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Important Information: COVID-19 Procedures 

All students must comply with university policies and posted signs regarding COVID-19 
mitigation measures, including wearing face coverings and maintaining social distancing.  
Failure to do so may result in dismissal from class, referral to the Student Conduct Office, and 
possible removal from campus. 
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Welcome to the School of Social Work 

This handbook will serve as a guide to the School of Social Work policies and procedures related 
to your program of study while at USF. This student handbook is provided to Ph.D. students in 
social work as a supplement to the University of South Florida (USF) Graduate Catalog. The 
purpose of this handbook is to provide details about the School of Social Work Ph.D. program, 
including requirements that may exceed the minimum standards identified in the USF Graduate 
Catalog. The USF Graduate Catalog provides the principal authority for all policies affecting 
students; however, some policies set forth in the Graduate Catalog represent minimum 
requirements of the State of Florida or the University. The faculty and staff of the School of Social 
Work provide education, leadership, and mentoring 
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Part I: Introduction to the Doctoral Program 
Mission 
The mission of USF’s School of Social Work is to prepare graduates to achieve excellence as 
professionals and leaders in social work practice, research, and education. Our focus is to 
develop generalist social workers at the bachelor's level, clinical social workers at the master's 
level, and social work scholars at the doctoral level, and to encourage students to embrace 
social work knowledge, ethics, skills, and values. Beginning in our own diverse region, and 
extending nationally and globally, we are committed to graduating students who reflect the 
School's commitment to promoting social and economic justice, human rights, human dignity, 
scientific inquiry, and sustainable human and community well-being for all. 

The Ph.D. in Social Work program will prepare scholars who are expected to generate new 
knowledge not only in the discipline, but also in the area of their interdisciplinary focus; to 
pursue academic and research careers; to provide leadership in research and education 
committed to excellence in social work practice; and to provide leadership in the development 
of programs and services to diverse, vulnerable, and underserved populations. These 
populations are the unique focus of the profession and, therefore, of this program. 
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correlate with the topic areas 



about:blank


 PH.D. STUDENT HANDBOOK | 4  
 

School of Social Work Graduate Research Assistantships 
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hours during the semester of their dissertation defense. It is expected students will surpass the 
minimum required credit hours in order to complete this Ph.D. program. This program will 
adhere to the rules set by the Office of Graduate Studies. 
 
The curriculum may be modified to adjust to emerging issues. During the first semester of the 
Ph.D. program, students will take two courses in social work. Students will subsequently take at 
least one social work course in the following academic semesters. Courses may be replaced, or 
content may be modified to address best practices in doctoral education. 
 
Social work courses and requirements are listed below. 

Core Requirements – 15 credit hours. 
SOW 7491 3  Theoretical Perspectives in Social Work Research 
SOW 7981 3  Scientific Communication and Dissemination Practices                   
SOW 7616 3 Advanced Clinical Practice with Complex Problems 
SOW 7932 3  Critical Issues in Social Work 
SOW 7776 3 Social Work Educator in the University  

Courses in Area of Strategic Emphasis – 9 credit hours minimum.  
Students will also take a minimum of three (3) (9 credit hours) graduate courses in their area of 
strategic emphasis, preferably offered in the offered College. 

Selection of focus area courses is an important decision in the social work Ph.D. program. The 
following guidelines will be used: 

• Ph.D. Program Chair will serve as the Faculty Academic Advisor during the first year in 
the Ph.D. program. The student and Ph.D. Program Chair will develop an initial program 
of study that will guide the student toward completion of all degree requirements.  

• Strategic area courses must be related to one of the USF School of Social Work areas of 
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• Once a Major Professor is selected, (usually at the start of the 2nd year), students should 
be able to present their course plan to the major professor. If there is a change, the 
Ph.D. Program Chair must also approve the plan of study. 

• The Ph.D. Program Chair will keep a copy of the academic plan in the student’s file. 

Focus area course selection is not: 

• For students to obtain a graduate certificate in a related topic. Exceptions to this must 
be approved by the Ph.D. Program Committee. 

• For students to take general survey graduate courses in multiple areas. 
• For students to earn credits for directed studies. Exceptions to this must be approved by 

the Ph.D. Program Committee. 

Process 

• During the first semester of the Ph.D. program, students should be in contact with the 
Ph.D. Program Chair on or around the start of the Fall contract term to discuss course 
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Qualifying Exam  
Successful completion of qualifying examinations at the end of coursework prepares the 
student for Candidacy. Students must successfully pass the School of Social Work qualifying 
exam in order to be admitted into Doctoral Candidacy. 

Dissertation – 2 credit hours minimum  
Students will take a minimum of two (2) dissertation credits hours at the time of their defense 
(SOW 7980 = 2 



about:blank






 PH.D. STUDENT HANDBOOK | 11  
 

student, faculty member and/or field instructor shall make reasonable effort to resolve his or 
her grievance with the concern or problem. For academic grievances that are not resolved and 
include a reference to a violation of a specific USF Policy, or an academic decision that was 
applied differently to the grievant than other students, students are to follow with the 
Academic Grievance Procedure provided in USF Policy 10-002: 
https://usf.app.box.com/v/usfpolicy10-002 
  
B: Possible Reasons for Dismissal: 

https://usf.app.box.com/v/usfpolicy10-002
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protection, go to: https://www.usf.edu/research-innovation/research-integrity-compliance/ric-
programs/irb/irb-hrpp/index.aspx. This website contains a host of information about human 
research protection programs. 
 
Students must also complete the required research course mandated by the Office of Graduate 
Studies. 

School of Social Work Qualifying Exam for Doctoral Students 
This qualifying exam is designed to have students integrate knowledge from previous courses, 
and to assist students in their thinking as they prepare to move to the dissertation proposal 
stage. This exam is projected to be a two-week intensive process that will begin at least a week 
prior to Spring Break in the 4th semester of course work. Students should plan for working 
throughout the Spring Break period on this exam. The exam is also in line with some of the 
components that are needed for an IRB protocol (as several sections are directly from the USF 
IRB protocol guidelines) and a grant application. 
 
For the qualifying exam, students will submit a brief proposal for a proposed study 
incorporating their area of research. Students are encouraged to submit a proposal that would 
lead to their dissertation proposal and/or a study that would be feasible with very limited 
funds. There are two parts to this qualifying exam: 
 

Part 1: Introduction with Specific Aims. This one-page, single-spaced introduction should 
be discussed in consultation with a designated faculty member prior to completion of 
the qualifying exam.  

 
Part II: After the Introduction with Special Aims section is approved, students will be 
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manner. Students should be clear that the University deadlines are typically later than the 
internal College deadlines. Students should use the School’s internal deadlines when they plan 
for their proposal and defense dates. Students should try to defend their dissertation at the 
beginning of the Spring term of their 4th year. 

Coursework 
Students are to enroll in at least two (2) dissertation hours in the semester of their defense. 
Directed Research hours shall not exceed 50% of the dissertation hour requirement. No 
Directed Research hours will be converted to dissertation hours (i.e., a Directed Research 
course dropped, and a dissertation course added) prior to or during the approval window. 
 
Directed Research hours, taken with their Major Professor (or Co-Major Professor) prior to 
admission to candidacy and that involves work related to the dissertation may satisfy up to 50% 
of the dissertation hour requirement, with the approval of the Ph.D. Chair.  

Proposal Prospectus 
All students are expected to prepare an independent research proposal prospectus that will be 
approved by the Doctoral Committee. Prior to approval, this work will be presented in a public 
meeting where the student will respond to questions  asked by Committee members or others 
in attendance. Any modifications requested by the Committee must be addressed prior to 
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**NOTE: It is inadvisable for students to present their proposal for the dissertation to Non-
Major Professor Committee members for the first time in the form of a “completed” 
prospectus. Instead, students should be sharing ideas and receiving input from all Committee 
members during the process of developing the prospectus document. 
 

Dissertation Defense 
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announcing the defense. The student will similarly announce the defense on the graduate 
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candidate of the final decision. The vote of the Dissertation Committee must be 
unanimous and recorded on the Successful Defense form. The College Graduate 
Dean will resolve substitutions and disagreements within the Committee. [*It is 
often the case that the Committee requests that some changes are made before the 
document is deemed final. If all are in agreement, the Outside Chair can collect the 
signatures of the Committee members on the Successful Defense form and agree 
not to submit the form to the College until such time s/he is notified by the chair(s) 
that all Committee members have approved the final product.] 

13. The Doctoral Dissertation Defense Chair will convey the decision of the Dissertation 
Committee to the Department/College Graduate Office by submitting the fully 
signed Successful Defense f
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Dissertation Final Submission Guidelines  
Information on the requirements for submission of the finished and approved manuscript 
copies is available online at the Thesis and Dissertation website: 
http://www.grad.usf.edu/thesis.php. Students who fail to submit the final copy of a dissertation 
by the posted submission deadline will not be considered for graduation. The student may be 
considered for graduation in the following semester and must, therefore, apply for the degree 
(graduation) by the posted deadline, enroll in a minimum of two (2) dissertation hours for that 
subsequent semester, and meet the submission requirements as posted on the 
Thesis/Dissertation website. Only after the Office of Graduate Studies has approved the 
manuscript can the student be certified for the degree. Once a dissertation is approved and 
accepted by the Office of Graduate Studies for publication, it cannot be changed. 

Mandatory Electronic Submission  
Students are required to submit the dissertation in an electronic format (ETD). Requirements 
and procedures are available on the Office of Graduate Studies website: 
http://www.grad.usf.edu/thesis.php. All students are required to attend an ETD workshop or 
complete an ETD tutorial the semester prior to graduation. An electronic copy of the 
dissertation must be provided to the Ph.D. Program Chair.  

Ph.D. Graduation Requirements 
All students are encouraged to read the appropriate Graduate Catalog 
(http://catalog.usf.edu/index.php?catoid=9), Section 8, University Degree Requirements.  
 

about:blank
about:blank
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It is the responsibility of students to clear all “I” grades (Incompletes) in courses required for 
graduation and to provide official transcripts of all transferred coursework needed for 
graduation at least three (3) weeks prior to the end of the term in which they expect to 
graduate. 

Final Grade Modifications Post-Dissertation 
The Graduate School will notify the Registrar of the change in dissertation grade from “Z” to “S” 
once the final manuscript has been received, reviewed, and certified for permanent filing in the 
University Library. Copies of the Final Approval form will be distributed to the student and 

about:blank
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• A detailed plan of study denoting the pathway to completion and timeline for the 
remaining requirements for the degree. 
 
**NOTE: For the time limit extension procedures, if the time limit extension will cause 
courses taken within the major to be older than 10 years, then a request for course 
concurrency may be required; or the courses may be invalidated toward the degree 
requirements, per policy. 

 
If approved, the time 

about:blank
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graduation. Students not enrolled for the minimum requirement will not have the 
thesis/dissertation approved and therefore may not be certified for graduation. 

**NOTE: Students cannot be enrolled in thesis and dissertation concurrently.  

Enrollment During Semester of Graduation:  
Students must be enrolled for a minimum of two (2) graduate hours during the semester of 
graduation. 

Enrollment for Graduate Teaching and Research Assistants:  
Graduate Teaching Assistants (TAs) and Research Assistants (RAs) should be full-time students. 
Exceptions must be approved by the College Dean and the Dean of the Office of Graduate 
Studies.  

Leaves of Absence (LOA):  
Leaves of absence (LOA) may be granted to students under exceptional and unavoidable 
circumstances. Students requesting a LOA must specify the reasons for the leave, as well as the 
duration. Requested LOA may be approved for up to two (2) years. Students requiring less than 
three (3) consecutive terms of absence do not need an approved LOA if they meet the 
continuous enrollment requirement.  

Students with an approved LOA must be enrolled in the first semester after the leave expires. 
To request an LOA, the student must complete the form available from the Office of Graduate 
Studies website. The LOA must be approved by the Major Professor, the School, the College, 
and the Office of Graduate Studies and is noted in the student’s record. If the LOA is granted, 
the time absent does not count against the student’s time limit to obtain the degree.  

Students returning from an approved LOA must reactivate their status by contacting the Office 
of Graduate Studies for procedures. Doctoral candidates returning from a LOA must also have 
their candidacy status reactivated.  

Veterans:  
USF is approved for the education of veterans, eligible dependents, members of the selected 
reserve, and active-duty personnel who are eligible for benefits under public laws in effect. All 
degree programs currently offered at USF are approved by the State Approving Agency. 
Students who may be eligible for benefits are urged to contact Veterans Services for 
information, procedures, and forms as early as possible. To initiate, change, or renew benefits 
at USF, a request must be submitted through that office. VA regulations require that students 
take only courses that are applicable to their degree program, or other approved program, and 
make satisfactory progress toward their degree. For information on various programs and 
services, as well as VA rules and regulations, students should consult the Handbook for VA 
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attendance, and the percent of work accomplished to this point. This online contract will be 
automatically copied to the student’s e-mail and to the Registrar.  
 
An “I” grade not cleared within the next academic semester (including Summer semester) will 

about:blank
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Student Resources 
The following is a list of student resources. Students are encouraged to add to this list. 
 
Office of Graduate Studies: Information regarding graduate study at USF as well as university 
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Appendix 
Example of Timelines for the College Request for Dissertation Defense  
Defending a dissertation is just one of the many steps in completing the requirements for 
graduation, some of which begin before the semester starts. Students are encouraged to read 
the following information carefully and plan ahead to avoid delays and stress at an already busy 
time in their academic career. The College can be contacted with any further questions. 

Semester Before Defense 
Students are instructed to complete the following items during the semester before they intend 
to defend their dissertation:  
 

Review Supervisory Committee form: The Supervisory Committee form currently on file 
should match all the Committee members for a student’s planned defense.   
 
Request a graduation check from the program/Department: The courses a student has 
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• Announcement of the defense 
• Successful Defense form, which should be completed by the student but remain 

unsigned until the student defends. A student’s “outside” Committee member 
may act as the Chair of the defense. The Chair is given the Successful Defense 
form, which will be signed and dated upon approval of the student’s defense. 
The Chair will later return the form to Susan Crochunis in the Dean’s Office (MHC 
1148). 

**NOTE: There are several options for the announcement template depending 
on the number of Committee members. Make sure all documents are completed 
entirely and accurately. Missing or inaccurate information could cause a delay in 
processing, which in turn could cause a delay in the defense. 
 

Submit the CBCS Dissertation Defense packet: Ultimately, it is the responsibility of 
students to make sure the College receives all required documents. All documents are 
to be submitted to Susan Crochunis in the Dean’s Office (MHC 1148). Students are 
required to submit their Dissertation Defense packets at least two (2) weeks prior to 
their dissertation defense date. There is a deadline every semester; and the deadline 
varies by semester. (Colleges can provide semester deadlines.) Once a defense date is 
chosen, the Dissertation Defense packet can be completed and turned in. Students do 
not need to wait until two (2) weeks prior to their defense date to submit their 
Dissertation Defense packet. The documents included in the packet are college specific. 
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