 
An approved request for a leave of absence also provides confirmation to third parties of your 
status as a student in good standing. To request a leave of absence, you must submit a written 
request to your doctoral advisor stating the reason for the leave and the expected duration of the 
leave. The Patton College Leave of Absence Policy and the form for submitting the request can be 
found at the following web address: https://www.ohio.edu/education/resources/forms.cfm.  

You are responsible for resolving all issues pertaining to financial support, federal financial aid, 
and any outstanding debt to Ohio University prior to a leave of absence.  Prior to the completion of 
the leave of absence, you must notify The Patton College Graduate Student Affairs Office, so that 
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the reentry process can be initiated. 

Students who are completing work under the auspices of a one-term extension will not be eligible 
for a leave of absence. If such students need more time for completion of their dissertation work, 
they are eligible to request readmission. 

A student who does not return and resume enrollment in the degree program at the conclusion of 
an approved leave of absence will be dropped from the program. 

To ensure compliance with current SEVIS regulations and visa restrictions, international students 
on an F-1 or J-1 nonimmigrant status must also obtain authorization from International Student 
and Faculty Services prior to the initiation of a leave of absence and before returning to campus.   

DOCTORAL PROGRAM REQUIREMENTS 

After admission to a doctoral program in The Patton College, you must complete coursework 
listed in your program of study, a comprehensive exam, and a dissertation proposal to be formally 
admitted to doctoral candidacy. Specifically, the following criteria must be met: 

1. Program of Study courses successfully completed, including all courses with a prior grade 
of PR. 

2. Scholarly Tools Courses on Program of Study successfully completed. 
3. Comprehensive Examination successfully completed. 
4. Dissertation Committee Approval form completed and submitted to The Patton College 

Office of Graduate Records.  
5. Dissertation Proposal successfully defended and Proposal Defense Report completed and 

submitted to The Patton College Office of Graduate Records.  
6. For dissertations that require IRB approval, the confirmation IRB approval must be 

obtained and submitted to The Patton College Office of Graduate Records.  

Forms indicating completion of the above steps are available from and filed in the Office of 
Student Affairs in The Patton College of Education. You are not permitted to schedule the oral 
examination of the dissertation until you have met all requirements for formal admission to 
candidacy. Formal notification of your admission to candidacy will be provided to you. A copy 
will be sent to your advisor as well as kept on file in the Office of Student Affairs in The Patton 
College of Education.  

After formal admission to doctoral candidacy, all doctoral students must successfully complete a 
final dissertation defense followed by The Patton College dissertation submission process, and, in 
order to graduate, meet the TAD requirements for dissertation submission associated with the 
academic term in which graduation is intended.  

Enrollment in dissertation hours is reserved for students who have completed the comprehensive 
examination. In extenuating or special circumstances, and only under the discretion of the 
committee, a student may have the opportunity to enroll in dissertation hours prior to the 
completion of the comprehensive exam. Students are never expected to provide food or drink or 
gifts to faculty at any meeting held during their doctoral program. 
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The following sections of this Handbook describe how to complete these requirements.  

Program of Study 

As mentioned previously, you will form a doctoral committee consisting of your advisor and at 
least 3 additional faculty members within your program. The doctoral committee will guide you to 
develop a program of study (POS) as soon as possible after being admitted. It is expected that an 
approved program of study approved by your doctoral committee will be on file in The Patton 
College Office of Graduate Student Affairs by the second semester of enrollment in the doctoral 
program. The official, approved POS establishes the contractual agreement regarding required 
courses for the doctoral degree. It can only be changed by doctoral committee action. A form 
entitled "Request for Change in Approved Doctoral Program" is used for this purpose, and is 
available from the Office of Student Affairs in The Patton College of Education online at: 
https://www.ohio.edu/education/forms.    

As you develop your POS, it is important to consider your anticipated dissertation research topic, 
questions, and research design because the courses listed in the POS will serve as the content of 
the comprehensive examination and the foundation for dissertation work. It is important to keep in 
mind that if the content area, research design, and/or methods selected for the dissertation proposal 
do not align with the completed POS courses, the dissertation committee is likely to require 
additional courses as a contingency to a successful proposal defense. 

The total number of hours to be taken in a doctoral program varies according to many factors, but 
every student is required to complete at least 90 semester hours of coursework relevant to the 
program beyond the bachelor's degree and at least 60 semester hours of coursework beyond the 
master's degree. 

The POS and corresponding approval page must be filed in the PCOE Graduate Records Office of 
Student Affairs. The approval page is available at: https://www.ohio.edu/education/forms 

For all courses required on the approved POS, no grade below B- will be accepted toward 
graduation. If you earn a grade below B-, you must repeat the course (noting that the grade for the 
first attempt remains on the permanent record and contributes to the GPA) or make substitution 
subject to approval by your doctoral program committee. 

You can only complete a course more than once for credit if the course is designated as repeatable. 
Repeatable courses are designed to be taken multiple times (e.g., dissertation, practicum, and 
special topics credits). You may not take a course a second or subsequent time if a prior attempt 
has met degree requirements. 

Transfer of Credit 

To be eligible for transfer, courses must be 

1. Designated as graduate credit at the institution where taken, 
2. Letter graded B or better, 
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3. Earned within the past five years, 
4. Applicable toward a graduate degree at the institution where taken, and 
5. Earned in courses taught by members of that institution’s graduate faculty. 

Credits requested for transfer cannot have been used to satisfy requirements for completion of 
another degree. Courses equivalent to those at Ohio University cannot be transferred for credit and 
also be taken for credit at Ohio University. Credit is not accepted for courses taken by 
correspondence. 

There is no set limit to the number of credit hours which may be transferred for doctoral degrees; 
however, it is up to the discretion of the doctoral committee whether any credits (and how many) 
will be accepted as transfer credit. If a student intends to count a transfer course in their program 
of study, they should designate this arrangement by flagging the course on the program of study 
with the letter "T."  

Any request for transfer of credit must be recommended by your advisor and department chair 
before final review and acceptance by the dean's office, who forwards the approval to Graduate 
College. Students must submit an approved Request for Graduate Transfer of Credit form to the 
Graduate College, 220 R-Tech Bldg., gcadm@ohio.edu. Before the transfer can be processed, the 
Graduate College must receive an official transcript from the institution at which the course was 
completed.  

No letter grades will appear on your Ohio University transcript for transferred courses, nor will 
they be calculated in your GPA. Courses that are transferred to the DARS are listed as having a 
grade of "T" rather than a letter grade. Only courses counting toward an Ohio University degree 
are eligible to appear on the Ohio University transcript as transfer credit. 

Research and Scholarly Tools 

In accordance with program requirements and at the discretion of their doctoral committee, a 
student must demonstrate proficiency in the research and scholarly tools which relate to their total 
academic program, professional goals, and proposed dissertation. Courses that prepare students 
with appropriate scholarly tools must be included in the POS. 

The doctoral committee may require specific courses that will assist in the proposal preparation 
and the collection and analysis of data for the dissertation. For instances where students’ plans for 
dissertation research change after the POS has been approved, additional or different scholarly 
tools courses may be required. If any changes, including changes to scholarly tools, are deemed 
necessary, the student must complete a “Doctoral Change in Program of Study” approval form.  

Comprehensive Examination 

The comprehensive examination is the culmination of the coursework component of the doctoral 
degree. It is an opportunity for you to demonstrate broad and inclusive knowledge of the core 
content areas associated with courses in the program of study. The intent is for these courses to 
support the research to be undertaken for the dissertation. 
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Comprehensive examinations consist of two phases: written and oral. While both phases are 
considered to be one examination, each phase has distinct components and processes. Students 
must be enrolled in at least one graduate credit hour during any term in which either component of 
the comprehensive examination is underway. In extenuating or special circumstances, and only 
under the discretion of the committee, a student may have the opportunity to take the 
comprehensive exam a second time. 

Written Portion 

The written portion may only be taken with approval of the doctoral committee and after 
completion of the majority (minimum 75%) of courses listed on the student’s approved POS, 
including coursework in research and scholarly tools. Check departmental policies for more 
specific guidelines. The Chair of the doctoral committee, in consultation with the student and 
committee members, determines the timeline for undertaking and completing the written portion of 
the examination. Doctoral committee members constitute the examination committee and 
recommend questions to represent all the content areas on the student’s POS. While 
comprehensive exam questions can ask students to design research studies, the examination is not 
intended to serve as a pre-proposal for the dissertation. With input from all doctoral committee 
members, the examination is prepared by the program committee chair and a deadline for 
completion is conveyed to the student. The deadline set by the committee is binding; failure to 
submit the written examination to the program committee chair by the deadline can be reason to 
require a second examination or face dismissal from the program.  

After the student submits the written portion of the examination, a date for the oral portion of the 
comprehensive exam is confirmed in consultation with the student and the committee members. 
The oral defense date must be set at least two weeks after the submission of the written 
component. It is recommended that each committee member evaluate the portions of the exam 
falling under their purview, identify oral examination questions, and be prepared to provide 
verbal/written comments to the student (and the chair) during the oral defense. Check departmental 
policies and guidelines for the comprehensive exam for more information.  

Oral Component 

The oral comprehensive examination consists of a formal evaluation where the student responds to 
questions posed by committee members.  

Outcomes for the Comprehensive Examination 

After the oral examination is concluded, the committee chair is responsible to submit the “Report 
of the Results of the Doctoral Comprehensive Examination” to The Patton College Office of 
Graduate Student Records within one week. The form must be completed in its entirety, with 
signatures of each examiner. The student also signs the form acknowledging any conditions that 
might be noted. When the outcome of the comprehensive exam is unsatisfactory, feedback from all 
committee members must be used to determine conditions and a plan for resolution. This 
information is included with the Report of the Results of the Doctoral Comprehensive 
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Examination. Conditions represent the criteria that committee members expect doctoral students to 
meet when they revise the current comprehensive exam or engage in a subsequent one. A plan for 
resolution consists of additional requirements (e.g., coursework, workshops, readings, etc.) that a 
student must take to prepare for a re-examination. Requirements on the plan for resolution must be 
successfully completed prior to a comprehensive re-examination.  

There are four possible outcomes for the comprehensive examination: 

1. Satisfactory; No Conditions. Doctoral Committee is dissolved and a Dissertation 
Committee will need to be formed; 

2. Unsatisfactory; minor conditions (these conditions must be delineated on the results form). 
If conditions are not met to the satisfaction of the committee within 2-4 weeks of the date 
of the oral component of the comprehensive exam, the outcome of the comprehensive 
exam becomes Unsatisfactory: Opportunity for Re-examination or Unsatisfactory. Students 
are encouraged to schedule the comprehensive exam appropriately with these parameters in 
mind;  

3. Unsatisfactory; Opportunity for Re-examination (plan for resolution must be described on 
the form). A date for the re-examination is determined based on the resolution plan and 
should occur at least 1 semester after the first examination. 

4. Unsatisfactory; No Opportunity for Re-examination. Referral to the department for 
potential dismissal from program. Doctoral Committee is dissolved. 

Successful completion of the comprehensive examination is an important step in the pathway to 
admission to doctoral candidacy. Students can appeal the result of the comprehensive examination 
only in the case of an Unsatisfactory; No Opportunity for Re-examination outcome. Check 
departmental guidelines for more information about a process and timeline for appeals. 

Students can enroll in independent research hours during the semester they take the comprehensive 
exam to complete requirements for full-time study or continuous registration. Dissertation hours 
will only count toward the minimum dissertation hours required for the doctoral degree beginning 
the semester following successful completion of the comprehensive examination. In extenuating or 
special circumstances, and only under the discretion of the committee, a student may have the 
opportunity to enroll in dissertation hours prior to the completion of the comprehensive exam. A 
student can sit for the dissertation proposal defense only after successfully completing the 
comprehensive examination. 

Forming a Dissertation Committee 

Dissertations, and the research leading to their completion, reflect a level of scholarly rigor 
representative of the candidate’s academic preparation and content mastery. Patton College 
dissertations are evaluated by the members of the committee and monitored at several distinct 
points throughout the process (e.g. proposal and final defense). Throughout the preparation of the 
dissertation, students should work closely with the committee chair and other committee members. 
Students are expected to enroll in dissertation credit hours for all terms in which Ohio University 
faculty guidance and participation are sought.  
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Faculty members who chair and sit on committees have the obligation to: 

● Become familiar with the student’s topic 
● Participate in setting a timeline for student work 
● Review student work throughout the time of student’s dissertation process 
● Provide feedback to the student in a timely manner. 

After a doctoral student has completed their comprehensive exams, they should discuss the 
appointment of a dissertation committee with their doctoral advisor. Four or five members usually 
make up this committee, including a Dean's representative, with the minimum being four. Once 
formed, the dissertation committee becomes the doctoral committee and is responsible for 
approving any changes to the POS that occur after the completion of the comprehensive exam. 

Doctoral committee membership is determined by the student in consultation with proposed 
members of the committee, who must agree to serve. The first step is to identify a chair of the 
dissertation committee, who serves as the dissertation director. The chair of the dissertation 
committee should help the doctoral student select appropriate members. The role of the 
dissertation chair is to coordinate the work of the committee and to mentor the doctoral student in 
their chosen dissertation topic from a perspective of expertise. The dissertation chair must be a 
faculty member from the student's major program area or have special appointment by the program 
area and department in which the student resides. It is possible to select a second member of the 
dissertation committee to serve as co-chair. 

At least three of the committee members must meet the requirements for Graduate Faculty status 
in their respective departments, as verified by the Chair of the department. At least two members 
of the dissertation committee must be full-time faculty members in the student’s department. 
When appropriate, one member of the dissertation committee may be from outside Ohio 
University. Committee members must have earned a doctorate or the equivalent, must have 
expertise in the area of the dissertation, and must be approved by the Department Chair and 
Associate Dean for Research and Graduate Studies. The CV of proposed members from outside 
Ohio University must accompany the committee form. 

The Dean's Representative must be a tenured Ohio University faculty member from outside the 
student’s department who holds full graduate faculty status in their home departments. It is 
recommended that a Dean’s Representative have previous experience as a dissertation committee 
member. Appointment of the Dean’s Representative is subject to approval by the Dean of The 
Patton College (or his/her designee, who is typically the Senior Associate Dean for Research and 
Graduate Studies).  All members of the dissertation committee are subject to approval by the 
Department Chair. Upon the approval of the Dissertation Committee Information form, the 
dissertation chair automatically becomes the student's advisor. 

The role of the Dean’s representative is to ensure an appropriate and rigorous standard for 
evaluation of the dissertation. The Dean’s representative is expected to function as a contributing 
member of the dissertation committee in the same manner as the other members. The Dean’s 
representative also has the responsibility to objectively monitor the process and rigor of the 
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dissertation development and defense. The general guideline for selecting the Dean's 
representative is to identify a member of the faculty from outside the student’s department whose 
research expertise fits with the dissertation topic and who is willing to be a contributing member of 
the committee. The student must identify an individual who is a tenured full member of the 
graduate faculty in their respective department, currently affiliated with Ohio University, and is 
not a member of the department in which the student seeks to obtain the degree.  

Dissertation Proposal 

The period of time after approval of the program of study, and while the student is taking 
coursework, provides an opportunity to begin consideration of the dissertation topic and the 
preparation of a dissertation proposal. Although a dissertation topic cannot be formally approved 
until after completion of the comprehensive examination, the student can save time by 
communicating directly with various faculty members and beginning to investigate the area in 
which the dissertation is planned. For this exploratory work, readings and research hours are 
appropriate, as approved by the committee chair. As a reminder, enrollment in dissertation hours is 
reserved for students who have completed the comprehensive examination. In extenuating or 
special circumstances, and only under the discretion of the committee, a student may have the 
opportunity to enroll in dissertation hours prior to the completion of the comprehensive exam. 

Before doctoral students begin their dissertation research, they must prepare a dissertation proposal 
following guidelines established by each department and/or graduate program area. The student's 
official dissertation committee reviews and approves the dissertation proposal during a specially 
scheduled meeting in which the student defends the proposal. 

The purpose of the dissertation proposal is to hold a formal evaluation of the student’s plan for 
dissertation completion. Typically, committee members will expect that students (a) clearly 
articulate the purpose of their research, presenting hypotheses and/or research questions, (b) fully 
delineate their planned research design, and (c) present a comprehensive review of literature 
supporting their rationale for embarking on the proposed research. Decisions about pursuing a 
traditional or alternative format for the dissertation must be made in conjunction with dissertation 
committee members who are ultimately responsible for approving the dissertation format.  

In The Patton College, the latest available edition of the American Psychological Association 
(APA) guides the citation and writing style. Students and their faculty committee members should 
make use of APA resources and give attention to preparing the dissertation proposal and final 
document in proper APA style. 

The student should work closely with the committee chair and consult members of the committee 
as the proposal is developed. The committee chair has authority to approve the scheduling of a 
formal proposal defense.  With the committee chair’s approval, the student is responsible for 
determining a date on which all members are available and scheduling the defense. (See “Proposal 
Defense Room Reservation Request” at https://www.ohio.edu/education/forms if you wish to use 
the PCOE Dissertation Room). As a best practice, students should ensure that committee members 
have the proposal document for review at least two weeks prior to the scheduled defense meeting. 
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At the conclusion of the proposal defense, a report titled “Proposal for Dissertation Report” is 
completed by the committee chair, with signatures of all committee members and the student, then 
submitted to The Patton College Office of Graduate Student Records by the committee chair. This 
report must be submitted immediately after the proposal defense. If the results of the proposal 
defense warrant conditions or a plan for resolution, these must be described on the evaluation 
report. Conditions represent the criteria that committee members expect doctoral students to meet 
when they revise the dissertation proposal. A plan for resolution consists of additional 
requirements (e.g., coursework, workshops, seminars, readings, etc.) that a student must take to 
prepare for dissertation research and the development of a new or revised dissertation proposal. 
Requirements on the plan for resolution must be successfully completed prior to beginning the 
dissertation research.  

There are four possible outcomes for the dissertation proposal evaluation, as delineated on the 
report: 

1. Satisfactory; Proceed with Dissertation;  
2. Satisfactory; with Conditions (Proceed with dissertation after Dissertation Chair approves 

changes); 
3. Satisfactory; with Conditions (Proceed with dissertation after Dissertation Committee 

approves changes); or 
4. Unsatisfactory; with potential plan for Resolution; Timeline for setting a new Dissertation 

Proposal Defense is dependent on the nature of the resolution plan. 

Upon successful completion of the proposal defense, if the research involves human subjects, 
Collaborative Institutional Training Initiative (CITI) training must be completed and Ohio 
University Institutional Review Board (IRB) approval of the research (with the student as the 
primary investigator) must be secured. IRB approval must occur prior to any participant 
recruitment or data collection. The IRB is responsible for reviewing and approving all research 
involving human subjects by students and faculty at Ohio University. For information about the 
IRB process, see: http://www.ohio.edu/research/compliance/IRB-Forms.cfm.      

The student is responsible to provide the Office of Student Affairs with a copy of the IRB approval 
upon receipt. The final dissertation defense cannot be scheduled without an approved IRB on file. 
The "Approval of Proposal for Dissertation" report is available at: 
https://www.ohio.edu/education/forms.  

Dissertation 

The process of completing a dissertation is comprehensive and necessarily requires substantial 
consultation with faculty mentors (dissertation chair, committee members, and sometimes others 
who offer additional guidance such as with statistics and other assessments). All students 
embarking on a dissertation should realize that this is a labor-intensive process and one with many 
checkpoints toward progress. 

It is often advisable to hold meetings of the committee prior to the dissertation proposal and final 
dissertation defense. Holding one or more pre-proposal and pre-defense meetings is an advisable 
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practice which can enhance the path to successful outcomes. 

At the beginning of the dissertation writing process, all students should become familiar with the 
Ohio University Graduate College Thesis and Dissertation (TAD) website: 
https://www.ohio.edu/graduate/etd. Additionally, students must assure that they use the current 
Patton College template, found on the Thesis and Dissertation (TAD) website, to create and 
continue to write the dissertation. Students who write over a period of several years must ensure 
that the current template has been implemented at the time of final defense and submission. 

The TAD process has key required checkpoints with which all students need to become familiar. 
These include initial and post-defense document format reviews as well as specific deadlines for 
the oral defense and final document submission. Current requirements are presented on the TAD 
website, referenced above. 

In The Patton College, the Office of Graduate Student Records maintains a “Procedures Checklist 
of Completing Thesis/Dissertation Requirements” for the degree. This checklist is located in 
Appendix A and published on The Patton College Current Students Forms website page. 

Final Dissertation Defense 

The student must notify the PCOE Office of Student Affairs, Graduate Records two weeks prior to 
the oral defense to supply information about the confirmed date, time, and location of the defense 
as well as the current dissertation title and committee membership. The PCOE Office of Student 
Affairs, Graduate Records, gives public notification of the defense.  

Official notice of the defense will be sent to the student and dissertation committee, along with the 
required forms for the dissertation chair and the Dean's representative. In addition, Student Affairs 
will notify the student of requirements and guidelines for completing the graduation process.  At 
least two weeks prior to the oral exam, the student must distribute final draft copies of the 
dissertation to all members of the dissertation committee. 

In The Patton College, the student presentation component of the final defense is open to PCOE 
faculty and the public for observation. PCOE faculty can remain for the examination portion of the 
defense. However, guests/observers must be asked to leave prior to the examination component 
unless all members of the committee agree to their presence prior to the defense.  

At the conclusion of the oral examination, the Dissertation Committee deliberates privately to 
evaluate the dissertation and, when appropriate, determine necessary conditions or plans for 
resolution. If the results of the dissertation defense warrant conditions or a plan for resolution, 
these must be delineated in detail (in writing) on the Dissertation Defense Report. Conditions 
represent the criteria that committee members expect doctoral students to meet when they revise 
the dissertation. A plan for resolution consists of additional requirements (e.g., coursework, 
workshops, seminars, readings, etc.) that a student must take to revise the dissertation.  

There are five possible outcomes for the dissertation defense evaluation, as delineated on the 
report: 
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1. Satisfactory;  
2. Satisfactory; with Conditions (Changes to be approved by the Dissertation Chair); 
3. Satisfactory; with Conditions (Changes to be approved by the Dissertation Committee);  
4. Unsatisfactory; with potential plan for Resolution (Timeline for setting a new Dissertation 

Defense is dependent on the nature of the resolution plan); or 
5. Unsatisfactory; No Conditions for Remediation Offered (Final decision). 

After completing their deliberation, committee members vote to approve the dissertation. Up to 
one dissenting vote is allowed for a Satisfactory outcome. The result of the vote is reported on the 
Dissertation Defense Report along with the outcome of the evaluation. Once decisions are reached, 
the committee immediately notifies the student. The Final Defense Report is completed by the 
committee chair, with signatures of all committee members and the student, then submitted to The 
Patton College Office of Graduate Student Records by the committee chair. Students can appeal 
the result of the Dissertation Defense only in the case of an Unsatisfactory; No Conditions for 
Remediation Offered. Check departmental guidelines for more information about a process and 
timeline for appeals. 

It should be noted that the Dean's Representative can “veto” the outcome of the final dissertation 
report based on the appropriateness and rigor of the process, not content and methods. In that case, 
the Dean’s representative withholds signature and justifies their “veto” recommendation in their 
report to the PCOE Office of Graduate Student Records. A “veto” recommendation initiates a 
meeting among the Dissertation Chair, Dean, and Dean’s representative. 

The Patton College Dissertation Submission Process  

The Patton College requires submission of the post-defense, committee-approved dissertation 
through plagiarism checking software (Turn-it-In) and final review by the Department Chair and 
the Senior Associate Dean. Due to the time required for this final submission process, an electronic 
copy of the document must be submitted by the committee chair to The Patton College (Research 
and Grants Development Coordinator) no less than two weeks before the TAD Final Clearance 
Deadline.  

The first review of the PDF generated in the Turn-it-In software rests with the committee chair. 
The committee chair should identify any potential plagiarism issues and also ensure that APA style 
and grammatical issues are completely resolved. This level of review may result in the student 
needing to make additional post-defense revision before the next step in the dissertation 
submission process, which is reviewed by the Department Chair and Senior Associate Dean. 
Following their review, the dissertation chair may either submit a second, revised document to the 
PCOE or report that the document is ready “as is” for the next levels of review. 

The Plagiarism Review Tracking Sheet is signed by the dissertation chair when approved, and sent 
to the Department Chair who also reviews the document and signs as appropriate or requests 
additional changes in the dissertation. The final review is conducted by the Senior Associate Dean, 
who also reviews the document and provides feedback as appropriate. Once both the Department 
Chair and Senior Associate Dean sign the Plagiarism Review Tracking Sheet in approval, it is 
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submitted to The Patton College Office of Graduate Records and filed. The submission of the 
approved Plagiarism Review Tracking Sheet triggers the Graduate Records manager to send the 
approved Final Dissertation Defense Report to TAD. TAD must have the approved Final 
Dissertation Defense Report in order for the student to be allowed to upload the dissertation and 
complete the submission process required for the degree. 

Filing the Dissertation through TAD 

Please refer to Theses and Dissertation Services (TAD), Graduate College, for deadlines, 
checklists, guidelines, formatting assistance, filing procedures and forms. A dissertation template 
for The Patton College of Education can be found at: http://www.ohio.edu/graduate/etd.   

GRADUATION 

Application 

Application for graduation is made through the Registrar's Graduation Office, Chubb Hall, by the 
deadline published by the Office of the Registrar: https://www.ohio.edu/registrar/grd.cfm. 

The fee for graduating doctoral students can be found at the following website: 
https://www.ohio.edu/registrar/grd.cfm. 

Any student who does not graduate during the term for which they apply must re-apply for 
graduation and register for a minimum of one semester hour, unless they qualify for the early filer 
provision. An additional fee and the application must be submitted by the Registrar's application 
deadline. 

Early Filer Provision 

An early filer is a student who missed a deadline for the semester in which he or she intended to 
graduate, but can complete all paperwork before the first day of the next semester meeting the 
Early deadlines. While the student will be a graduate in the following term, early filer status allows 
a student with no other obligations to the university to graduate in the next semester without 
having to enroll in courses or pay fees. They must simply reapply for graduation. 

There are limitations on who qualifies for this option. The eligible student must: 

• Be enrolled in the term in which they originally intended to graduate. 
• Have no visa restrictions requiring them to be registered in the term in which they 

graduate. To clarify if you are eligible, contact the International Student Services Office at 
740-593-7330. 

• Meet all early deadlines. 
• Respond in a timely manner to TAD Services requests for format revisions. 

Graduate Review Process 

The PCOE Office of Student Affairs, Graduate Records receives a list of graduation candidates 
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approximately one week after the date for applications.  The office reviews the candidates' files 
and makes any corrections for the degree, the major code and other pertinent information, and 
returns the data to the Graduation Office, Chubb Hall.  The student will receive a pre-view memo 
from the PCOE Graduate Records office listing (1) current registration and (2) any problems 
affecting graduation, such as incomplete courses, missing program of study or change in program 
of study form, or no official degree-bearing transcript from a previous institution.  It will be your 
responsibility to clear up errors in registration or meet requirements that are lacking. The memo 
will also include a date by which the Graduate Records office must receive grades for incomplete 
courses. 

Verification of Completed Degree 

A request for a letter to be sent to an employer, a school system, or other entity, verifying that the 
degree has been completed should be submitted to The PCOE Office of Student Affairs, Graduate 
Records, through an email.  A request must be made at least five working days prior to the date the 
letter is needed.  The requested letter will not be issued until current grades have been verified and 
clearance given by the Registrar that the student has no financial holds. 

Grades 

Grades are not received by The PCOE Office of Student Affairs, Graduate Records until a week 
after the term ends.  Final graduation reviews will not begin until grades have been recorded at the 
Office of the Registrar and reported to PCOE Student Affairs. If you need verification of 
completed degree sooner, you will need to request that your instructor send a confidential notice 
with your final grade to the Office of Student Affairs, Graduate Records. 

Graduation Clearance-Final 

Upon final review for graduation, if there are requirements not met that are delaying the 
candidate's graduation, a memo or email will be sent stating the reason(s) for the hold on 
graduation and the deadline by which requirements must be met. It will be the candidate's 
responsibility to resolve any problems relating to the requirements that have not been met. If the 
requirements are not met by the deadline, the candidate will receive a memo stating that they have 
been denied for graduation, along with information about the reapplication process. The final 
confer/deny report is not returned to the Graduation Office of the Registrar until approximately 
four weeks after the term ends. 

Official Transcript 

Those who need to submit an official degree bearing transcript to an employer, a school system, or 
other entity may pre-order the transcript from the Transcripts Office, Chubb Hall at: 
http://www.ohio.edu/registrar/transcri.cfm. 

The transcript may also be ordered in person or through the mail.  Application for transcripts in 
person is made by going to Chubb Hall. Subject to change, there is a $6.00 charge for each 
transcript. Those wishing to order an official transcript via regular mail should send their request 
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to the Transcripts Office, Chubb Hall, with the following information: 
● Full name 
● Date of attendance 
● PID 
● Completed address to where transcript should be sent 
● Date of birth 
● Phone number of person requesting transcript 
● Signature 

Special note: TO BE HELD UNTIL DEGREE BEARING 
 
If you have any questions concerning your transcript, please contact the Academic Records, 
Chubb Hall, 740-593-4199. 

Diploma 

The diploma will be mailed approximately three weeks after the Registrar, Graduation Office, 
Chubb Hall completes the conferral process. The diploma is mailed by third class mail to the 
address listed on your graduation application.  The degree conferral reporting and recording 
process and mailing of the diploma takes approximately six weeks. Any questions concerning the 
diploma or transcript should be directed to the Graduation Office, Chubb Hall: 
graduation@ohio.edu.  

Financial Hold 

If you have a financial hold, verification of the completed degree will not be issued. Additionally, 
your diploma or official degree bearing transcript will not be mailed until the financial hold is 
released by the Office of the Registrar. 

Commencement 

The commencement ceremonies for graduate students are held at the end of Fall and Spring terms.  
The dates are published on the Commencement website at: http://www.ohio.edu/commencement. 

Graduates from the previous Summer term may participate in the Fall ceremony, and graduates 
from Spring semester may participate in the Spring commencement. Commencement information 
will be provided via email to those students who have indicated on the graduation application that 
they wish to participate in the ceremony. 

Doctoral level students must have completed all requirements by the end of the semester in order 
to participate in the commencement ceremony.  The requirements that must be completed include 
all grades for required courses and the formally finalized TAD submission process. 

For further information, contact the Graduation Office, Registrar, Chubb Hall at: 
graduation@ohio.edu. 

Cap and Gown Information 



  

  27 

Cap and gown order information is sent to each student's Ohio University email address. The 
information is sent only to those students who have indicated on the graduation application form 
that they intend to attend the annual Commencement ceremony and request that cap and gown 
information be sent to them.  Any questions concerning the cap and gown should be directed to 
Event Services, Baker University Center, 740-593-4020. 

Graduation Invitations 

Graduation announcements are available for purchase at the College Book Store (740-594-3505) 
and Follett's (740-593-5547).  

Graduation Parking 

Information concerning parking is typically included with the cap and gown information. If 
parking information is not received, please contact Event Services, Baker University Center at: 
https://www.ohio.edu/commencement/resources/index.cfm. 

Graduation Reception 

A reception for graduate students and their families is held immediately following the 
commencement ceremony. The location of the reception will be listed in the Commencement 
Bulletin. 

Participants 

Doctoral students must have completed all degree requirements, including the TAD submission 
process, in order to be allowed to participate in the commencement ceremony. 

Robing/Marching 

On the day of the commencement ceremony, faculty and administrators will be stationed at 
designated places to assist graduates in putting on robes, lining up for the processional, and 
entering the building or site where the ceremony is being held.  
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Appendix A: Additional Information 

Address Change: If you change your mailing/local address and phone number, please notify the 
Office of Graduate Records - Student Affairs, PCOE, so that records may be changed in the PCOE 
database. 

Name Change: To legally change your name with the university you must send a copy of the legal 
document showing the name change along with a letter requesting the change to Student Records, 
Chubb Hall, Ohio University, Athens, OH 45701. 

Parking: Car registration and parking information may be obtained from Transportation and 
Parking Services, 100 Factory Street, 740-593-1917  https://www.ohio.edu/transportation-parking. 

Email: Students who have been admitted are required to have an Ohio University email account. 
For more information and to activate your account, go to: 
https://webapps.ohio.edu/myid/index.cfm?formType=P. You will need to enter your Personal 
Identification (PID) Number as part of your activation process. If you have problems, please 
contact the OIT Support Center, 740-593-1222. 

The Patton College of Education and E-Newsletter and other information are mailed to your 
Ohio University email account.  Because this account is Ohio University's official email address 
for communication, it is important that you check your account daily. If you do not use your Ohio 
University account as your primary email account, make sure to forward all messages from that 
account to your primary account. 

Identification (ID) Cards: ID cards may be obtained at The Bobcat Depot, Baker University 
Center 112. For students in Athens campus programs the ID card is required for using Alden 
library on-site resources, the Ping Recreation Center, culinary services accounts, and entrance into 
Intercollegiate Athletics events. 

Informational Materials: The following publications contain information on the policies and 
procedures related to graduate education.  It is your responsibility to become familiar with these 
policies and procedures: 

• Graduate catalog: http://www.ohio.edu/graduate/index.cfm. 
• Ohio University Student Handbook: http://www.ohio.edu/students/handbook/index.cfm. The 

OHIO Student Handbook includes a listing of campus resources, guide to residential living, 
academic policies, student code of conduct, and the campus and community standards system. 

 

 

 

 


