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Preface  

The purpose of the College of Education Graduate Handbook is to assist graduate 
students to better understand the processes associated with graduate education in 
the College. This handbook does not replace University requirements delineated in 
the USF Graduate Catalog. It is intended to complement the Catalog. 

Graduate students should  be knowledgeable about requirements stipulated in the 
USF Graduate Catalog as well as the College of Education (COEDU) Graduate 
Handbook. Individual programs may have requirements that exceed those listed in 
these documents. Students are required to meet all University, College and specific 
program requirements.  

Please note:  While COEDU program advisors, directors, D epartment Chairs and 
Deans are available to help the student meet these requirements, it is the student's 
responsibility to make sure that they have  met all degree requirements as specified 
in the Degree Requirements section of the Graduate Catalog, as well as any College 
and Program requirements for the degree. The USF Graduate Catalog is available 
online at the USF Office of Graduate Studies website : 
https://www.usf.edu/graduate -studies/  

More information about College of Education policies and procedures can be found 
online on the COEDU Graduate Degree Programs website: 
https://www.usf.edu/education/graduate/index.aspx . Many departments also have 
handbooks that outline policies and procedures unique to the program. Please refer 
to these documents for program -specific information . Please note that U niversity, 
College of Education,  and individual program requirements are stated always as 
minimum requirements.  

Students should always review official university documents and collaborate with an 
assigned program coordinator or advisor prior to making academic decisions,  as 
program and/or course requirements are subject to change for  numerous reasons 
including state legislative mandates, Florida State Department of Education 
program approval standards, and accreditation criteria.  

In addition to the University’s regional accreditation by the Commission on Colleges 
of the Southern Association of Colleges and Schools  (SACS), the College is 
accredited by the Council for the Accreditation of Educator Preparation (CAEP)  for 
the preparation of P -12 educators.  The College of Education’s initial teaching 
certification programs  are approved by the Florida Department of Education to 
confer state licensure/endorsement.  Additionally, the School Psychology Program is 
accredited by the  American Psychological Association Committee and is recognized 
by the  National Association of School Psychologists, and the Counselor Education 
Master’s Program is accredited by the Council for the Accreditation of Counseling 
and Related Educational Programs  (CACREP).  
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College of Education Mission , 



Doctoral Student Handbook  

7 
 

• You are responsible for being aware of the information published in the USF 
and College of Education handbooks and catalogs.  

• You are responsible for treating your peers, support staff and faculty with 
courtesy and respect.  

• You are responsible for meeting all deadlines.  
• You are responsible for providing accurate and complete information and 

reporting unexpected changes in your status or intentions regarding your 
planned program.  

• You are responsible for seeing that all needed documents and transcripts are 
received by the Registrar's Office.  

• You are responsible for making it known if a course of action or expectation 
is not understood.  

• You are responsible for consequences that may result if you do not follow 
your recommended program of study. 

 

Most Frequently Used Links:  

University of South Florida Websites  

2023 -2024 USF Graduate Catalog   

2023 -2024 Important Dates and Deadlines  

Catalog - General Academic Policies and Procedures  – Includes student enrollment 
requirements, grading system, probation/withdrawal information, and more. 

USF Graduate Admissions  



Doctoral Student Handbook  

8 
 

COEDU Graduate Degree Programs  – Links to the homepage of every graduate 
program within the college.  

COEDU Graduate Student Resources  – Information for graduate students separated 
by program level, along with general enrollment information. 

Graduate Support Office Homepage  

College of Education Scholarships and Grants  

 

Graduate Admissions Info rmation  

Please consult the Admissions and General Information sections of the current USF 
Graduate Catalog for University requirements for admission to graduate programs. 
Check also with your prospective program for additional admissions requirements 
and more information on College of Education policies and procedures.  

Prospective students who want to learn more about the College of Education's 
graduate programs, pathways to state teaching certification, and career 
opportunities in the greater Tampa area should contact the COEDU Graduate 
Recruiter Joycelin Bruno at joycelin@usf.edu . 

 

Time Limitations   

Doctoral degrees must be completed within seven  (7 ) years from the student's date 
of admission for graduate study. All courses applied to the doctoral degree  must be 
completed within ten (10) years, including courses taken prior to admission to the 
doctoral major, as non -degree seeking , or from other institutions . There is no time 
limitation for courses from a completed master’s degree used toward a doctoral 
degree.  Doctoral students will typically reach candidacy within four years, but this 
may vary by discipline.  

Time Limit Extensions  

In the event that a student nears the end of the time limitation as specified above 
but needs more time to complete the degree, the student may submit a request for 
an extension using the Time Limit Extension Request Form , also  available on the 
Office of Graduate Studies  website .  

Requests must include  

• the reasons for the delay in completion,  
• the anticipated time needed for completion,  
• endorsements from the graduate program  advisor, Department Chair or 

director, and College Dean or designee,  
• a detailed plan of study denoting the pathway to completion and timeline for 

the remaining requirements for the degree  
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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 
currency may be required or the courses may be invalidated toward the degree 
requirements, per the time limit policy. 

If approved, the time  limit extension applies to  the catalog year curriculum 
requirements used to meet the degree, with the exception of those transferred in or 
from completed degree programs. As stated above, coursework ten years or older 
at the time of graduation will require course currency.  However, 
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Registration Information  

To register for classes, students must first login to the MyUSF portal using their Net 
ID and password ( https://netid.usf.edu ) and choose OASIS from the Resource 
menu. Current course offerings and registration requirements are listed in the 
Student Schedule Search. Note that some courses may require permits from the 
department/college  for registration.  

On - Time Registration  and Tuition Payments  

Students must register for the upcoming term by 5:00 pm the Friday before the 
semester starts in order for their registration to be considered on time. Registering 
after this point will result in a $100 Late Registration Fee. 

Tuition payments for graduate - level courses are due  by  the fifth day of the term for 
students that have not be en given a deferment. Students  who do not have a tuition 
deferment and fail to pay by the end of add/drop week ( first week of classes) will 
be considered overdue and will be assessed a $100 Late Payment Fee. Students 
have until the deadlines listed on the Registrar's website  to pay all tuition and fees 
or they will be cancelled from classes.  

If cancelled, students are removed from class rosters,  lose Canvas access , and a 
Late Registration Fee of $100 will be assessed. Students who have a F inancial Aid 
Tuition Deferment, Veteran’s D eferment, Florida Prepaid Plan, or a graduate 
assistant tuition waiver will not be subject to cancellation.  
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• Waive this recommended vaccine through your student OASIS or 
MyBullsPath account or on the USF Medical History form.  

3.  Meningitis Immunity (Recommended):  
• Submit proof of Meningitis vaccination administered after 16th 

birthday or  
• Waive this recommended vaccine through your student OASIS account 

or MyBullsPath or on the USF Medical History form.  
4.  TB Screening: Per USF Policy 33 -003, Tuberculosis Screening is required for 

all students who use an international address at the time of application. 
Screening must be done within 6 months prior to the 1st semester you 
physically attend classes on any of the USF campuses.  

If you are missing any vaccine and/or labs, please contact your current healthcare 
provider or schedule an Immunization Compliance Appointment by clicking here . 

Document Upload  (vaccination records, minor consent forms)   

Contact Student Health Services here  or  at 813 -974 -4056, Monday through Friday 
from 10 :00 am to 4:30pm . 

Administrative Holds  
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Late Registration  

Degree -seeking students who do not register prior to the first day of classes may 
register late the first week of the semester . A L ate Registration Fee of $100 is 
charged during this week (refer to the Registrar’s Important Dates and Deadlines 
page  fo r specific dates).  To avoid cancellation of registration, fees and tuition are 
due and payable for all registered courses on the fifth day of classes ( the end of 
drop/add week
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semester. Students cannot join or withdraw from individual courses after the ten-
week deadline.  Graduate petitions for complete withdrawal must be submitted 
within six (6) months of the end of the semester in question.  

The student’s academic record will reflect a W grade for any course(s) withdrawn 
between the second and tenth week of the semester. Filing a petition may result in 
late registration and/or  late payment fees and students will still have financial 
liability for any courses dropped or added. After the Graduate Petition is formally 
approved, students may file for reimbursement using the forms listed below:  

• Students may file a Fee Adjustment Form  if they need to have tuition and 
fees reimbursed after withdrawing from courses during the semester. Criteria 
for a tuition refund are listed on the form and students must provide 
appropriate documentation when they submit the request.  Students must 
apply within six (6) months from the end of a semester to be eligible for a 
refund. See the Academic Standards and Grades section for more information 
about voluntary withdrawal.  

• A Late Registration Fee Waiver Request  is used if a student registers late for 
courses due to extenuating circumstances and wishes to appeal the  Late  
Registration fee.  Similar to the Fee Adjustment process, students must meet 
specific criteria and provide appropriate documentation when they submit a 
Late Registration fee waiver. The request must be submitted within six (6) 
months of the semester in question.  

• Fee Adjustment and Late Registration forms can be sent directly to the 
Registrar’s Office for processing; students do not need to route them through 
the Graduate Support Office.  

• Students may have courses deleted from their transcripts only if they were 
enrolled in the class through documented University error. Fees are 
automatically reimbursed upon approval of a course deletion; however, 
approval is granted only when a university error can be clearly documented.  

 

Retroactive Actions  
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Academic integrity is the foundation of the University  of South Florida System’s 
(USF System) commitment to the academic honesty and personal integrity of its 
university community. Academic integrity is grounded in certain fundamental 
values, which include honesty, respect and fairness. Broadly defined, academic 
honesty is the completion of all academic endeavors and claims of scholarly 
knowledge  as representative of one’s own efforts. Knowledge and maintenance of 
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University of South Florida an opportunity for objective review of facts and events 
pertinent to the cause of the academic grievance.  

Review of the facts and events pertinent to the cause of the academic grievance will 
be accomplished in a collegial, non- judicial atmosphere rather than an adversarial 
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• Students who change majors must meet the degree requirements of the 
Graduate Catalog in effect at the time of the change to the new Major, 
except for allocations to choose a later catalog, as provided in this policy.  

• If state law or certification requirements change, the student must comply 
with the most current standard or criteria.  

• If the College , School , or Department makes fundamental changes to the 
major that necessitates changes in the degree requirements of enrolled 
students, the needs of those students will be explicitly addressed in the 
proposal for change and scrutinized by the Office of Graduate S tudies.  

• USF policies and procedures not related to degree requirements such as 
academic grievance procedures, student conduct code and other procedural 
processes and definitions may be updated each year,  and the student will be 
held to the most current catalog and procedures available.  

• USF does not commit itself to offer all the courses and majors listed in this 
Catalog. If the student cannot meet all of the graduation requirements 
specified in the Catalog of choice as a result of decisions and changes made 
by the University, appropriate  substitutions will be determined by the major 
to ensure that the student is not penalized. Core courses and required 



Doctoral Student Handbook  

17  
 

Validation of Admission 

Graduate s tudents must validate their admission by registering for at least one 
course during the semester in which they are formally admitted to the University 
and maintaining that registration through the first week of classes . Students who 
do not validate their admission may contact the Graduate Director and request a 
Deferment of Admission. A deferment request must be made in writing within 
twelve ( 12 ) months of the initial requested entry date and before the major’s 
application deadline for the new term. If a request for Deferment of Admission is 
not activated within the 12 months, students must submit a new admissions  
application and fe e 
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Enrollment during Semester of Final Dissertation  Defense 

Students must be enrolled for a minimum of two (2) thesis/dissertation hours 
during the semester that the  dissertation is defended and in the semester in which 
the dissertation is submitted for the format check, usually the semester the student 
intends to graduate.  

Enrollment during Semester of  Dissertation   
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Requests for Reinstatement should be submitted at least one semester prior to the 
semester the student intends to return and must be within the original admission 
term time limit to degree completion.  

• Students who were on academic probation during their last enrollment should 
consult the Academic Probation Policy for guidance on requirements. 
Probation will resume on reinstatement.  

• Students who were in Doctoral Candidacy will need to submit a Readmission 
to Candidacy form with their Reinstatement request to remain in candidacy 
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discretion of the Department or College. Refer to the Course Currency Policy 
for time limits on coursework applied toward the degree. Students may  be 
required to take new coursework.  The decision to accept courses previously 
transferred to USF and applied toward the degree is at the discretion of the 
Department and/or College.  

• Enrollment: A decision to readmit is only applicable to the semester for which 
it is effective. Students who do not enroll for that term will have to resubmit 



Doctoral Student Handbook  

21  
 

the student’s time limit to obtain the degree.  Students with an approved LOA must 
be enrolled in the first semester after the approved LOA  expires.  

Students returning from approved leave  must reactivate their status by contacting 
the Office of Graduate Studies for procedures. While on an approved Leave of 
Absence, students are not permitted to use any University student services, 
conduct dissertation research , or serve as a USF instructor or teaching assistant.  

 

Auditing of Courses  

A student who wishes to sit in on a class to review the course material may do so; 
however, the student is not allowed to take exams, earn grades, or receive credit. 
The student’s status for that class is an audit and his/her presence in the classroom 
is as a listener.  Audit status must be obtained only during the first five days of the 
term by filing a Course Audit Form  with a date -stamped permit from the 
college/department on the campus where the course is being offered. Audit forms 
should be submitted to the Office of the Registrar. IN -STATE fees are assessed for 
all audit courses. The form for requesting to audit is available on the Office of the 
Registrar’s website  ( http://www.registrar.usf.edu/ ).    

Note: Audited courses cannot  be used to satisfy degree requirements.  

 

Transfer of Credit  (From Institutions External to USF)  

With the approval of the graduate major, college, and Office of Graduate Studies, 
students may transfer into their graduate major graduate - level structured 
coursework taken at other institutions of higher learning. Individual Graduate 
Majors may have more restrictive requirements.  

• May transfer only graduate - level (5000 -7999) structured coursework with a 
grade of B (3.00) or better.  Courses with Pass/Fail or Satisfactory / 
Unsatisfactory grades are not eligible for transfer. Grades from courses taken 
at other i
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common across both majors may be waived with the substitution of other 
approved coursework at the discretion of the graduate advisor. For students 
entering a doctorate after completion of a master’s degree, departments may 
count up to 50% of the structured graduate credits from the master’s toward 
the post- baccalaureate requirements for the doctorate. The courses must be 
individually evaluated and transferred in. Block transfers are not permitted.  

• Transferred courses must not be older than ten years at the time of 
graduation or course currency is required.  

• External course transfer requests must include an official transcript from the 
student’s prior institution.  
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• a non- degree seeking  student, including courses used for a Graduate 
Certificate (with department approval)  

• a degree -seeking student, where the student is approved for a Change of 
Major to another graduate major. Any coursework that the student wants 
counted towards the new major must be listed on the Change of Graduate 
Major Application or it will not be transferred.  

Students in an existing major who drop to non- degree seeking status and seek 
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Only courses with grades of "C" (2.00) or better  will be accepted toward a 
graduate degree; no grade of C- or below will be accepted. Students must meet the 
requirements to be in good standing to graduate. All "I" and "M" grades must be 
cleared for graduation to be certified. Students who fail to maintain good standing 
may be placed on probation or academically dismissed.  

Grade Point Average (GPA)  

The GPA is computed by dividing the total number of quality points by the total 
number of graded (A -F) hours completed. The total quality points are figured by 
multiplying the number of credits assigned to each course by the quality point value 
of the grade given. The GPA is truncated to two decimals and is not rounded up.  

Credit hours for courses with grades of I, IU, M, MU, N, S, U,  W, and Z  and grades 
which are preceded by T (Transfer) are subtracted from the total hours attempted 
before the GPA is calculated. Graduate students are not eligible for grade 
forgiveness. All grades earned, regardless of course level, will be posted on the 
transc ript. If a student retakes a course, both grades will be used in the 
determination of the GPA. Courses taken at USF as non- degree  seeking are not 
computed in the GPA unless the courses are transferred in and applied to the 
degree requirements. The program and the college must approve such actions.  

Grades for transfer credits accepted toward the major will not be counted in the 
GPA unless the coursework in question was taken as a non- degree  seeking student 
at USF and meets the requirements  stated above (see Internal Transfer of Credit 
section above ).  

Graduate Grading System  

Plus/Minus Grading:  The +/ - designation must be included in the syllabus provided 
at the beginning of the course. The use of the +/ - grading system is at the 
discretion of the instructor. The syllabus policy is available at:  
https://usf.app.box.com/v/usfpolicy11 -008   

Letter grade = number of grade points  

A 4.00  

A- 3.67  

B+  3.33  

B 3.00  

B- 2.67  

C+  2.33  

C 2.00  

C- 1.67  

https://usf.app.box.com/v/usfpolicy11-008
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D+  1.33  

D 1.00  

D- .67  

F 0.00  

E Course repeated, not included in GPA  

FF Failure due to academic dishonesty (Graduate Students who receive an FF 
will be subject to academic sanctions, including possible Suspension, 
Dismissal, or Expulsion from the University and depending on the status, will 
not be eligible to apply to any graduate program at USF. See section on 
Academic Integrity of Students for more information.) *  

IB  Incomplete, grade points not applicable  

IC Incomplete, grade points not applicable  

ID  Incomplete, grade points not applicable  

IF Incomplete, grade points not applicable  

M Missing grade/no grade reported by instructor, grade points not applicable  

N Audit, grade points not applicable  

S/U  Satisfactory/Unsatisfactory, grade points not applicable  

W Withdrawal or drop from course without penalty, grade points not applicable  

WC Withdrawal for extenuating circumstances  

Z Continuing registration in multi - semester internship or Thesis/Dissertation 
courses, grade points not applicable  

 
* FF grades appear on the unofficial transcript only; on the official transcript, they 
display as “F.” 

Satisfactory/Unsatisfactory ( S/U) Grades  

Graduate students may not take courses in the major on an S/U (satisfactory/  
unsatisfactory) basis unless courses are specifically designated S/U in the Catalog. 
Students may take courses outside of the major on an S/U basis with prior approval 
of the course professor, major professor or program advisor, and the Dean of the 
College in which the student is seeking a degree. The student may apply a 
maximum of six (6) hours  of courses taken outside of the major for S/U credit 
toward a graduate  degree. Courses with a final grade of S or U will not be factored 
into the GPA even if students have successfully completed all course requirements.  
Directed Research and  Thesis / Dissertation courses are designated as variable credit 
and are graded on an S/U basis only. Before a student begins work under Directed 



Doctoral Student Handbook  

26  
 

Research, a written agreement must be completed between the student and the 
professor  involved , setting forth in detail the requirements of the course.  

Incomplete (I)  

An Incomplete grade ("I") is exceptional and granted at the instructor’s discretion 
only when students are unable to complete course requirements due to illness or 
other circumstances beyond their control. This applies to all gradable courses, 
including Satisfactory/Unsatisfactory  (S/U).  

Students may only be eligible for an "I" when:  

• the majority of the student's work for a course has been completed before 
the end of the semester  

• the work that has been completed must be qualitatively satisfactory  
• the student has requested consideration for an "I" grade as soon as possible 

but no later than the last day of finals week.  

The student must request consideration for an incomplete grade and obtain an "I" 
Grade Contract from the instructor of record. Even though the student may meet 
the eligibility requirements for this grade, the course instructor retains the right to 
make the  final decision on granting a student's request for an Incomplete. The 





Doctoral Student Handbook  

28  
 

except in the case of university error. Procedures requiring petitions are processed 
through the Office of Graduate Studies. 

 

Academic Probation 

Any student who is not in good academic  standing at the end of a semester shall be 
considered on probation as of the following semester. The C ollege or M ajor may 
also place students on probation for other reasons as designated by the C ollege or 
Major. The academic probation process is automated in Banner; if a student’s GPA 
falls below 3.00 at the end of the term, the student is  automatically  placed on 
Academic Probation P1 once final grades are posted . Notification of probation shall 
be made to the student in writing by the department, with a copy to the College 
Dean. At the end of each probationary semester, the department shall recommend, 
in writing, to the College Dean one of the following:  

1.  Removal of probation 
2.  

https://www.usf.edu/registrar/calendars/index.aspx
https://usf.app.box.com/v/graduate-voluntary-withdrawal


https://usf.app.box.com/v/usfpolicy10-075
https://usf.app.box.com/v/usfregulation60021
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Students dismissed for lack of academic progress may be considered for 
readmission to the original Major or any other Major offered.  To be readmitted, the 
student will need to reapply for admission, meeting the admission criteria in place 
at the time. Approval of readmission is contingent on Department approval and 
availability.  Graduate students who are assigned an “FF” grade or dismissed for 
failure to satisfy clinical or professional standards will be academically dismissed 
from the University and will not be eligible to apply to any graduate major at USF.  

 

Offices and Organizations for Governing Graduate Study  

University of South Florida Graduate Studies  

The development of University policies for graduate work is the responsibility of the 
USF Dean of Graduate Studies with the assistance and guidance of the University 
Graduate Council.  The USF Graduate Council is an official body of the USF Faculty 
Senate and works closely with the Office of Graduate Studies. The membership of 
the Graduate Council consists of faculty members who represent the various 
colleges, two graduate students, and the Dean and Associate Dean of Graduate 
Studies. Faculty members serve three -year staggered terms; students serve for 
one year . 

mailto:cranston@usf.edu
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allocation of graduate tuition waivers, and exceptions to graduate admission 
criteria. The Associate Dean serves as an ex -officio member of the Graduate 
Programs Committee and of the COEDU Faculty Council , and coordinates the 
ongoing revisions of the COEDU sections of the University Graduate Catalog.  

Graduate Support Office  

Graduate Support Office Website  

The Graduate Support Office’s mission is to provide advising and academic support 
to the College of Education’s graduate community and its partners to foster an 
environment of student success and academic excellence. Enrollment Services 
Team  members within the Graduate Support Office provide information to 
prospective and current graduate students and maintain files for all active graduate 
students in the College of Education.  The Enrollment Services Team Administrator 
serves as  the graduate certifying officer for the C ollege of Education, reports  to the 
College Associate Dean for Academic and Student Affairs, and is responsible for 
developing procedures to ensure the implementation of graduate policies within the 
College . Krystal Baehr ( kbaehr@usf.edu ) serves as the COEDU Enrollment Services 
Team Administrator.  

Graduate Program Committee  (GPC)  

The Graduate Program Committee is comprised of faculty members in the College 
of Education who are elected to represent the academic departments . The 
Committee acts for faculty members in matters related to graduate education and 
advises the COEDU Faculty Policy Council, Dean, and designees on policy matters. 
The GPC is responsible for the review of new graduate - level courses and programs, 
the development of new  College  policies and procedures, and the systematic review 
of policies and procedures that govern the implementation of advanced graduate 
programs. Recommendations on new and revised programs, courses, and policies 
are forwarded from the Graduate Program Committee  to the COEDU Faculty Council 
for approval at the College level. New and revised programs and courses are 
submitted to the University Graduate Council for university approval after they have 
been approved by the COEDU Faculty Council. 

Credentialed Graduate Faculty  

All tenure - track or tenured faculty appointed at the Assistant, Associate, or 

https://www.usf.edu/education/graduate/graduate-support-office/welcome-from-associate-dean.aspx
mailto:kbaehr@usf.edu
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College of Education Graduate Student Council  

The USF College of Education Graduate Student Council  is an interdepartmental and 
interdisciplinary group of graduate students whose mission is to enrich the graduate 
student experience through fostering college -wide collaboration, promoting 
excellence in educational research, and advocacy. The council represents the 
interests of all graduate students in the college, assists in addressing student 
concerns, and disseminates essential information for graduate students.  

 

Resources for Funding and Financial Assistance  

Financial assistance is available through the Office of University Scholarships and 
Financial Aid Services.  Students requiring such assistance should visit the USF 
Office of Financial Aid website at https://www.usf.edu/financial -aid/  for information 
about the different kinds of aid available and for important forms and submission 
deadlines . Students eligible for tuition waivers (through assistantships, employee 
benefits, etc.) should directly contact the department and/or college providing the 
waiver for information.  

Fellowships, grants, and scholarships are funds distributed by the University to 
students for which no work or repayment is required.  

Research, teaching, or graduate assistantships are awarded by the individual 
departments to degree -seeking students enrolled each semester for the number of 
credit hours specified by the department.  

College of Education Financial Aid Information 

College of Education Scholarships Homepage   

2023 -2024 COEDU Graduate Scholarship Information Guide  

The USF College of Education awards more than $ 400,000 in scholarships to 
students across all three campuses each year through private funding. With this 
funding, the College is  able to provide students  with the opportunity to finance their 
education and leave USF with not only a promising career in education, but also 
with as little student debt as possible.  

To qualify for a scholarship from the College of Education, students must:  

• Be fully admitted to USF and the College of Education for each semester the 
scholarship will be dispersed.  

• Meet minimum qualifications regarding GPA and part or full - time enrollment 
at USF. These vary by scholarship type and are noted in the university 
scholarship database system.  

• Any scholarship that mentions enrollment in a specific major as a condition 
for eligibility requires that students be admitted to that major to qualify. 
Intended majors are not considered.  

https://bullsconnect.usf.edu/coegsc/home/
https://www.usf.edu/financial-aid/
https://www.usf.edu/education/graduate/scholarships-grants.aspx
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Interested students should apply for College of Education scholarships through 
the  AwardSpring scholarship database . AwardSpring allows students to apply for 
USF scholarships by completing a brief questionnaire that shows a list of 
scholarship(s) they may qualify for. To begin using AwardSpring, s tudents  must 
activate thei r USF NetID and email to login to the scholarship application and begin 
applying for scholarships.  

Many  scholarships  require that students have demonstrated financial need at the 
time the scholarship is awarded. The Free Application for Federal Student Aid 
(FAFSA) must be completed and on file with University Scholarships & Financial Aid 
Services by the required deadlines for each academic year. If you need to fill out a 
FAFSA application, please log in at https://studentaid.gov/h/apply - for- aid/fafsa . 
You must do this before your scholarship eligibility can be determined. 

Additionally, limited funds are available in the USF Office of Graduate Studies  (ALN 
226) to assist graduate students in special circumstances. Typically, these funds are 
used to support travel for students who have papers accepted at conferences, to 
provide research support for out of the ordinary expenses related to the thesis/ 
dis sertation, and emergency tuition assistance. For travel and research costs, the 
USF Office of Graduate Studies requests students to first contact their department 
or college for assistance. The Office of Graduate Studies will then attempt to match 
the amounts. Please contact the Office of Graduate Studies (ALN 226) for additional 
information and application forms.  

 

Graduate Certificates  

The College of Education offers a wide variety of graduate certificates in a variety of 
areas. Graduate certificates are designed to provide students  with valuable 
educational experience in a more accessible, focused format than traditional 
graduate degree programs.   

A certificate is a specialized graduate - level credential reflecting knowledge of the 
most up- to -date research in your  selected field. Once completed, the certificate is 
notated on your transcripts and a USF certificate of completion is awarded. 
Certificate completion increases your competitiveness, enhances your performance, 
and helps prepare you for the changing nature of your field of specialization.  

Certificates consist of 12 -15 credit hours  and typically take one  to two years to 
complete, depending on course load per semester and course schedule offerings. 
Some certificates can be used to meet some of the requirements of a graduate 
program, depending on the policies of the degree program and the U niversity. 
Completion of a certificate does not imply admission to a related program. If a 
student is going to complete a graduate certificate while in a graduate program, 
they must apply separately to the certificate and be accepted in order to earn it. 
Taking classes for a certificate program does not automatically admit the student to 
that certificate program.  
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• Degrees may be conferred sequentially or concurrently, as specified in the 
approved Major requirements . 

• 

https://usf.app.box.com/v/app-for-concurrent-degrees
https://www.usf.edu/education/areas-of-study/interdisciplinary-education/
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• 

https://usf.app.box.com/v/change-of-graduate-major
https://usf.app.box.com/file/401428582744?v=change-of-graduate-major
https://usf.app.box.com/file/401428582744?v=change-of-graduate-major
http://www.grad.usf.edu/programs/search_all.php
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their current Major. The Graduate Director (or designee) will complete Section II 
before sending the application to the new program’s Graduate Director or advisor. 
If the Change of Major application is approved by both departments, the new 
program will submit the application to the Graduate Support Office, who will 
forward it to the Office of Graduate Studies for final approval.  

Once  a Change of Graduate Major request is approved, a new planned program of 
study for the new program must be approved and submitted to the Graduate 
Support Office. Students who change degree programs must meet the  Graduate 
Catalog requirements that are in place at the time the change is approved. Please 
note that courses from the previous major are not automatically transferred to the 
new major; transferred  coursework must be listed on the Change of Graduate Major 
Application for it to count towards the new program.  

 

Change of Concentration 

For students enrolled in graduate majors that contain concentrations, a change to a 
new concentration within the major requires  a Change of Graduate Concentration 
Form . A change of graduate concentration:  

• is NOT possible for graduate students in their first semester of study.  
• is permissible only for a continuing graduate student enrolled in a major who 

wishes to change to another concentration within the same major.  
• requires the student to be in good academic standing.  
• is up to the discretion of the student’s major and concentration (NOTE: some 

concentrations have additional requirements for admission and for degree 
completion).  

• may affect the student’s financial aid status.  

To process the Change of Graduate Concentration form, c ourse  registration is 
required during the semester/term for which the change becomes effective.  

Students applying for a Change of Concentration should fill out the form with their 
degree information, including their current and desired concentrations. They will 
need to obtain signatures from program advisors or other designees in both their 
current and new concentration programs. The Change of Concentration form must 
be signed and approved by both the current and the new concentration, after which 
it must be submitted through the Graduate Support Office (EDU 320) to the Office 
of Graduate Studies for approval. If approved by the Office of Graduate Studies, the 
Change of Concentration form is forwarded to the Registrar for processing.  

If a Change of Concentration request is approved, a new planned program of study 
for the new concentration must be submitted and approved. Students who change 
concentrations must meet the requirements that are in place at the time the 
change is approved. This includes the time limits on coursework to be used in the 
new program to fulfill degree requirements. As the major is not changing, all 

https://usf.app.box.com/v/change-of-grad-concentration
https://usf.app.box.com/v/change-of-grad-concentration


https://usf.box.com/s/psd3e9a52srjqozg6o39ctyr2wjijs30
https://usf.box.com/s/psd3e9a52srjqozg6o39ctyr2wjijs30
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above may be applied to a doctoral program and any substitutions for COEDU 
foundational courses must be approved by the Department Chair and/or advisor.  

Please note: the request for course substitution is used when a course on the 
approved planned program of study is being replaced with a different course taken 
at USF. To apply courses completed at another institution to the planned program 
of study, pleas e use the  Graduate Course Transfer Form . If substitutions are 
requested for more than 4 -5 courses, students should instead complete a new 
planned program.  

 

Appointment of the Doctoral Committee  

Upon admission to a doctoral program, the student is required to meet with the 
department's Graduate Program Coordinator or assigned program advisor during 
the first semester of study to select a M ajor Professor and form a doctoral 
supervisory committee. The program coordinator/ advisor will help the student 
identify a M ajor Professor, who must be a fully credentialed member of the College 
of Education’s  graduate faculty with knowledge and interest in the area of study 
chosen by the student.  If co -major professors are desired, at least one must be a 
faculty member in the College of Education who is credentialed to serve as a major 
professor; the second co- major professor may be a faculty member in the College 
of Education or a similarly qualified and special -credentialed faculty member from 
another USF college.  

 

Major Professor

https://usf.app.box.com/v/graduate-course-transfer
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Major Professors must meet the following requirements:  

• Be graduate faculty*, as defined by the University, from the student's  home  
academic area  

• 

https://usf.box.com/s/kj9cyh8obr2ss590awbd6eqbt47hfykx
https://usf.box.com/s/kj9cyh8obr2ss590awbd6eqbt47hfykx
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Committee  members must be credentialed as Associate o r Full Members of the 

http://www.grad.usf.edu/programs/faculty.php
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https://usf.box.com/s/jex61doxlqwxlpalhxj8k04ux3nwx64l


https://usf.app.box.com/file/1198053849952
https://usf.app.box.com/file/1198053849952
https://www.usf.edu/education/graduate/graduate-support-office/grad-stud-resources/dates-and-deadlines.aspx#qualifying-exam
https://www.usf.edu/education/documents/graduate/qualifying-exam-candidacy-doc/doctoral-qulifying-exam-application.pdf


Doctoral Student Handbook  

46  
 



Doctoral Student Handbook  

47  
 

 

(Table continued on next page)  

 

 

Option and Description  Format  
Programs Approved to 

Use This Option  

Option 1:  College Wide  
Comprehensive/Summative 
Administered through the 
Graduate Support Office  
 
3 questions:  

-  Specialization  
-  Cognate  
-  Research, 

measurement, or 
foundation  

Administered in -class without 
notes over three consecutive 
days.  
 
 
This option will be administered 
on the following dates:  
Fall 2023 –  October 2, 3, and 4  
Spring 2023 –  February 19, 20, 
and 21  
Summer 2024 –  June 3, 4, and 
5 

Career & Workforce Education  
Early Childhood Education  
Educational Leadership  
Elementary Education  
English Education  
Instructional Technology  
Interdisciplinary Education  
Literacy Studies  
Mathematics Education  
Measurement & Research  
School Psychology  
Social Science Education  
Special Education  
 

Option 2:  Program 
Administered Comprehensive 
 
3 questions; focus may vary.  

Three -day administration. 
Location may vary.  
 
Test takers may or may not 
use notes and other resources 
(e.g., knowledge of questions 
beforehand)  

Counselor Education  
Early Childhood Education  
Elementary Education  
English Education  
Interdisciplinary Education  
Literacy Studies  
Mathematics Education  
Special Education  
Technology in Education & 
Second Language Acquisition 
(TESLA)  
 

Option 3:  Catalyst for 
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Option and Description  Format  
Programs Approved to 

Use This Option  

Option 4:  Scholarly Paper for 
Journal Submission  
 
1-3 scholarly papers related to 
the student’s research interests 
that committee determines is 
suitable to be submitted to 
peer review journals.  

One semester take -home 
option.  
 
Administered through programs 
with specific guidelines, 
including timeline for 
submission.  

Career & Workforce Education  
Counselor Education  
English Education  
Interdisciplinary Education  
Literacy Studies  
Mathematics Education  
Measurement & Research  
Technology in Education & 
Second Language Acquisition  
 

Option 5:  Scholarly Portfolio  
 
Examples may vary, but this 
option can include a 
combination of:  

-  2-3 publication ready 
scholarly manuscripts 
and 2 -5 conference 
presentations  

-  Teaching evidence 
(syllabus and student 
product samples)  

-  2-5 professional 
products or services  

-  An oral defense  
 

Built up throughout program 
and submitted upon or after 
course completion.  
 
Administered through programs 
with specific guidelines, 
including timeline for 
submission.  

Counselor Education  
English Education  
Interdisciplinary Education  
Literacy Studies  
Mathematics Education  

 

Verification of Qualifying Exam Results  

Once the student has completed the Doctoral Qualifying Exam ination, the ir Major 
Professor will alert the student of the ir exam results approximately 3 -6 w.3 ( re)-4Td
[(6)-8.9Qul
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the Graduate Support Office . This request must be sent during the semester in 
which the Directed Research hours will be taken. No more than 50% of the total 
number of dissertation hours required may be reduced in this way.  

 

Admission to Doctoral Candidacy  

Students  apply for Doctoral Candidacy following the successful completion of the 
Qualifying Exam and all other program requirements. Doctoral candidacy  status  
indicates that the program has approved the student for dissertation research. The 
Admission to Candidacy form is to be submitted for approval during the semester in 
which the qualifying exam is completed, but no later than the semester following 
the succ essful completion of the exam.   
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Enrollment in Dissertation Hours  

Students may not register for dissertation hours until the semester immediately 
following the semester of formal admission to candidacy  by the Office of Graduate 
Studies. This requirement is strictly enforced at USF. Students who obtain an 
override and register for dissertation hours will be dis -enrolled by the Office of 
Graduate Studies . For the specific course prefix and section of dissertation hours to 
register for, students should consult their Major Professor and Department.  

Continuous Enrollment Requirement  

Beginning with the semester immediately following the semester of formal 
admission to candidacy, a doctoral student must be enrolled for a minimum of two 
(2)  hours of dissertation coursework (
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This form should be signed by the full supervisory committee and the student's 
department chair. The following must also be submitted with the form:  

• The Dissertation Proposal Defense Guidelines Questionnaire (linked above), 
completed by the student while preparing for the defense  

• A copy of the proposal with the correct title page from the list above.  

Requests for Proposal Defense should be routed through the department Academic 
Program Specialist for necessary signatures.  The Academic Program Specialist will 
send  the signed request for proposal defense  and all required documentation to the 
Graduate Support Offic e 
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Request for Final Defense Forms  

• Request for Final Dissertation Defense  
• Dissertation Final Defense Guidelines Questionnaire  
• 
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This form should be signed by the full supervisory committee and the student's 
department chair. The following should also be submitted with the form:  

• The Dissertation Final Defense Guidelines Questionnaire , completed by the 
student while preparing for the defense  

• A copy of the Final Dissertation with the correct title page for their program  
(see links above for formatting)  

• The Successful Defense Form, filled out but not signed 
• The ETD Certificate of Approval, filled out but not signed 

Students are required to submit their dissertation in an electronic format (ETD).  
Registration for ETD  opens on the first day of each semester. It is recommended 
that students complete ETD registration as soon as possible to avoid delays when 
submitting the final dissertation and Certificate of Approval (COA) packet.  

Request s for Final Dissertation Defense should be routed through the department 
Academic Program Specialist for necessary signatures. The Academic Program 
Specialist will send the signed request for final dissertation defense and all required 
documentation to the Graduate Support Office.  Completed requests for fina l 
defense should be submitted with all signatures mentioned above to the Graduate 
Support Office  at least ten (10) calendar days  prior to the defense date for the 
Associate Dean for Academic  and S tudent Affairs' approval.  Once approved by the 
COEDU Associate Dean, the formal announcement will be sent out via email to the 
college and posted to the website and Canvas group.  

Dissertation announcements for the current semester can be found here
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The Final Dissertation Defense will be presided by the Doctoral Dissertation Outside 
Chair. In the College of Education, the Outside Chair can be a fully credentialed 
non -committee member OR a committee member outside of the student's 
major/program. The Outside Chair may  be COEDU faculty as long as they are not 
from the student's primary major/ program . The Outside  Chair’s role includes 
overseeing the proceedings as well as serving as the student’s advocate, by 
ensuring fairness of the process.  The Final Dissertation Defense should be 
conducted within a timeline to allow for the student to make any necessary 
corrections following the defense and still meet the final copy deadline for turning in 
the dissertation to the Office of Graduate Studies.  The length of the examination 
period will generally not exceed three hours.  Throughout this time , the Outside  
Chair is to be in charge of all proceedings and, ideally, is expected to play a 
balancing role between advocacy and contention.  

1.  The Doctoral Dissertation Outside Chair will open the proceedings by 
introducing the candidate and the Doctoral Dissertation Committee. The 
defense should begin with a presentation by the candidate designed to 
summarize the dissertation.  

2.  Following the presentation, the Defense may be moved to a different 
physical/virtual setting for the main examination. The examination will 

2.  
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• Signed Successful Defense Form (This is internal to COEDU and does not 
need to be submitted to ETD)  

• Signed ETD Certificate of Approval 
• Page 1 of the Plagiarism Check  (This is conducted by the Major Professor and 

shows the citation match percentages)  
• Certificate of Completion of the Survey of Earned Doctorates  

The Office of Graduate Studies requires all doctoral students to submit a Certificate 
of Approval packet to the ETD office containing the documents listed above. 
Students must fill out the ETD Certificate of Approval form and obtain signatures 
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current semester deadlines. If a student applies for graduation and is not approved, 
a new Application for Degree must be submitted by the deadline in a new term.  

It is recommended that students submit their application after they have consulted 
with their program advisor and have met the following requirements:  

• Will have completed all degree requirements by the end of the semester, 
including the removal of all incomplete (I), missing (M), and continuing (Z) 
grades.  Students must be in good academic standing (GPA of at least 3.0).  

• All students must be registered for at least two (2) graduate credit hours 
during the semester in which they have applied for graduation.  

• Must provide  course currency statements for any
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Please note: If you are applying for graduation, make sure your personal 
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the Office of Graduate Studies.  Once the Letter of Completion has been fully 
processed, it will be mailed to the student at the address provided on the form with 
an additional (unofficial) copy emailed to the student. Students may also pick up 
the letter in person from the Graduate Support Office. Please allow 6 -10 business 
days for a request for Letter of Completion to be processed once the final 
certification is complete for the student. 

Note: Once transcripts reflect the degree earned, a Letter of Completion will longer 
be available. The final transcript and/or diploma serve as proof of completion.  

Ordering Transcripts  


