[bookmark: _Hlk205126642]CHSE Master’s Degree Thesis Option
Step-by-Step Graduation Guidelines


[bookmark: _Hlk205126713]All graduate students must be registered each fall and spring semester for a minimum of 1 credit that will accurately reflect the student’s involvement in graduate study and use of university resources. 

All completed forms must be submitted to Carol Scott for departmental processing then will forward processed forms to the College of Education, Student Services. It is important that you submit forms to Carol Scott at least a week prior to the deadlines set by the Graduate School.  Click here to view the Important Graduation Deadlines for Spring, Summer, and Fall.  


Required forms for master’s DEGREE thesis option:
· COMPREHENSIVE THESIS EXAM RESULT FORM (if required).

· APPLICATION FOR GRADUATION (Apply in the semester you anticipate graduating or defend your thesis).

· NOMINATION OF THESIS COMMITTEE FORM (IRB approval Part 1 cover sheet must be included. Upon approval of the committee form, you will receive an email from Carol Scott for additional information which is the Report of Examining Committee [electronic Report of Examining Committee (REC) form] and instructions before your thesis defense).
· If you have a faculty you would like to serve on your committee that is not affiliated with the University or is not a member of the Graduate Faculty, your thesis chair must nominate them by emailing the information below to the department chair Dr. William Liu and copying Carol Scott & Stefanie James:
· Updated CV
· Demographic Information
· Brief narrative of research and teaching expertise

· ORAL THESIS DEFENSE ANNOUNCEMENT (Must be emailed to Carol Scot at least 2 weeks prior to oral defense).

· THESIS FILING (Upload approved thesis online by the semester of graduation deadline through ProQuest/DRUM).
· [bookmark: _Hlk205137676]Note: After uploading your thesis, please periodically log back in to ProQuest for further formatting instructions. Upon approval, you will receive a Congratulatory message for successful submission. If not, your submission is not complete, and you are not done yet. 


· INTERNSHIP COMPLETION CONFIRMATION (If required, your thesis chair/advisor must confirm via email to Carol Scott internship completion and degree clearance processing. 

· UACHIEVE AUDIT Please follow the step-by-step instructions below:
· NOTE: Students run their audits but view access only. To make the exceptions where needed, an approval from the academic advisor is required before the adjustments will be made by Carol Scott. 

·  a) If you have taken courses as a non-degree seeking student or from another institution and would like to transfer the credit towards a master's degree, you must first complete and submit the Request for Transfer or Inclusion of Credit form to your advisor and copy your program director of graduate studies (DGS) for approval and signatures. Your DGS will forward the form to Carol Scott for processing. You will be notified via email upon approval of your request and will be instructed to proceed to the next steps below.

· For MA thesis option OR M.Ed. on way to PhD 
· Log in to Uachieve then enter your UID# in the student search box
· Click on “Run Audit”
· Below the request for an audit, click on “Select a different program
· Select College: “EDUC”
· Select 4-letter code Program: ex. “COCP-MA”
· Select Catalog Year: the year you were originally admitted
· Then Click “Run Different Program”
· Once you log in, check your courses taken and the total number of credits are correct and no red “X” marks. If you see a red “X” next to a number, it means either a grade is missing or in progress. Also, scroll all the way down and see if there are courses listed under “Courses not used in program requirements”. If so, please send a copy to your academic advisor for review and determine which category it should be listed ex. Core, Electives, Internship, etc., then email the information to Carol Scott for processing. If everything is in place, complete the approved program plan/completion form and send it to Carol Scott.

· APPROVED PROGRAM COMPLETION FORM (Must be emailed to Carol Scott at least 2 weeks prior to the Graduate School deadline).

Graduate School Petitions, Requests, and Waivers https://gradschool.umd.edu/forms




CHSE Master’s Degree
Non-Thesis Option

All graduate students must be registered each fall and spring semester for a minimum of 1 credit that will accurately reflect the student’s involvement in graduate study and use of university resources. 

All completed forms must be submitted to Carol Scott for departmental processing then will forward processed forms to the College of Education, Student Services. It is important that you submit forms to Carol Scott at least a week prior to the deadlines set by the Graduate School.  Click here to view the Important Graduation Deadlines for Spring, Summer, and Fall.  

Required forms for master’s Degree non-thesis option:
· COMPREHENSIVE EXAM RESULT FORM (if required)

· APPLICATION FOR GRADUATION (Apply in the semester you anticipate graduating or defend your thesis)

· SEMINAR PAPER (Must be submitted by all graduating MA-non-thesis and M.Ed.-non-thesis students.

· INTERNSHIP COMPLETION CONFIRMATION (If required, your academic advisor must confirm via email to Carol Scott internship completion and degree clearance processing). 

· UACHIEVE AUDIT Please follow the step-by-step instructions below:
· NOTE: Students run their audits but view access only. To make the exceptions where needed, an approval from the academic advisor is required before the adjustments will be made by Carol Scott. 

·  a) If you have taken courses as a non-degree seeking student or from another institution and would like to transfer the credit towards a master's degree, you must first complete and submit the Request for Transfer or Inclusion of Credit form to your advisor and copy your program director of graduate studies (DGS) for approval and signatures. Your DGS will forward the form to Carol Scott for processing. You will be notified via email upon approval of your request and will be instructed to proceed to the next steps below.
· b) If you have been admitted as an MA with thesis option and you decided to pursue an M.Ed. non-thesis degree, please complete and sign the petition for Program/Degree Objective form then forward the form to your advisor and copy your program director of graduate studies (DGS) for approval and signatures. Your DGS will forward the form to Carol Scott. 

· For M.A. or M.Ed. non-thesis 
· Log in to Uachieve then enter your UID# in the student search box 
· Click on “Run Audit”
· Below the request for an audit, click on “Select a different program
· Select College: “EDUC”
· Select 4-letter code Program: ex. “COCP-MA”
· Select Catalog Year: the year you were originally admitted
· Then Click “Run Different Program”
· [bookmark: _Hlk205141635]Once you log in, check your courses taken and the total number of credits are correct and no red “X” marks. If you see a red “X” next to a number, it means either a grade is missing or in progress. Also, scroll all the way down and see if there are courses listed under “Courses not used in program requirements”. If so, please send a copy to your academic advisor for review and determine which category it should be listed ex. Core, Electives, Internship, etc., then email the information to Carol Scott for processing. If everything is in place, complete the approved program plan/completion form and send it to Carol Scott.

· For M.A. or M.Ed. non-thesis
· [bookmark: _Hlk205205466][bookmark: _Hlk205204954]Log in to Uachieve then enter your UID# in the student search box 
· Click on “Run Audit”
· Below the “Request an Audit” Click on “Run Declared Programs”
· Below the “Run Audit” Select “View Audit” 
· Once you log in, check your courses taken and the total number of credits are correct and no red “X” marks. If you see a red “X” next to a number, it means either a grade is missing or in progress. Also, scroll all the way down and see if there are courses listed under “Courses not used in program requirements”. If so, please send a copy to your academic advisor for review and determine which category it should be listed ex. Core, Electives, Internship, etc., then email the information to Carol Scott for processing. If everything is in place, complete the approved program plan/completion form and send it to Carol Scott

· APPROVED PROGRAM COMPLETION FORM (Must be emailed to Carol Scott at least 2 weeks prior to the Graduate School deadline).


Graduate School Petitions, Requests, and Waivers https://gradschool.umd.edu/forms

If you have any questions, please email Carol Scott.





CHSE Advanced Graduate Certificate (AGS) Option

All graduate students must be registered each fall and spring semester for a minimum of 1 credit that will accurately reflect the student’s involvement in graduate study and use of university resources. 

All completed forms must be submitted to Carol Scott for departmental processing then will forward processed forms to the College of Education, Student Services. It is important that you submit forms to Carol Scott at least a week prior to the deadlines set by the Graduate School.  Click here to view the Important Graduation Deadlines for Spring, Summer, and Fall.  

Required forms for AGS’s Degree option:
· COMPREHENSIVE EXAM RESULT FORM (if required)

· APPLICATION FOR GRADUATION (Apply in the semester you anticipate graduating or defend your thesis)

· UACHIEVE AUDIT Please follow the step-by-step instructions below:
· [bookmark: _GoBack]NOTE: Students run their audits but view access only. To make the exceptions where needed, an approval from the academic advisor is required before the adjustments will be made by Carol Scott. 

·  a) If you have taken courses as a non-degree seeking student or from another institution and would like to transfer the credit towards a master's degree, you must first complete and submit the Request for Transfer or Inclusion of Credit form to your advisor and copy your program director of graduate studies (DGS) for approval and signatures. Your DGS will forward the form to Carol Scott for processing. You will be notified via email upon approval of your request and will be instructed to proceed to the next steps below.

· For AGS on way to PhD 
· Log in to Uachieve then enter your UID# in the student search box
· Click on “Run Audit”
· Below the request for an audit, click on “Select a different program
· Select College: “EDUC”
· Select 4-letter code Program: ex. “COCP-MA”
· Select Catalog Year: the year you were originally admitted
· Then Click “Run Different Program”
· Once you log in, check your courses taken and the total number of credits are correct and no red “X” marks. If you see a red “X” next to a number, it means either a grade is missing or in progress. Also, scroll all the way down and see if there are courses listed under “Courses not used in program requirements”. If so, please send a copy to your academic advisor for review and determine which category it should be listed ex. Core, Electives, Internship, etc., then email the information to Carol Scott for processing. If everything is in place, complete the approved program plan/completion form and send it to Carol Scott.

· APPROVED PROGRAM COMPLETION FORM (Must be emailed to Carol Scott at least 2 weeks prior to the Graduate School deadline).

Graduate School Petitions, Requests, and Waivers https://gradschool.umd.edu/forms
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