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Today’s Date: ____/____/____           Due Date: ____/____/____      RFA or PA #:_________________ 

Major Professor (PI): ________________________ Student Name (Co-I): _______________________ 

Anticipated Funding Agency: _______________________ (if corporate/foundation, request clearance) 

Funding Mechanism (NRSA, etc.) __________________________________________________ 

 Type of Grant Proposal:  New  Revision/Resubmit  Supplement  

 Primary Nature: Service Education  Research Clinical Trial  Other 

Activity Timeframe 
Distribute for internal/committee review 
 

Ongoing process; 4-8 months prior to due date to 
allow for multiple reviews and revisions by 
committee to fully develop proposal acceptable for 
external review 

Receive internal/committee review feedback 

Identify External Reviewers; Associate Dean for 
Research & PhD Program must approve 

13 weeks prior to due date 

Contact External Reviewers 12 weeks prior to due date 
Distribute for external review 10 weeks prior to due date 
Start budget development 9 weeks prior to due date 
Receive external review feedback  8 weeks prior to due date 
To major professor/committee for final review Ongoing process to address reviewer concerns. 

Committee must approve application prior to 
submission to Grant Administrator 

Major professor/committee approval to submit 

Send to Editor 4 weeks prior to due date 
Finalize budget with Grant Administrator 3 weeks prior to due date 
Submit to NRC 2 weeks prior to due date 
Submit to CGA  1 week prior to due date 

 
Please attach the following: 

Submission Requirements and Guidelines from Potential Funding Agency (unless NIH) 

Abstract/concept paper is attached 
 
cc: Associate Dean for Research and Doctoral Program  
 Director of the PhD Program 
 NRC Coordinator 
 NRC Grant Administrator 
 

In order to accurately reflect the CON’s proposal activity and to assure that you receive the assistance needed from the CON 
Research Center, please complete this form as soon as you have identified a potential proposal submission date.) 
 
Submit completed form to:   Jennifer Labun, 500 West Fee Hall; or jennifer.labun@hc.msu.edu 

Student 
Notice of Intent to Submit a Grant Proposal 

(As PI or Co-I on another unit’s application) 
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                                  Doctoral Student Proposal Planning Tool 
 

Michigan State University College of Nursing 
Center for Nursing Research 

Pre-Award Checklist – Doctoral Student Submissions 
Date of Proposal Planning Meeting:  ____/____/____ 
Student Name: __________________________       Major Professor:
 _____________________________ 
Funding Agency: 
___________________________________________________________________________ 
Funding Mechanism:    NRSA  Other 
Due Date: ____/____/____ Target Date: ____/____/____ 
 
Agency specifics: 
Does Student have an eRA Commons Account (if NIH application) 
Is a Corporate/Foundation form required? 
Submission timeline: (set target dates) 
 1. Develop proposal (w/committee member guidance) 
 2. Contact external reviewers     ___/___/___ 
 3. Distribute to external reviewers    
 ___/___/___ 
 4. Start budget development     ___/___/___ 
 5. Receive external reviews back    
 ___/___/___ 
 6. Work with committee members to revise   ___/___/___ 
 7. Submit to editor for review     ___/___/___ 
 8. Finalize budget; Grant Administration routes transmittal 
 ___/___/___ 
 9. Submit final documents to Grant Administrator  
 ___/___/___ 
 10. Grant Administrator submits application to CGA for submission
 ___/___/___ 
 11. Grant Administrator mails (if paper application)  
 ___/___/___ 
 
Internal Review: 
Who are Internal Reviewers (should be guidance/dissertation committee members) 
 1. 
 2. 
 3. 
Committee members must approve proposal prior to submission to Grant Administrator: 

• distribution to External Reviewers 
• distribution to editor 

 
External Review:  
Who has been identified as an external reviewer(s)? 
 1. 
 2. 
Has Associate Dean for Research approved external reviewers? 
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Review process for distribution to external reviewers 
Application components: 
Review application required components 
Discussion templates which may be helpful, e.g., resources, human subjects  
Is IRB approval required prior to submission?  
Is this a multi-site study where multiple IRB approvals would be required? 
Is this an intervention study? (CON Quality Assurance Board would apply; template 
available) 
Are reference letters required? Review process for submission 
Budget Development: 
Review restricted items (if any) 
Will there be Co-Investigators? Review required materials, e.g., biosketch, and cost. 
Will there be consultants? Review required materials, e.g., biosketch, letter of support and 
cost. 
Will there be recruitment sites? Is IRB approval required at the site? Will there be a fee? 
Discuss required materials for recruitment site(s), e.g., description of site, demographic 
data. 
Do recruitment sites have a negotiated Indirect Cost Rate? 
Will there be supplies? Travel? Books? Software? 
Discuss development of the budget justification 
Final Processing: 
Discuss editing process 
Discuss transmittal process 
Discuss the format to submit final documents to NRC 
Discuss submission process, e.g., electronic or paper 
Notice of Funding: 
Discuss timeline for review 
Discuss what to do if student receives a notice of funding 

 
Updated 08/01/08  
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                  Annual Review of PhD Students 
 
Procedure for Annual Review of Ph.D. Students 
 
- The Director of the Doctoral Program will inform students and Major Professors of the   due date for 

the Annual Review by spring semester each year.  The Annual Review will occur during April.  
 
- An Annual Review form is to be completed for each student in the PhD program on an annual basis.  
 
 -The Major Professor will work with the doctoral student regarding the timelines for completion of the 

student portion of the Annual Review. The Major professor will also meet and discuss the completed 
review form with the student. 

 
- The Major Professor will complete the appropriate portion of the Annual Review in consultation with 

the Guidance Committee and as needed from faculty with whom the student has worked in the 
classroom or on research (e.g., practicum, independent study, dissertation credits).  

 
- The Major Professor and student will meet to discuss the student’s progress, update the program of 

study (with the guidance committee, as appropriate) and develop goals for the upcoming academic 
year. 

 
- The student and Major Professor are to examine and complete the “Student Annual Benchmarks” and 

skills checklist in evaluating the student’s progress and in setting the goals for the coming year.  
 
- Attached to the annual review form should be the Benchmark Checklist, the student’s goals for the 

upcoming year skills checklist, Certificate of IRB training, HIPAA training and if needed an updated 
Program Plan, and/or an IRB, HIPAA certificate. 

 
- Annual reviews are to be signed by the student and Major Professor and submitted to the Doctoral 

Program office. 
   
- Annual Reviews will be filed in the Office of Student Support Services with a copy in the Doctoral 

Program Office, following the Annual Review meeting.  Copies of the completed Annual Review with 
recommendations will be given to the student and Major Professor. 

  
- Copies of the letter will be filed in the Office of Student Support Services and Doctoral 

Program office.  
- In response to any remediation stipulated in the summary letter, a written plan for 

remediation steps and timeline will need to be developed by the student, Guidance 
Committee and Major Professor and filed in the Doctoral Program office. 

  
- Students who wish to appeal any part of the Major Professor's evaluation may do so in writing to the 

Director of the Doctoral Program by July 1st of each year. 
 
Approved by the PhD Committee 
October 6, 2000, revised April, 2006 
Revised May, 2007 
Updated January 2008 (AS) 
Updated 08/01/08 (AS)  
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                      Annual Review of PhD Students 
 
Name:   PID:  
 
Portion Completed by the Student 
 
Academic Progress 

Date of entrance into 
program*: 

  Expected completion 
date: 

 

* If admitted under provisional status, date provisional status removed:  
 
Most recent contact with guidance committee/academic advisor:  
 
Date or expected date of comprehensive exams:   Passed?  
 
Date or expected date of dissertation proposal approval:  
 
Date or expected date of dissertation defense:  
 
Current GPA:   Number of credits and 

course number below 3.0: 
 

 
 
List all scholarly work for the past year. This should include: poster presentations, paper presentations, 
manuscripts, and grant submissions. Attach a copy of the abstract for each to your Annual Review 
materials. For manuscripts the resubmission date and any decision (ie accept, revise and resubmit etc) 
needs to be recorded as well.  
 

TITLE TYPE OF 
WORK 

ORGANIZATION/ 
CONFERENCE/ 

JOURNAL

DATE 
SUBMITTED 

DATE 
ACCEPTED OR 

PRESENTED 
     
     
     
     
 
 
Responsible Conduct of Research Seminars – Graduate School 
 
Please insert the date attended. Students are required to attend all of the seminars except the one on 
animals in research which is optional.  Students are to be current in this area and some evidence of 
update should occur every two years.   
 

TITLE DATE ATTENDED 
 
Investing in Responsibility & Integrity for a Productive Career 

 

 
Responsible Decision-Making in Academic Research: Ethical & 
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Moral Perspectives. 
 
Maintaining a Productive & Responsible Environment for 
Conducting Graduate Research 

 

 
Personal Responsibility in Conducting Graduate Research & 
Advancing Your Career 

 

 
Responsibility to the Subjects of Research: Humans 

 

 
Responsibility to the Subjects of Research: Animals (Optional) 

 

 
Objectivity & Conflicting Interests in Academic Research 

 

 
Other (write in) 

 

Attach the following to this report:  
a. Current Program Plan of Study 
b. Completed Benchmark Checklist 
c. Goals for the upcoming year 
d. Record of current IRB training 
e. Current IRB approval (if applicable) 
f. Abstracts of all scholarly work listed in table above 
g. Copy  published manuscripts 
h. Copy of skills list achieved 

 
Professional Goals and Performance  
The student should provide the following information: 
 
      1.   Professional goal statement. 

2. Progress on goals for past academic year including:  
a. papers submitted or published;  
b. poster abstracts submitted or presented 
c. grants submitted or obtained, name, organization, date, amount; 
d. paper presentations at professional conferences;  
e. participation on funded grants of faculty; 
f. practicum completed. 
g. Other research related activities.. 

3. Goals for the next academic year, including plans for: 
a. papers to be submitted;  
b. posters, abstracts 
c. grants to be submitted;  
d. presentations at professional conferences;  
e. participation on funded grants; 
f. planned practicum. 

  4.   Participation in undergraduate/graduate education (e.g. courses taught, mentoring of 
students, any teaching activity during the year) 

     5.   Other scholarships, fellowships submitted and/or obtained 
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Describe your progress in achieving each of the appropriate benchmarks, your academic goals during 
the past year and outcomes of research practicum (NUR 940), independent study (NUR 990) and 
dissertation (NUR 999) work.  Note areas in which you are experiencing any difficulty. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Describe your progress toward achieving your career goals during the past year.  If you are not making 
progress according to the program benchmarks, explain why.  Identify barriers that have hindered your 
progress.  For any identified areas of difficulty, attach a remediation plan, including timelines for future 
progress. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
69

Annual Review of Ph.D. Students 
 
 
Name:   PID:  
 
 
Portion Completed by the Major Professor 
 

Academic Performance 
 
1. Summarize the extent to which the student has met appropriate benchmarks during the evaluation 

period.  Describe any benchmarks that have not been met fully, and attach a remediation plan with 
timelines for future progress. 

 
 
 
 
 
 
 
 
 
 
 
 
2. Describe achieved outcomes in courses listed below, including a summary of the extent to which the 

student met individual objectives for each course. 
 
NUR 940 
 
 
NUR 990 
 
 
NUR 999 
 
 
 
 
3. Please summarize the overall academic performance of the student, including broader participation 

in learning activities within the College and MSU, e.g., seminar attendance and participation, 
dissertation defense attendance, participation in Visiting Scholars programs, etc.  

 
 
 
 
 
 
 

 



 

 
70

Annual Review of Ph.D. Students 
 
 
Name:   PID:  
 

Signatures 
 
Student:  Your signature below indicates that you have discussed the contents of 

this Annual Review with your major professor. 
 
 
   
Student  Date 
 
 
 
Major Professor:  Your signature below indicates that you have discussed the contents of 

this Annual Review with the student. 
 
 
   
Major Professor  Date 

 
 

Reviewed by GPC  Date 
       
 
   
Director of the Doctoral Program  Date 
 
Letter to Student of summary from GPC:       _______________________ 
        Date 
 
 
 
 
 
Copies to:  

Doctoral Program Office  
  Office of Student Support Services  
 
 
 
 
 
 
Approved PhD Committee, October 6, 2000  
Revised April 2006  
Revised November 2007 
Revised December 2007 AS 
Revised January 2008 AS 
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                      Student Annual Benchmarks Checklist 
 
STUDENT NAME: _______________________________ Current Date:    
Year Began Program: ______________ Major Professor:      
Year 1 

 • Begin building Guidance Committee by end of fall semester 
 • Working draft of program objectives by end of fall semester 
 • Guidance Committee formed/form signed and on file before annual review at end of year 1 

• Program Plan complete (including elective courses) – signed and on file before annual review at end of year 1  
• Attend doctoral student seminars 

 • Attend Responsible Conduct of Research Seminars, Graduate School 
 • Successfully complete courses outlined in program plan 
 • If student admitted provisionally, indicate requirements met for removal of the provision 
 • Current IRB training--documentation  
 • HIPPA training-documentation 
 • Annual Review of PhD Students form completed, on file, and a goal for year 2 that addresses funding proposal 

development 
Year 2 

 • Peer Reviewed Poster presented at Regional Conference 
 • Informal presentation of scholarly work at local or state conference 
 • Annual Review of PhD Students form completed and on file  
 • Comprehensive exam completed  
 • Updated program plan if needed 
 • Part of Research Practicum course completed  
 • Begin working on NRSA-draft completed for funding  
 • Current IRB training 
 • Complete Responsible Conduct of Research Seminars, Graduate School 

Year 3 
 • Comprehensive examination passed 
 • Funding proposal written and submitted to NIH or a national organization (at comparable level to NIH/NRSA) 
 • Senior Authored Manuscript submitted for publication to approved journal 
 • Peer Reviewed research paper presentation at state or regional conference 
 • Annual Review of PhD Students form completed 
 • Updated Program Plan if needed 
 • Dissertation proposal defense late year 3 or early year 4 completed 
 • Research Practicum completed 
 • Current IRB training--Renewal CITI modules 
 • Update of Responsible Conduct Sessions 

Year 4 
 • Completed all required courses 
 • Peer Reviewed Podium presentation at national conference 
 • Updated program plan as appropriate 
 • Annual Review of PhD Students form completed and on file  
 • Update of attendance at  Responsible Conduct of Research Series – Graduate School 
 • Current IRB training 
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            Student Annual Benchmarks Checklist Cont…. 
 
Year 5 

 • Dissertation Defense 
 • Dissertation turned in to College of Nursing 
 • Current IRB training 
 • Update of Responsible Conduct Sessions 
 • Graduation! 
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 Fast Track Student Annual Benchmark Checklist 
 
STUDENT NAME: _______________________________ Current Date:     
Year Began Program: ______________ Major Professor:       
Year 1 

 • Begin building Guidance Committee by end of fall semester 
 • Working draft of program objectives by end of fall semester 
 • Guidance Committee formed/form signed and on file before annual review at end of first year  
 • Program Plan completed, signed and on file before annual review at end of first year 
 • If student admitted provisionally, indicate requirements met for removal of the provision 
 • Successfully complete courses outlined in program plan  
 • Attend doctoral student seminars (NUR 945 and NUR 946) 
 • Current IRB Training - documentation 
 • HIPPA training-documentation 
 • Annual Review of PhD Students form completed, signed and on file  

Year 2 
 • Attend doctoral student seminars (NUR 950 and NUR 951) 
 • Attend Responsible Conduct of Research Seminars, Graduate School 
 • Successfully completed courses outlined in program plan for second year  
 • Updated program plan if needed 
 • Annual Review of PhD Students form completed, on file, and a goal for year  

3 that addresses funding proposal development  
 • Part of Research Practicum credits completed 
 • Current IRB training 

Year 3 
 • Peer Reviewed Poster presentation at regional conference 
 • Informal presentation of scholarly work at local or state conference 
 • Research Practicum credits completed 
 • Comprehensive exam completed 
 • Begin working on NRSA-draft completed for funding 
 • Annual Review of PhD Students form completed and on file  
 • Updated Program Plan if needed 
 • Current IRB training – renewal CITI modules  
 • Complete Responsible Conduct of Research Seminars, Graduate School 

Year 4 
 • Comprehensive exam passed 
 • Senior Authored Manuscript submitted for publication to approved journal 
 • Funding proposal written and submitted to NIH or a national organization (at comparable level to 

NIH/NRSA) 
 • Peer Reviewed Research presentation at state or regional conference 
 • Annual Review of PhD Students form completed and on file  
 • Updated Program Plan if needed 
 • Dissertation proposal defense late year 4 or early year 5 
 • Update of Responsible Conduct of Research Seminars 
 • Current IRB training 
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 Fast Track Student Annual Benchmark Checklist (cont.) 
 
Year 5 

 • Completed all required courses 
 • Peer Reviewed Podium Research presentation at national conference 
 • Annual Review of PhD Students form completed and on file 
 • Updated Program Plan 
 • Current IRB training 

Year 6 
 • Dissertation Defense and Graduation 
 • Update of Responsible Conduct Sessions 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Approved by DPC April, 2006, 
Updated November 2007, January 2008; August 2008 (AS) 
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                  Student Guidelines for Independent Study (NUR 990) 
 
Independent Study permits a student or a small group of students, to develop personal competencies 
through individualized experiences and student interest in a particular area.  It allows exploration of an 
area in greater depth and/or from a different perspective than possible within the limits of required 
courses (the content must not be available through an existing course). The student takes initiative for 
selection of a topic, issue or problem, and assumes major responsibility for the associated planning, 
implementation and evaluation.  The student seeks consultation and guidance from a faculty advisor. 

 
NUR 990 is a variable credit course, in which the number of credits is based upon the scope of the topic, 
issue or problem, and the associated objectives.  
 
The Application Procedure 
Prior to enrolling, the student must: 
 

1) Have an approved program plan in place that includes this independent study. 
 
2) Complete the Michigan State University College of Nursing Application for Independent Study 

by mid-term of the term prior to planned independent study.  
 

3) Obtain the required signatures, i.e., the faculty guiding/evaluating the independent study, the 
Major Professor, and the Director of the Doctoral Programs. 

 
4) Application for Independent Study goes to the Director of the Doctoral Programs for processing 

and approval must occur by midterm prior to term of enrollment. 
 

5) Copy filed in student’s file in Student Support Services and Doctoral Program Office 
 
Evaluation and Grading 
The Independent Study Form, a written contract, is completed by the student and faculty advisor prior to 
the semester the independent study will be taken. 
 
The information needed includes: 
 

1) Definition of the study is clear and appropriate, i.e., the purpose and the scope. 
 

2) Objectives reflect measurable outcomes, are revised as necessary, are consistent with the topic, 
issue or problem selected, and are attainable within the predetermined time for the study. 

 
3) The approaches to be used to achieve the study outcomes are clearly stated. 

 
4) The conduct of the study reflects self-direction and self-evaluation. The parameters for grading 

are provided in the Application for Independent Study.  
 
Approved PhD Committee, December 8, 2000 
Updated 08/01/08 (AS)  
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                  Application for NUR 990 - Independent Study 
 
Please complete this form, obtain indicated approvals, and present student's copy to the Director of the 
Doctoral Program. 
Credits:   Semester:   Year:  
 
1. TITLE OF INDEPENDENT STUDY:  
 
2. DESCRIPTION OF STUDENT ACTIVITY (e.g. review of lit, purpose, methods): 
 
 
 
 
3. RATIONALE (why focus was chosen and how it contributes to student program 

objectives) – or  DISSERTATION PLAN: 
 
 
 
 
4. EXPECTED MEASURABLE OUTCOMES: 
 a. 
 
 b. 
 
 c. 
 
 
5. DEADLINE FOR SUBMITTING FINAL WORK:  
 
6. FACULTY ROLE:  
 a. Estimated contact hours/week with faculty member:  
 
 b. Expected faculty input: 
 
7. ADDITIONAL COMMENTS (if needed):  
Student’s Signature:   Date:  
   E-mail:  
Home Telephone:   Work Telephone:  
 

Approvals: 
 

     
Faculty responsible for supervision Date  Major Professor Date 
     
     
Director of the Doctoral Program Date    
 
 
 
Approved PhD Committee, December 8, 2000 
Original to: Office of Student Support Services  
Copies to: Doctoral Program Office  
                        Student 
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                                                                Guidelines for Comprehensive Examination 
 
Comprehensive Examination  
 
In the Comprehensive Examination, students are expected to produce a synthesis of the knowledge 
gained in the core curriculum of the doctoral program. To be eligible to take the comprehensive 
examination, students must have completed at least one semester of multivariate statistics, one semester 
of psychometrics, five core nursing courses in the doctoral program (NUR 901, 910, 911, 920, 930) and 
have the consent of their major professor. The purpose of the comprehensive examination is a 
demonstration by the student that he/she has mastered the core knowledge and skills of a nurse 
researcher and can synthesize the knowledge in a written and oral manner.  
 
Specifically the exam is to test the ability to meet the following program objectives: 
 

1. Evaluate research designs, measures, and statistical analyses used in the study of the processes 
and effectiveness of patterns of nursing and health care as they relate to the health status and 
health outcomes for individuals, families, and community-based primary care.  

 
2. Evaluate current and developing middle-range theories relevant to nursing for their usefulness in 

understanding health status and health outcomes for individuals, families, and community-based 
primary care. 

 
3. Translate and integrate scientific knowledge to inform clinical practice, health policy, and health 

care delivery system change. 
 
Construction of the Examination 
 
The comprehensive exam consists of a written and an oral component. For the written portion, course 
faculty will develop 4 core questions based on the program objectives (2 questions for 1st objective: 1 
for methods and 1 for measurement of health status, health outcomes) and one core question for each of 
the other 2 program objectives, ie. theory and translation. If the student’s major professor is one of the 
core course faculty an additional faculty member who is on the students guidance committee and from 
CON will be added to the exam committee for a total of five members. 
 
A comprehensive examination committee consisting of the student’s major professor and 4 core course 
faculty will be established for each student.  
 
Course faculty and major professor will work together to adapt the core questions to the individual 
student. 
 
The PhD Subgroup of GPC will review the sets of written questions for consistency and equivalence 
across students prior to administration. 
 
Scheduling the Examination 
 
The Director of the PhD Program will schedule the written examination and arrange for location, set-up 
and proctoring. The Doctoral Program Office will notify the eligible students of the date, time and 
location of the examination. The examination will be administered to all eligible students 
simultaneously. There will be a time limit for the examination applicable to all students. Students with 
special needs must notify the Director of the PhD program ahead of time. 
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The written examination will take place over 2 days. There will be 2 questions per day with 2 1/2 hours 
allotted per question. The students will be given one question from 9:30-12:00, then a break 12:00-1:00, 
and the second question 1:00-3:30. 
 
The oral exam will be given after the written exam.  The purpose of the oral exam is to allow the student 
the opportunity to clarify points of the written exam.  (See oral exam process) 
 
Evaluation of the Examination 
 
The written and oral components are not graded separately. The written component is read by the 
comprehensive examination committee that consists of the student’s major professor and 4 core course 
faculty. There will be one faculty member from NUR 910 or 911 and one faculty member from each of 
the other core courses.  
 
The Doctoral Program Office will schedule a time and location for each student to meet with his or her 
examination committee to complete the oral exam within two to three weeks of the written exam.  
 
The oral exam will be scheduled for 2 hours and will be facilitated by the student’s major professor. At 
the end of the oral exam, the comprehensive examination committee will discuss the student’s 
performance. Each faculty member will indicate his or her vote as pass or no pass and sign the 
Examination Report. A pass occurs if 4 of the 5 members vote to pass the student.  
 
If a student receives a no pass, the student’s examination committee will prepare a summary statement 
outlining the rationale for a “no pass” grade and the specific conditions the student must meet to pass the 
examination. The conditions or the remediation plan must be discussed and determined by the student’s 
comprehensive examination committee.  At a minimum a student who receives a ‘no pass’ must retake 
the part(s) of the examination that was/were not passed before the end of the following semester.  
 
The summary statement including the remediation plan will be written and shared with the student after 
the oral exam with the major professor and the examination committee. 
  
The examination may be repeated one time.  Failure of the exam a second time will result in dismissal 
from the program following academic counseling by the student's Guidance Committee and/or the 
Director of the PhD Program.   
 
The Director of the PhD Program completes and submits the required forms to the Graduate School to 
admit the student into candidacy.  
 
Announcement of the student achieving candidacy is communicated to CON faculty and students. 
 
Approved by the Doctoral Program Committee 11-09-01 
Amended by Doctoral Program Committee 04-22-05, 11-18-05, 12-18-06, 5-4-07 
Updated 07/16/2009 (CB) 
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                  Submitting a Manuscript for Publication 
 

All doctoral students are expected to write and submit a manuscript suitable for publication in a top 
tiered, peer-reviewed journal.  The student must be sole or first author of the manuscript and be 
responsible for the work within the manuscript.  
 
The Guidance Committee must read and approve the manuscript as being of sufficient quality to be 
submitted for publication to a top tiered, peer-reviewed journal. Journal impact must be considered.  All 
manuscripts must have one external reviewer selected by the Director of Doctoral Program along with 
Associate Dean for Research and Doctoral Program prior to submission. The manuscript may be a 
theoretical or conceptual article, a synthesis article or data based research article. Evidence of 
contribution to nursing knowledge is essential.  
 

Submission of an article meeting these criteria is a requirement for graduation. 
 
Journals that are recommended include: 

• Nursing Research 
• Research in Nursing & Health 
• Advances in Nursing Science 
• Image: Journal of Nursing Scholarship 
• Journal of Nursing Measurement 
• Heart & Lung 
• Oncology Nursing Forum 
• Quality of Life 

 
A copy of the manuscript as submitted should be given to the Director of the Doctoral Program and to 
the Associate Dean for Research and Doctoral Program to be filed in the student’s file. Outcomes 
(accepted/not accepted) of the publication submission should be provided to the Director of the Doctoral 
Program and included in the student’s file in the Office of Student Support Services.  It is expected that 
any papers not accepted will be revised and resubmitted until acceptance occurs.  
 
Approved by DPC March 17, 2006 
UUppddaatteedd  0066//0066//0088;;  0088//0011//0088  ((AASS))  

 
                    Presenting at a Regional or National Conference 
 
All doctoral students are expected to present a poster at a regional or national level conference.   
 
Abstract Preparation and Submission. The student must be the sole author or first author and is 
responsible for abstract development in consultation with their major professor. One poster must be data 
based as required for the program.  The student’s Guidance Committee  must read and approve the 
abstract as being of sufficient quality to be submitted to the research committee where the final decision 
is made.  A copy of each abstract submitted should be provided to the doctoral program secretary for 
inclusion in the student’s file.  
 
Abstract Acceptance.  When you are notified of abstract acceptance, contact the doctoral program 
secretary for available poster or presentation templates. All presentations must utilize an approved CON 
template. The student is responsible for development of the poster or presentation in consultation with 
their major professor.  The final poster or presentation should be reviewed and approved by the student’s 
guidance committee. For posters, the doctoral program secretary will make arrangements for printing 
following Guidance Committee approval.  A copy of the poster or presentation should be provided to the 
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doctoral program secretary for the student’s file.  The doctoral program secretary will send a copy to the 
Office for Student Services.  
 
Travel funds may be available through the Graduate School (see doctoral program secretary or Director 
of the PhD Program for additional information). Travel funds are rarely available to cover full travel 
expenses.  
 
Presentation. Prior to leaving for the conference, a University travel authorization is required. The 
“Travel Authorization and Emergency Contact” form is available at 
http://www.ctlr.msu.edu/COTravel/Default.aspx. Completed forms should be submitted to the doctoral 
program secretary for signature.  
 
Upon completion of travel, the student must submit itemized receipts to the doctoral program secretary 
for processing and reimbursement (up to the limit approved for reimbursement). If travel support is 
provided on a grant account, it is the student’s responsibility to provide the doctoral program secretary 
with appropriate account numbers. 
 
                        Dissertation & Dissertation Procedures 
 
The dissertation is the culminating experience of the doctoral program.  In the dissertation, the student is 
expected to demonstrate the achievement of the overall program objectives.  The dissertation is a 
demonstration of the student’s ability to conceptualize, conduct, and communicate independent, original 
research focused on health status and health outcomes.  Original research is research that adds new 
knowledge to the discipline or nursing. 
 
Dissertation Committee Composition and Appointment 
The Comprehensive Exam must be successfully passed before the dissertation committee is formed. 
Dissertation proposal defense may not occur until the comprehensive has been passed.  
 
Dissertation credits must be taken after the statistical courses, methods, theory and outcome courses are 
completed so that students have requisite knowledge to do dissertation work. It is not required that the 
membership and chairperson of the guidance committee serve as the dissertation committee. Changes 
may be made by the student to form a dissertation committee that is appropriate to the dissertation topic. 
The committee membership as a whole must represent expertise in the research substantive content area, 
theoretical perspective(s), population to be studied, methodology, and the statistical techniques 
anticipated to be used in the student’s research. Committee members are expected to have expertise to 
supervise and guide the student in his/her research. 
 

• The chair of the committee must be a tenured stream faculty with CON who is a nurse 
• All members must possess an earned doctoral degree, preferably a PhD 
• At least four Michigan State University tenure system faculty 
• At least two members from the College of Nursing who are nurses 
• At least one member from outside the College of Nursing 
• Exceptions to the above must be approved by the Director of the Doctoral Program, Dean of the 

College of Nursing, and granted by the Dean of the Graduate School. (Refer to the MSU Catalog 
on Academic Programs and the Graduate School Guidelines for further information at: 
http://www.reg.msu.edu/UCC/AcademicPrograms.asp or http://grad.msu.edu/index.htm) 

 
The student needs to complete the Appointment of Dissertation Committee form, and obtain the 
signatures of the Dissertation Committee.  This is completed at the point of the successful proposal 
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defense.  The student then submits the signed form to the Director of the Doctoral Program for approval 
and signature. 
 
After the Director of the Doctoral Program signs the form, the office will have it copied and distributed 
to dissertation committee members and the student. The original form will be placed in the student’s file 
in the Office of Student Support Services and the Doctoral Program Office. If members are added or 
removed a new Appointment of Committee form is to be completed, along with rationale for members 
and the form submitted to the Director of the Doctoral Programs. 
 
Dissertation Proposal Defense 
Prior to the proposal defense the student works closely with the major professor or person to be chair of 
the dissertation committee in drafting the proposal. The proposal should be a relatively complete draft of 
the proposed dissertation including the introduction, theoretical/conceptual framework, review of the 
literature, and methods. The methods section should include the proposed design, sampling techniques, 
and data analysis plan. When the student and dissertation chair deem the proposal sufficiently developed 
and revised, the proposal is then sent to the members of the dissertation committee for review and 
determination if the proposal is ready for the defense or needs further revision. 
 
The dissertation proposal must be submitted to and approved by the dissertation committee.  The 
dissertation proposal defense is a formal meeting of the dissertation committee.  The student is to submit 
a copy of the proposal to the committee members at least two weeks prior to the meeting. It is expected 
that all members of the dissertation committee will be present at the proposal defense in person.  If 
special arrangements are needed, approval is needed from the Director of the Doctoral Program. 
 
During the proposal defense, the student is examined about the proposal and an agreement is reached 
that the proposed research, once completed, would meet the dissertation requirements for the doctoral 
program.  The student may be asked to answer questions about and defend any aspect of the proposal, 
including the choice of problem to be studied, the theoretical and empirical background for the study, 
methodology chosen (including instrumentation, design, data analysis, etc.), and anticipated difficulties 
and ways to handle them.  Implications for nursing should be discussed.  Because the proposed research 
reflects the student’s understanding of the area of specialization and the integration of knowledge of 
various aspects of nursing science, as well as knowledge from disciplines relevant to the research topic, 
the proposal defense provides an opportunity for the dissertation committee to assess mastery of these 
areas.  In addition, the proposal defense includes assessment of the quality and feasibility of the 
proposed research and formal action to approve and/or recommend changes in the proposal. This is a 
defense of knowledge and a detailed plan for the dissertation. 
 
Ordinarily the dissertation proposal defense will not exceed two hours in length.  This is to be a defense 
following the meeting, the committee confers to determine if the proposal is acceptable. If acceptable 
the student may proceed with the conduct of the dissertation.  All members of the dissertation committee 
must be in attendance for this to constitute the formal defense. 
 
The Approval of Dissertation Proposal form must be completed and signed by all members of the 
dissertation committee. When the proposal has been officially approved by the Dissertation Committee 
and the approval signed by the Director of the Doctoral Program, it shall constitute an agreement to 
carry out this research leading toward doctoral program completion. 
 
Research Involving Human Subjects 
The completed Approval of Dissertation Proposal form signed by the Dissertation Committee and the 
Director of the Doctoral Program must be on file in the Doctoral Program Office prior to submission of 
materials to the Biomedical and Health Institutional Review Board (BIRB) and any other Institutional 
Review Boards whose approval is needed. The student’s and major professor’s IRB training must be 
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current before the BIRB will review the application. Only after IRB approval has been received can the 
student begin recruitment and data collection for the dissertation. Students must comply with all Federal 
and University regulations regarding Human Subjects Research and clinical regulations such as HIPAA. 
 
The chairperson of the dissertation committee takes primary responsibility for supervising the student’s 
research with the assistance of other dissertation committee members as needed.  When on leave, the 
chairperson is expected to make arrangements for continued, regular supervision of the doctoral students 
whose dissertations they are sponsoring (by mail, telephone, facsimile, or through occasional meetings).  
Where this is impossible, the dissertation chair has the responsibility for ensuring that during his/her 
absence, the Committee will take on the primary responsibility for such supervision. If for any reason 
there is not a committee member willing or able to assume this responsibility, the Director of the 
Doctoral Program should be contacted. Students may change their major professor or committee 
members as indicated earlier (page 25). 
 
Access to Subjects/Research Data 
After receiving approval from MSU IRB, the student must obtain written administrative approval from 
the setting or agency (e.g. hospital, clinic, classroom, etc.) in which the research is to be conducted.  
This may necessitate the student submitting the proposal to the human subjects review board or 
committee of the agency. Whatever the requirements of the targeted agency or facility, the student must 
discuss their plans with the appropriate personnel within the setting.  Arrangements, which provide for 
anonymity or confidentiality to study subjects and the way in which the study will be conducted, may 
also be discussed. 
 
Contracts with clinical or other agencies must be coordinated through the Director of the Doctoral 
Program. Depending on the nature of the contract, Contracts must be signed by the Contracts and Grants 
Office or the Office of General Council. 
 
The student is responsible for establishing and maintaining a relationship with the agency that is 
respectful of their care delivery mission and is in a manner that meets federal requirements such as 
HIPAA. Scheduling of data collection and arrangements for informing the staff of the study findings is 
the responsibility of the student. The student is to negotiate an agreed upon manner in which to inform 
the agency of the study results. The student will work closely with the dissertation committee 
chairperson in writing the dissertation. 
 

Statistical Analysis 
The dissertation is a learning experience, and students are expected to participate fully in preparing and 
analyzing all data employed in the study. These activities require knowledge of statistical and/or other 
appropriate software for data handling and analysis. Preparation for this process is to be obtained in the 
coursework taken by the student. The process of data analysis carried out in the dissertation research is 
to be made clear to the committee members either in the research proposal and/or guided by the 
committee member(s) who have the appropriate methodological expertise. The use of any outside 
assistance is to be identified ahead of time and approved by the committee.  It is the responsibility of the 
Major Professor and Chair of the Dissertation Committee to assist the student. 
 
Ethical Conduct of Research 
Students are expected to adhere to the Intellectual Integrity Policies of the College of Nursing, the 
Guidelines for Integrity in Research and Creative Activities of Michigan State University, and the 
ethical guidelines for research of the Federal Government. The MSU Guidelines for Integrity in 
Research and Creative Activities identifies the key principles of 1) Honesty in proposing, performing 
and reporting research, 2) Recognition of prior work, 3) Confidentiality in peer review, 4) Disclosure of 
potential conflicts of interest, 5) Compliance with institutional and sponsor requirements, 6) Protection 
of human subjects and humane care of animals in the conduct of research, 7) Collegiality in scholarly 
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interactions and sharing of resources, and the 8) Adherence to fair and open relationships between senior 
scholars and their coworkers. For full text of these guidelines see the web site 
http://grad.msu.edu/all/ris04activities.pdf . 
 
Please also note that data collected to meet the requirements of the PhD are a property of the University.  
Students are expected to adhere to Data Management Guidelines of the College of Nursing and MSU as 
well as Data Storage Guidelines. Data Safety and Monitoring Guidelines are also to be followed.  
 
Dissertation Content must Include 
 
 Introduction 
 Background and Significance (general impact and for nursing) 
 Conceptual Framework Chapter 
 Literature Synthesis and Integration 
 Methodology 
 Results 
 Conclusions, Impact, Nursing Research Implications 
 

Preparation for Oral Defense of Dissertation 
When the chairperson of the dissertation committee indicates the dissertation is acceptable for 
examination, it must be submitted to the total committee for any additional, necessary revisions before it 
is acceptable for examination. The student must be registered during the semester in which the final oral 
examination is taken. 
 
The student must make the corrections recommended by the committee members and submit copies of 
the dissertation in completed form in the format and with all the components recommended by the 
Graduate School, including an abstract, table of contents, diagrams, etc. to all committee members at 
least two weeks before the final oral defense.  The student should be aware of the final dates published 
in the University calendar for graduation each year. 
 
A handbook, Formatting Guide – Master’s Thesis and Doctoral Dissertations, with a packet of required 
forms relating to the dissertation is available from the Office of the Graduate School or from 
http://grad.msu.edu/format.htm.  Students are also referred to other references, such as the dissertation 
writing support group, on the Graduate School Website.  See http://grad.msu.edu/graduation.htm. 
 
Once the committee members have agreed that the student is ready, the student and dissertation chair is 
to schedule the defense at a time convenient for all members. The student is to schedule the room.  It is 
expected to occur during the academic calendar months unless agreed otherwise by all members of the 
committee.  The student and chair of the dissertation committee is to complete the Announcement of 
Oral Dissertation Defense form that includes the date, time, and location of the defense as well as a brief 
abstract of the dissertation and a list of the committee members.  This form is to be submitted to the 
Office for Research and Doctoral Programs so that it can be announced to the faculty and other students.  
The student is to complete the top portion of the Report of Completion of Oral Dissertation Defense 
form and give it to the committee chairperson at the time of the oral defense.  The student and 
dissertation chair are to invite someone from the graduate school. 
 
Oral Dissertation Defense 
The dissertation oral defense is a formal meeting during which the student is examined about the content 
and process of the dissertation and an agreement is reached that the student has successfully completed 
the research in accordance with the prior approved proposal.  The examination is chaired by the 
dissertation committee chair and conducted by the dissertation committee and at the discretion of the 
Dean of the College, by one appointed faculty member who participates fully in the defense with voice 
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and vote and who is responsible for assuring a fair and due process.  The oral defense consists of two 
parts, one open to faculty and guests that presents the dissertation, and the other is a closed defense. 
 
The first 20 minutes of the defense includes the dissertation chair introducing the student and committee 
members and outlining the process for the defense. The student then gives a formal oral presentation of 
their work.  Power point or other visual aids may be used as appropriate.  There must be a period of 
open questions from the audience either during the presentation or afterward, at the discretion of the 
student and major professor.  Subsequently, the chair of the committee will ask the student and all 
invited guests to leave the room. 
 
The next one hour will be devoted to the committee’s questions for the student. The student may be 
asked to answer questions about and defend any aspect of the research, including the analysis, results, 
and discussion.  The committee then decides the student’s grade, signs the Report of Completion of Oral 
Dissertation Defense form, and then invites the student back into the room to receive the committee’s 
decision and feedback regarding editorial changes that may be needed. The total process may not exceed 
2 hours.    
 
The grade for the oral defense of dissertation may be pass, incomplete, or fail.  At least three fourths of 
the committee must approve of the dissertation for a grade of pass. A committee awarding a grade of 
pass may have recommended changes or corrections in the document, but those changes are deemed by 
the committee to be minor and able to be supervised by the Dissertation Chair.  A passing grade is a 
time for celebration. Planning of receptions following the defense is the responsibility of the major 
professor and committee.  
 
The student is responsible for making any changes that were recommended.  The signed paperwork is to 
be submitted to the Office of Research and Doctoral Programs.  An official copy of the dissertation is 
submitted to the Graduate School as per their guidelines.  Students are advised to have their dissertation 
reviewed by staff in the Graduate Office ahead of time to be sure it is in the correct format well ahead of 
the deadline for submission.  A copy of the completed dissertation is also submitted to all the committee 
members and one bound copy to the Doctoral Program Office.  The student is responsible for meeting 
all deadlines for graduation.  Paper work for completion of the program will be issued when the bound 
copy of the dissertation is received.   
 

Dissertations judged by the committee’s vote to be INCOMPLETE may not be considered final until 
after the committee accepts the dissertation.  For dissertations judged incomplete, the chair of the 
Dissertation Committee appoints a revisions committee of one to three faculty members whose names 
must be entered upon the voting sheet.  Usually, the major advisor of the dissertation is chair of the 
small group, and the other two should be the members of the examination committee who have made the 
most extensive objections to the text as it stands.  When the student has finished the major revisions, 
they must be submitted to each of the members of the Dissertation Committee and each must state in 
writing that the new document is satisfactory. 
 

A grade of fail on the dissertation defense indicates that the candidate has not completed the research in 
a manner agreed upon in the proposal, does not have the knowledge sufficient to describe their research 
methods in a manner demonstrating depth of knowledge or has violated the intellectual integrity policy.  
A grade of fail will result in the student having to begin again with a new proposal defense or being 
dismissed from the university, depending on the reason for the failing grade.  This is expected to be a 
rare event, but those with questions are suggested to review the MSU Graduate School website under 
conflict resolution, http://grad.msu.edu/. 
 
Approved by DPC January 23, 2003 and revised February 25, 2005 
Updated 07/16/2009 (CB) 
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              Application for NUR 999 - Dissertation Credits 
 
NUR 999 credits are to be part of your program plan that is approved by your guidance committee 
and on file in the Office of Student Support Services before you will be able to enroll.  This form 
MUST be completed each semester BEFORE you will be allowed to register. After this form is 
completed and signed, the Secretary for the Director of the Doctoral Program must complete your 
registration. Statistics, Methods, Theory, and Outcome courses should be completed before enrolling in 
Dissertation credits.  Outcomes from the previous NUR 999 enrollment must be on file. 
 
Student Name:  
 
Student’s E-mail:  
 
Credits:   Semester:   Year:  
 
  
1. OBJECTIVES FOR THIS SEMESTER: 
 
 
 
 
2. RATIONALE  (why focus was chosen and how it contributes to students program objectives) or 
dissertation plan.  
 
 
 
 
3. EXPECTED MEASURABLE OUTCOMES: (be specific) 
 a. 
 
 b. 
 
 c. 
Outcomes should be in writing before subsequent enrollment 
 
4.  DEADLINE FOR SUBMITTING FINAL WORK FOR THIS SEMESTER: ________________ 
 
 
 
 
Student’s Signature:   Date:  
 
Approvals: 
   
Dissertation Chair  Date 
   
Director of the Doctoral Program  Date 
Approved PhD Committee November 2, 2001  
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                Appointment of Dissertation Committee Form 
 
Completion of this form is to be coordinated by the student.  Completed form along with a brief 
narrative indicating the rationale for changes in members and/or member roles should be submitted to 
the Director of the Program upon successful completion of the dissertation proposal defense. 
 
Student Name:   PID:  
     
Student Signature:   Date:  
 
 
The following faculty members are recommended as members of the Dissertation Committee: 
 
Chairperson:  
  
Faculty Member:  
  
Faculty Member:  
  
Faculty Member:  
 
 
Faculty signature indicates agreement to serve: 
 
   
Dissertation Chairperson’s Signature  College/Department 
   
   
Signature  College/Department 
   
   
Signature  College/Department 
   
   
Signature  College/Department 
 
 
Approved by: 
 
   
Director of the Doctoral Program  Date 
 
Copies to: Student  
 Committee Members 
 Doctoral Program Office 
 Office of Student Support Services 
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                CChhaannggee  iinn  DDiisssseerrttaattiioonn  CCoommmmiitttteeee  FFoorrmm  
 
Completion of this form is to be coordinated by the student.  Completed form along with a brief 
narrative indicating the rationale for changes in members and/or member roles should be submitted to 
the Director of the Program. 
 
Student Name:   PID:  
     
Student Signature:   Date:  
     
Reason for Change:  
     
 
 
The following faculty members are recommended as members of the Dissertation Committee: 
 
Chairperson:  
  
Faculty Member:  
  
Faculty Member:  
  
Faculty Member:  
 
Faculty signature indicates agreement to serve: 
 
   
Dissertation Chairperson’s Signature  College/Department 
   
   
Signature  College/Department 
   
   
Signature  College/Department 
   
   
Signature  College/Department 
 
Approved by: 
 
   
Director of the Doctoral Program  Date 
 
Copies to: Student  
 Committee Members 
 Doctoral Program Office 
 Office of Student Support Services 
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                          Approval of Dissertation Proposal 
 
Completion of this form is to be initiated by the dissertation chairperson. Completed form should 
be submitted to the Director of the Doctoral Program upon successful completion of the 
dissertation proposal defense. 
 
Student Name:   PID:  
   Date:  
 
 
Title of Dissertation:  
 
 
Approved by: 
 
   
Chairperson  Date 

 
   
Member  Date 

 
   
Member  Date 

 
   
Member  Date 
 
 
IRB Approval – submitted*:   Chairperson Initial and Date:  
     
Additional IRB submitted*:   Chairperson Initial and Date:  
 
 
List Sites:  
  
  
  
 
 
*When approval is obtained, a copy is to be sent to the Director of the Doctoral Program. 
 
Copies to:  Office of Student Support Services 
 Major Professor 
 Doctoral Program Office 
 
 
 
Approved PhD Committee 
December 8, 2000  
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                      Announcement of Oral Dissertation Defense 
 

 
Student’s Name:  
 
       
Day  Date  Time  Room 

 
 
Title:  
  
  
 
 

Abstract of Dissertation 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Committee Members: (Typed list) Others Invited:  
 Dean, College of Nursing  
 Associate Dean for Research 

and Doctoral Program,  
CON  

 

 Director of the Doctoral 
Program, College of Nursing 

 

   
   
 
     
Student’s Signature Date  Chairperson’s Signature Date 
 
Report file:  Office of Student Support Services 
                    Doctoral Program Office 
 
Approved PhD Committee 
December 8, 2000 
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              Report of Completion of Oral Dissertation Defense 
 
This form is to be completed by the chairperson and committee members immediately after the 
successful defense and submitted to the Director of the Doctoral Program. 
 
Student Name:   PID:  
 
 
Title of 
Dissertation: 

 

  
  
 
 
Date and time of oral defense:  
 
 
Defense evaluation 

outcome: 
 

 
 
Approved by: 
 
   
Dissertation Chairperson  Date 

 
   
Member  Date 

 
   
Member  Date 

 
   
Member  Date 
 
 
 
*When approval is obtained, a copy is to be sent to the Director of the Doctoral Program. 
 
Copies to: Dissertation Chair 
 Doctoral Program Office 
 Office of Student Support Services 
 
 
 
 
 
 
Approved PhD Committee 
December 8, 2000 
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      Completion of Requirements for the Doctor of Philosophy Degree 
 
This form is to be completed by the chairperson and submitted to the Director of the Doctoral Program. 
 
 
Student Name:   PID:  
 
 
Title of Dissertation:  
  
  
 
 
Receipt of Final Copy by 
Chairperson 

   

 Chairperson’s Signature  Date 
 
 

Receipt of Final Copy  
by Director of the Doctoral Program 

  

 Director’s Signature Date 
 
 
Grade to be assigned:  
 
 
Copies to: Office of Student Support Services 
 Director of the Doctoral Program 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Approved PhD Committee 
December 8, 2000  
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    Flow Chart for Dissertation Completion 
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  Flow Chart for Dissertation Completion (cont.) 
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                      Graduation Procedures 
 
1) Student completes all coursework in program plan. 
 
2) Student successfully completes comprehensive exam. Student must be registered the semester in 

which the exam is taken. 
 
3) Student submits the final draft of dissertation to each member of committee at least two (2) 

weeks prior to oral defense. 
 
4) Student fills out Announcement of Dissertation Defense form with appropriate signatures and 

submits to the College of Nursing Office of Student Support Services. 
 
5) Student must adhere to the timelines in the University calendar: 
 

a. Final date for degree candidates to submit Graduation Information Sheets in order for 
his/her name to appear in Commencement Program. 

 
 b. Deadline for final written examinations. 
 

c. Final date for submitting graduate dissertation to the Dean of Graduate School, if 
applicable. 

 
6) Student must contact the Office of Student Support Services at least two (2) weeks prior to 

commencement if they plan to graduate or participate in graduation exercises. 
 
7) The Director of the Doctoral Program must receive the Report of Oral Dissertation Defense for 

the Doctor of Philosophy Degree form from the dissertation chairperson immediately following 
the oral defense (signed by the entire committee and marked “pass/fail”). 

 
8) Upon submission of final copy to the Graduate School, the student must turn in the Completion 

of Dissertation Requirements form to the Director of the Doctoral Program. This is to be signed 
by the chairperson and should be accompanied by the receipt from The Bindery.  Student must 
then submit the final bound copy of the dissertation to the Office of Director of the Doctoral 
Program.  (Dissertations submitted must be hardbound copies.)  After this final step is 
completed, the Director of the Doctoral Program will send the Certification Form to the 
University Degree and Certification Office. 

 
9) Student receives formal Degree and copy of transcript from the Graduate School following 

commencement. 
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        Timelines for Coursework and Degree Requirements 
 
- All comprehensive examinations must be passed within 5 years of when the student begins the first 

course in the Doctoral Program Plan that appears on the transcript. 
 
- All remaining degree requirements must be passed within 8 years of the time the student begins the 

first course in the Doctoral Program Plan. 
 
- Applications for extension of the 8 year period must be submitted by the Major Professor to the 

Director of the Doctoral Program, Dean of the College of Nursing, and Dean of The Graduate School 
for approval.  A timeline with progress indicators and expected date of completion is to accompany the 
application for extension.  See The Graduate School Guidelines concerning extensions. 

 
Time Extensions for Coursework 
 
If a student is unable to complete course requirements within the 5-year limit, the procedure is as 
follows: 
 

1) Student submits request to Major Professor and requests meeting of guidance committee to 
explain rational for the request and specify courses in jeopardy. 

 
2) Major Professor prepares memorandum to student with committee’s recommendations and sends 

to the Director of the Doctoral Program for approval/denial. 
 

3) A copy of this action will be retained in the student’s folder. 
 

4) Students are required to comply with the recommendation. 
 
Time Extensions for Dissertation 
 
The student who is unable to complete the dissertation within the 8-year limit may submit a written 
request for a time extension to the Major Professor.  The request must include the time frame for 
completion of the dissertation that is approved by the dissertation committee. 
 
The student must schedule a meeting with the dissertation chairperson to discuss the request.  The 
chairperson prepares a memorandum to the student with recommendation and sends it to the Director of 
the Doctoral Program for approval/denial.  If the request is approved, the student will sign a contract that 
designates a deadline for completion of requirements.  The contract will be retained in the student’s 
folder in the Office of Student Support Services. 
 
Prior to the dissertation defense, an additional comprehensive examination, covering content from 
current program objectives and program course requirements may be required, and must be passed in 
order to validate the student’s current knowledge base.  Retake of core courses may also be required. 
 
Approved by the PhD Committee 
October 6, 2000 
Updated May 4, 2007 
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B. 
Policies and Procedures of the 

College of 
Nursing 
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                                Intellectual Integrity Policies 
 
Students engaged in scholarly activities (e.g. dissertation, scholarly projects) should follow the 
guidelines of scholarly writing as outlined in the Publication Manual of the American Psychological 
Association (most recent edition). Ethical principles ensure the accuracy of scientific and scholarly 
knowledge and protect intellectual rights. Principles include reporting of results, plagiarism, publication 
credit, sharing data, and copyright. 
 
Research Misconduct and Questionable Research Practices within the college are defined consistently 
with the Interim University Document on Intellectual Integrity approved by the President of Michigan 
State University on August 5, 1994, and revised June 29, 1995, and include: 
 
Research Misconduct – Misconduct in scientific or scholarly activities means fabrication (e.g., making 
up data or results), falsification (e.g., changing data or results), plagiarism (e.g., using the ideas or words 
of another person without giving appropriate credit), or other practices that seriously deviate from those 
that are commonly accepted within the scientific community proposing, conducting, or reporting 
research (see below). It does not include honest error or honest differences in interpretations or 
judgments of data or results. 
 

1) Serious deviations from accepted practice involve intent and consist of: 
 

2) Intentionally misrepresenting data that might lead to serious error in practice or other critical 
applications. 

 
3) Intentionally destroying or altering (raw or analyzed) data or results of a research project. 

 
4) Intentionally sequestering or otherwise preventing access to data by other qualified members or a 

research project team. 
 

5) Intentional abuse of confidentiality (e.g., unauthorized dissemination of ideas or data gained 
from access to privileged information, for example, in the review of manuscripts or proposals). 

 
6) Retaliation of any kind against a person who reported or provided information about suspected or 

alleged misconduct and who had acted in good faith. 
 
Questionable Research Practices – Actions that violate traditional values of the research enterprise and 
that may prove detrimental to the research process.  Examples of questionable research practices 
include: 
 

1) Failing to keep adequate research records, especially for results that are published and/or are 
relied upon by others. 

 
2) Failing to retain significant research data or results for a reasonable period. 

 
3) Refusing to give peers (who are not of the project team) reasonable access to unique research 

materials or data that support published papers. 
 
See Michigan State University’s Guidelines on Authorship web page at: 
http://uiio.msu.edu/authorshipguidelines.htm 
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                      Code of Professional Standards 
 
All graduate students at Michigan State University should be fully familiar with the Graduate Student 
Rights and Responsibilities Articles (published by the Graduate School; available at 
http://www.vps.msu.edu/SpLife/default.pdf ); University guidelines for ethical research (published by 
the University Committee on Research Involving Human Subjects [IRB]; available at 
http://www.humanresearch.msu.edu/; The MSU Guidelines for Integrity in Research and Creative 
Activities, http://grad.msu.edu/all/ris04activities.pdf and specific principles for informal conflict 
management, in the Graduate Student Resource Guide (published by the Graduate School; available at 
http://grad.msu.edu/conflict.htm).  
 
The Graduate Student Rights and Responsibilities (GSRR) Articles address professional standards for 
graduate students as follows: “Each department/school and college shall communicate to graduate 
students, at the time of their first enrollment in a degree program or course in the unit, any specific 
codes of professional and academic standards covering the conduct expected of them.” (Article 2.4.7).  
“The graduate student shares with the faculty the responsibility for maintaining the integrity of 
scholarship, grades, and professional standards” (Article 2.3.8).   
 
In addition to meeting academic standards included in the Academic Progression Guidelines, students 
and faculty teaching in the Doctoral Program in Nursing have shared responsibility for adherence to the 
following professional standards: 
 

1) Integrity in interpersonal relations and communication with faculty, peers, research participants, 
and other personnel/staff who are interacted with during activities in the graduate student role; 

2) Responsible fulfillment of all academic obligations, including ethical conduct in the research 
setting; and, 

3) Honesty and integrity in all academic and professional conduct. 
 
These standards of professional conduct are central to the Doctoral Program in Nursing.  Satisfactory 
academic progress includes adherence to these professional standards.  
 
Professional expectations are rooted in the maintenance of high quality working relationships with 
faculty, peers, research participants, staff, and all others with whom the graduate student interacts.  
Aspects of high quality working relationships that are addressed in the GSSR as shared faculty-student 
responsibilities include:  mutual respect, understanding, and dedication to the education process (2.1.2); 
maintenance of a collegial atmosphere (2.3.7); and, mutual trust and civility (2.3.1.2).  
 
Effective conflict management/negotiation skills are essential for navigating the graduate school 
experience and maintaining high quality working relationships.  Specific principles for conflict 
management/negotiation are addressed in the Graduate Student Resource Guide.  Doctoral students are 
responsible for making concerted good faith efforts to resolve conflicts with others in a constructive and 
informal fashion, prior to proceeding to formal conflict resolution options, as consistent with the GSRR 
statement on informal conflict resolution (Article 5.3.2).  Doctoral students who have specific questions 
or concerns about professional standards or conflict resolution issues should consult with their Major 
Professor, the Director of the Doctoral Program, and/or the University Ombudsman for guidance, as 
appropriate.  
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                                             College of Nursing Technical Standards  
 
It is inherent that a candidate for a nursing degree possesses certain abilities and skills.  The technical 
standards set forth below establish the essential qualities that are considered necessary for students at 
Michigan State University College of Nursing (CON) to achieve the knowledge, skills, and levels of 
competency necessary for both nursing education and practice.  Reasonable technical accommodation 
can be made in certain areas. However, the student must still be able to perform in a reasonably 
independent manner with such accommodation. The use of a trained intermediary is not acceptable in 
many clinical situations, because a student's judgment is then mediated by someone else's power of 
selection and observation.  
 

I. OBSERVATION SKILLS:  
 

A student in CON must be able to accurately: 
 

• Observe a patient, both at a distance and close at hand;  

• Acquire information from written documents; 

• Visualize information as presented in images from paper, films, slides, or video;  

• Interpret graphic images as well as digital or analog representations of physiologic 
phenomenon.  

 
Such observation and information acquisition requires the functional use of visual, auditory, and 
somatic senses, enhanced by the functional use of other sensory modalities. In any case where a 
nursing student's ability to observe or acquire information through these sensory modalities is 
compromised, the student must demonstrate alternative means and/or abilities to acquire the 
essential information conveyed in this fashion.  

 
II. COMMUNICATION SKILLS:  

 
A student in CON must be able to accurately: 
 

• Communicate in English, both verbally and in written form;  

• Speak, hear, and observe patients by sight to elicit information; describe changes in 
mood, activity and posture; and perceive nonverbal communications; 

• Communicate effectively and sensitively with patients both orally and in writing; 

• Communicate effectively and efficiently, in oral and written form, with all members of 
the health care team.  

 
Such communication requires the functional use of visual, auditory, and somatic senses, enhanced 
by the functional use of other sensory modalities.  In any case where a nursing student's ability to 
communicate through these sensory modalities is compromised, the student must demonstrate 
alternative means and/or abilities to meet communication standards. 
 

III. MOTOR SKILLS:  
 

A student in CON must possess the motor skills to accurately: 
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• Perform palpation, percussion, auscultation, and other assessment techniques;  

• Perform clinical procedures; 

• Execute motor movements reasonably required to provide general and emergency care, 
such as airway management, placement of intravenous catheters, cardiopulmonary 
resuscitation, and application of pressure to control bleeding.  

 
Such actions require coordination of both gross and fine muscular movements, equilibrium, and 
functional use of the senses of touch and vision.  

 
IV. SOCIAL AND BEHAVIORAL ABILITIES:  

 
A student in CON must possess the coping skills and intellectual abilities to: 

 
• Exercise sound clinical judgment; 

• Recognize knowledge and skill limitation and seek appropriate guidance;  

• Complete all assigned responsibilities for the care of patients in a timely fashion; 

• Develop mature and effective relationships with patients, health team members, and 
faculty;  

• Function effectively in stressful situations in the health care setting; 

• Maintain a physically and emotionally safe environment for patients; 

• Adapt to changing environments, display flexibility, and learn to function in the face of 
uncertainties inherent in the clinical setting;  

• Communicate with and care for, in a nonjudgmental way, all persons including those 
whose culture, spiritual beliefs, race, ethnicity, socioeconomic status, gender, gender-
identity, sexual orientation, and/or age are different from their own.  

 
V. INTELLECTUAL-CONCEPTUAL, INTEGRATIVE AND QUANTITATIVE ABILITIES:  

 
A student in CON must be able to solve problems.  Effective problem solving, a critical skill 
demanded of nurses, requires all of the abilities above.  In addition to the above, a nursing student 
must be able to: 

• Remain awake and alert while in clinical assignments; 

• Perform these problem-solving skills in a timely fashion; 

• Measure, calculate, analyze, integrate, and synthesize data from clinical and other         
sources;  

Integrate didactic knowledge into clinical practice to analyze data, determine outcomes for care and 
provided interventions, and timely assessment of the effectiveness of those interventions. 
 
Approved by the PhD Committee 
May 2002 
Updated May 4, 2007 
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APPLICANT’S CERTIFICATION OF ABILITY TO MEET TECHNICAL STANDARDS 
 
 
 

 
I have read and I understand each of the preceding technical standards.  __________ 
                              Initial 

 
I certify  that  I am able to meet each of these standards as a nursing student at  the Michigan State University 
College of Nursing.  __________ 
               Initial 

OR 
 
I wish  to  discuss  these  technical  standards  and/or  discuss  reasonable  accommodations with  the  appropriate 
individuals at the Michigan State University College of Nursing  ___________ 
                                                 Initial  

 
 
 
 
 
Name (please print or type) 
 
 
 

   

Signature    Date 
 
 

   

 
Adapted from College of Human Medicine Technical Standards 4-2009 
Reviewed by the Office of the General Counsel 4-2009 
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                        Writing Standards 
 
The College of Nursing requires that students refer to a style manual when writing required papers and 
bibliographies.  The reference format adopted by the College of Nursing is the Publication Manual of 
the American Psychological Association (most recent edition). 
 
Any student who has difficulty with the process of writing a paper should contact the course faculty or 
Major Professor for assistance.  Assistance is also available at the Writing Center, 300 Bessey Hall. 
   
                        Student Evaluation of Program 
 
The Student Instructional Rating System (SIRS) is utilized in the College of Nursing to foster student 
input in the instructional process for the following purposes: 
 

1) To elicit students’ perception of faculty teaching effectiveness. 
 

2) To elicit student data for determination of continuation or deletion of instructional modes. 
 

3) To provide data to be used in making decisions related to retention, promotion, tenure, salary, 
and merit increases. 

 
4) To provide data for departmental self-study. 

 
Students will be asked to participate in course evaluation and annual program evaluation.  
 
Alumni and employers of alumni will be surveyed periodically to evaluate the program.  We ask that 
students and alumni participate in program evaluation. 
  
    Outline for Handling Allegations of Student Violations of 
              Regulations 

Prohibiting Academic Dishonesty, Violations of Professional Standards, 
 or Falsification of Admission or Academic Records. 

  
A. The faculty or staff member discusses the alleged violation with the student and responds 

according to the facts of each case.  When cases of academic dishonesty are discovered, it is the 
faculty member’s responsibility to take appropriate action including assigning a penalty grade 
for the assignment, exam or course.  A penalty grade can include a reduced or failing score or 
grade for the assignment, exam or course.   

B. Written notification of the details of the academic misconduct will be provided to the student 
and the Associate Dean for Academic and Clinical Affairs when a decision is made to assign a 
penalty grade; this notification will inform the student of her/his right to grieve the allegation.  
Students should refer to Section 5.5 of the “GSRR” (Graduate Student Rights and 
Responsibilities) at http://www.vps.msu.edu/SpLife/default.pdf . 

C. The Associate Dean for Academic and Clinical Affairs will add the written notification to the 
student’s academic record, where it will remain, unless the student successfully grieves the 
allegation. 

D. On the first offense of academic misconduct, the student must attend an educational program on 
academic integrity and academic misconduct provided by the Dean of the Graduate School. 
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E. When in the opinion of the faculty member or the Associate Dean for Academic and Clinical 
Affairs, action other than, or in addition to, a penalty grade is warranted, the Associate Dean 
may call for an academic disciplinary hearing.  No student may be dismissed from a course or 
program of study without an academic disciplinary hearing. 

F. In cases in which the Associate Dean for Academic and Clinical Affairs calls for an academic 
disciplinary hearing, the Associate Dean will refer the case to the Dean of the Graduate School.  
The Dean of the Graduate School will notify the student in writing of the call for a disciplinary 
hearing and will invite the student to a meeting to determine the appropriate judiciary.  At this 
meeting, the student will be asked to select either an administrative disciplinary hearing 
conducted by the Dean of the Graduate School or a disciplinary hearing conducted by the 
College of Nursing Hearing Board.  In cases of ambiguous jurisdiction involving graduate 
students, the Dean of the Graduate School will select the appropriate judiciary (GSRR 5.5.2). 

 
                      Student Grievance and Hearing Procedures 
 
The Academic Freedom for Students at Michigan State University (AFR) and the Graduate Student 
Rights and Responsibilities at Michigan State University (GSRR) documents establish the rights and 
responsibilities of MSU students and prescribe procedures for resolving allegations of violations of 
those rights through formal grievance hearings. In accordance with the AFR and the GSRR, the College 
of Nursing has established the following College Hearing Board procedures for adjudicating graduate 
student academic grievances.  
 
I.  JURISDICTION OF THE GRADUATE STUDENT-COLLEGE OF NURSING HEARING 

BOARD: 
 

A.   The College Hearing Board serves as the initial Hearing Board for: 
 

1. academic grievance hearings for graduate students who seek redress for alleged 
violations of academic and professional rights, including the right to a “good faith 
judgments of performance,” that originate in the College. (See AFR 2.3.2, 2.4.2 and 4.4.1 
a.; GSRR 2.3.9 and 5.1.1) 

 
2. academic grievance hearings for graduate students who seek to contest allegations that 
originate in the College involving (1) academic dishonesty, (2) violating professional 
standards or (3) falsifying admission or academic records, herein after referred to as 
“academic misconduct”. (See AFR 2.4.9; GSRR 5.5.1.) 

 
3. academic disciplinary hearings for graduate students in the College who have received 
a failing grade in a course for academic dishonesty, violating professional standards or 
falsifying academic records and the Dean of the College seeks to impose sanctions in 
addition to the failing grade in the course and the student selects the College of Nursing 
Hearing Board as the appropriate judiciary. (See GSRR 5.5.2.)   

 
4. academic disciplinary hearings for graduate students in the College accused of 
violating professional standards or falsifying admission or academic records and (a) the 
academic misconduct occurred outside of a course (making a failing grade in a course 
impossible) and (b) the Dean of the College seeks to impose sanctions other than the 
failing grade in a course and (c) the student selects the College of Nursing Hearing Board 
as the appropriate judiciary.  (See GSRR 5.5.2.)  
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B.   Students may not request an academic grievance hearing based on an allegation of 

incompetent instruction. (AFR 2.2.2; GSRR 2.2.1.)    
 

II.  COMPOSITION OF THE GRADUATE STUDENT COLLEGE HEARING BOARD: 
 
A.   The College shall constitute a College Hearing Board no later than the beginning of the 

fall semester of each academic year. (See AFR 2.4.4.1; GSRR 5.5.2.) 
 
B.  The College Hearing Board shall include the Chair of the Graduate Program Committee 

(GPC), or a designee, and two faculty and two students serving on GPC.   GPC members 
shall be selected in accordance with the College bylaws.  GPC faculty members may 
serve a maximum of two consecutive terms; student members serve one-year terms 
beginning fall semester.  Faculty alternates to the College Hearing Board will be selected 
from the remaining 4 members of GPC; student alternates will be selected according to 
procedures established by the Student Advisory Council.  If needed, additional alternates 
will be appointed by the faculty College Advisory Council.  

 
C.   The chair of the Hearing Board shall be a Hearing Board member with faculty rank. 

(GSRR 5.1.3, 5.1.5 and 5.1.6.)   
 
III.  REFERRAL TO THE COLLEGE  HEARING BOARD: 

 
A.   Graduate students who believe a faculty or staff member in the College of Nursing has 

violated their academic rights or who seek to contest an allegation of academic 
misconduct should first attempt to resolve the dispute through informal discussions with 
the party. If the dispute is not resolved, they should next schedule an appointment to meet 
with the program director (Director of the Masters Program or the Director of the PhD 
Program).  If the students remain dissatisfied with the results of this discussion, they 
should consult with the Dean of the College, or designee, and/or with the University 
Ombudsman. (See AFR 2.4.2 and 2.4.9; GSRR 5.3.1 and 5.3.2. and 5.5.1.)   

 
B.   Students who remain dissatisfied with the results of these discussions may then file a 

written request for an academic grievance hearing with the Dean of the College, or 
designee.  Students may not seek redress of grievances through the hearing process based 
on an allegation of instructor incompetence. (See AFR 2.2.1, 2.2.2, 2.2.4 and 2.4.2; 
GSRR 2.2.1, 2.2.2. 5.3.2 and 5.5.1.) 

 
C.   The written statement must (1) specify the alleged violation(s) of academic rights in 

sufficient detail to justify a hearing, (2) identify the individual (the respondent) against 
whom the grievance is filed and (3) state the redress the student seeks that could be 
implemented by the Dean. (See AFR 2.4.2; GSRR 5.3.2, 5.3.5 and 5.3.6.) 

 
D.  The deadline for filing a written request for a grievance hearing is the middle of the 

semester following the alleged violation (excluding summer sessions). If the student or 
the instructor is absent from the university during that semester, or if other appropriate 
reasons emerge, the Hearing Board may grant an extension to this deadline. If the 
university no longer employs the respondent before the grievance hearing commences, 
the hearing may still proceed. (See AFR 2.4.2.1; GSRR 5.3.6.1.) 
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E. For cases that involve allegations of academic dishonesty, violations of professional 
standards or falsifying academic or admission records, the faculty member or Associate 
Dean for Academic and Clinical Affairs may request an academic disciplinary hearing to 
impose sanctions in addition to or other than a penalty grade.  The Dean of the Graduate 
School will notify the student in writing of the call for a disciplinary hearing and will 
invite the student to a meeting to determine the appropriate judiciary.  At this meeting, 
the student will be asked to select either an administrative disciplinary hearing conducted 
by the Dean of the Graduate School or a disciplinary hearing conducted by the College of 
Nursing Hearing Board.  (See AFR 2.4.6, 4.3.1.1; GSRR 5.5.2 and 5.5.2.1. See also the 
Integrity of Scholarship and Grades, an all-University policy.)   

 
F. After receiving a written request for a hearing, the Dean of the College shall forward the 

request to the Chair of the College Hearing Board, who in turn shall distribute the request 
to the hearing board members and the respondent within 10 class days. (See AFR 2.4.1.1 
and 2.4.2.3; GSRR 5.4.3.)  

 
G. The Hearing Board shall meet in a timely manner to review the grievance or disciplinary 

hearing request for jurisdiction and judicial merit and may invite a written response from 
the respondent. After considering all submitted information, the Hearing Board, acting as 
the initial hearing body, must: 

 
 1. accept the request, in full or in part, and proceed with the hearing; or 
 
 2. reject the request and provide a written explanation to appropriate parties; or 
 
 3. invite all parties to meet with the Hearing Board in an informal session to try to resolve 

the matter. (Such a meeting does not preclude a later hearing.) 
 
  (See AFR 2.4.2, 2.4.6 through 2.4.9, 4.3 and 4.4; GSRR 5.4.6.)  
 
H. If the College Hearing Board decides to schedule a hearing, the Chair of the hearing 

Board shall promptly negotiate a hearing date with the parties and schedule an additional 
meeting only for the Hearing Board should additional deliberations on the findings 
become necessary. (See AFR 2.4.1.1; GSRR 5.4.2.) 

 
I.      At least 6 class days before a scheduled hearing involving a graduate student, the Chair 

of the Hearing Board shall notify the respondent and the complainant in writing of (1) the 
time, date and place of the hearing; (2) the names of the parties to the grievance; (3) the 
names of the Hearing Board members, including alternates; (4) the names of the 
witnesses and advisors, if any; and (5) their right to challenge the hearing Board 
membership, both with and without cause. (See GSRR 5.1.7, 5.4.7 and 8.1.4.) 

 
J. At its discretion, the College Hearing Board may set a reasonable time limit for each 

party to present its case, and the Chair of the College Hearing Board must inform the 
parties of such a limit in the written notification of the hearing. 

 
K.  Non-disciplinary hearings shall be open at the Hearing Board’s discretion. Disciplinary 

hearings shall be closed unless otherwise requested by the respondent. (See AFR 4.2.3.) 
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L. In hearings involving graduate students, either party may remove two members of the 
Hearing Board without cause no later than 3 class days after receiving notice of the 
Hearing Board’s membership. Further, upon receiving notice of the Hearing Board’s 
membership, either party may request the Chair of the Hearing Board to remove members 
of the Hearing Board whom the parties believe to be in conflict of interest. The Chair will 
promptly review the request(s) and report the results of his or her findings in writing to 
both parties within 3 class days of making the decision. (See GSRR 5.1.7.) 

 
M. If the respondent fails to acknowledge the notice of a hearing, the Hearing Board may 

either postpone or proceed with the hearing. (See AFR 4.4.5.) 
 
N.  If the complainant fails to appear at the hearing, the Hearing Board may either postpone 

the hearing or dismiss the case. (See AFR 4.3.4a, 4.4.7a and GSRR 5.4.9a.) 
 
O.  If the respondent fails to appear at the hearing, the Hearing Board may either postpone 

the hearing or hear the case in the respondent’s absence. (See AFR 4.3.4b and 4.4.7b and 
GSRR 5.4.9b.) 

 
P.  If the respondent is no longer employed by the University, the hearing may proceed.  

(See AFR 4.4.7b and GSRR 5.3.6.1.) 
 
Q. At its discretion, the Hearing Board may accept written statements from either party or 

allow either party to participate in the hearing by electronic technology in lieu of a 
personal appearance. These written statements must be submitted to the Hearing Board at 
least 1 day before a scheduled hearing. A request to participate by electronic means must 
be submitted at least 6 class days before a scheduled hearing. (See AFR 4.4.7c; GSRR 
5.4.9c.)  

 
R.  Either party to the grievance hearing may request a postponement of the hearing. The 

Hearing Board may either grant or deny the request. See AFR 4.3.3 and 4.4.6 and GSRR 
5.4.8.) 

 
S.  Members of the Hearing Board must not talk about the hearing with either party before 

the scheduled hearing. 
 

IV. COLLEGE GRIEVANCE HEARING PROCEDURES: 
 

A. General Procedures: 
 

1.   The Chair of the College Hearing Board shall convene the hearing at the 
designated time, date and place. The Chair will ensure that a collegial atmosphere 
prevails and enforce time limits, as necessary, for the presentation of arguments. 
During the hearing, parties to a grievance shall have an opportunity to state their 
case, present evidence, designate witnesses, ask questions and present a rebuttal. 
A decision must be reached by a majority of the Hearing Board. (See AFR 2.4.4 
and 2.4.4.2; GSRR 5.4.10.) 

 
2. The procedures may be recorded at the Hearing Board’s discretion, but access to a 

recording is permitted under controlled conditions. (See AFR 2.4.4, 2.4.4.2; 
GSRR 5.4.10 and 5.4.10.1.)  

 
3.  To protect the confidentiality of the information, the Chair of the Hearing Board 

may limit attendance at the hearing to the complainant, the respondent, witnesses 
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for either party, if any, and counsel/advisor for each party, if any. (See AFR 4.2.3, 
8.1.6; GSRR 8.1.4) 

 
4.  Witnesses called by either party shall be excluded from the proceedings except 

when testifying. Witnesses must confine their testimony to their own independent 
recollection and may not speak for others. The Hearing Board may limit the 
number of witnesses. Unless otherwise approved by the Hearing Board, 
counsel/advisors and witnesses shall be limited to members of the MSU 
community (faculty, staff or students). (See AFR 4.3.5 and 8.1.6; GSRR 5.4.10, 
8.1.4.) 

 
5  Involvement of counsel normally should not be required. Each party must present 

her/his own case, and counsel/advisors may have a voice in the hearing. (See AFR 
2.4.4.2, 4.3.5d and 4.4.8d; GSRR 5.4.10.) 

 
6.  To assure orderly questioning, the Chair of the Hearing Board must recognize 

individuals before they speak. All parties have the right to speak without 
interruption. Each party has the right to question the other party and to rebut any 
oral or written statements submitted to the Hearing Board. The Chair of the 
Hearing Board shall enforce announced time limits on each party to present its 
case and, if necessary, extend equal time to each party. 

 
B. The hearing will proceed as follows: 
 

1. Introductory remarks by the Chair of the College Hearing Board: The Chair of the 
Hearing Board introduces hearing panel members, the complainant, the 
respondent and counsel/advisors, if any. The Chair reviews the hearing 
procedures, including time restraints, if any, for presentations by each party and 
witnesses. The Chair explains that the burden of proof rests with the complainant, 
with the exception of hearings involving allegations of academic dishonesty, in 
which case the instructor bears the burden of proof, which must be met by a 
preponderance of the evidence. (See AFR 2.4.9 and 8.1.16; GSRR 5.5.1 and 
8.1.16.)  

 
2. Presentation by the Complainant: The Chair recognizes the complainant to present 

without interruption any statements relevant to the complainant’s case, including 
the redress sought. The Chair then recognizes questions directed at the 
complainant by the Hearing Board, the respondent and the respondent’s 
counsel/advisor, if any. 

 
3. Presentation by the Complainant’s Witnesses: The chair recognizes the 

complainant’s witnesses, if any, to present, without interruption, any statement 
relevant to the complainant’s case. The Chair then recognizes questions directed 
at the witnesses by the Hearing Board, the respondent and the respondent’s 
counsel/advisor, if any. 

 
4. Presentation by the Respondent; The Chair recognizes the respondent to present 

without interruption any statements relevant to the respondent’s case. The Chair 
then recognizes questions directed at the respondent by the Hearing Board, the 
complainant and the complainant’s counsel/advisor, if any. 

 
5. Presentation by the respondent’s Witnesses: The Chair recognizes the 

respondent’s witnesses, if any, to present, without interruption, any statement 



 

 
108

relevant to the respondent’s case. The Chair then recognizes questions directed at 
the witnesses by the Hearing Board, the complainant and the complainant’s 
counsel/advisor, if any. 

 
6. Rebuttal and Closing Statement by Complainant: The complainant may refute 

statements by the respondent, the respondent’s witnesses and counsel/advisor, if 
any, and present a summary statement. 

 
7. Rebuttal and Closing Statement by Respondent: The respondent may refute 

statements by the complainant, the complainant’s witnesses and counsel/advisor, 
if any, and present a summary statement. 

 
8. Final questions by the Hearing Board: The Hearing Board may ask questions of 

any of the participants in the hearing. 
 

C. Deliberations by the Hearing Board:  
 

1. After all evidence has been presented, with full opportunity for explanations, 
questions and rebuttal, the Chair of the Hearing Board shall excuse all parties to 
the grievance and convene the Hearing Board to determine its findings in 
executive session.  

 
2.   When possible, deliberations  should take place directly following the hearing 

and/or at the previously schedule follow-up meeting.  
   
  D. Outcome: 
 

1.  In non-disciplinary hearings in which the College Hearing Board serves as the 
initial hearing body and a majority of the board finds, based on a “preponderance 
of the evidence,” that a violation of the student’s academic rights has occurred 
and that redress is possible, it shall direct the Dean to implement an appropriate 
remedy, in consultation with the Hearing Board. If the Hearing Board finds that 
no violation of academic rights has occurred, it shall so inform the Dean. (See 
AFR 2.4.5, and 2.4.6.2; GSRR 5.4.11.) 

 
2.   In non-disciplinary hearings in which the College Hearing Board is asked  to 

resolve an allegation of academic dishonesty and finds for the student, the 
Hearing Board shall recommend to the Dean that the penalty grade be removed, 
the written record of the allegation, if any, be removed from the student’s records 
and a good faith evaluation of the student’s academic performance in the course 
take place. (See AFR 2.4.9.) 

 
3.  In disciplinary hearings, in which the College Hearing Board serves as the initial 

hearing body and in which a majority of the Hearing Board finds, based on a 
“preponderance of the evidence,” that disciplinary action, in addition to or other 
than a penalty grade, is warranted, it shall recommend to the student’s academic 
Dean the appropriate sanction. (See AFR 2.4.6.2 and 4.2.4; GSRR 5.5.2.) 

 
4. In disciplinary hearings in which the College Hearing Board finds no cause for 

sanctions in addition to or other than a penalty grade, the student may then 
challenge the original penalty grade for academic misconduct.  The Dean of the 
Graduate School will select the appropriate judiciary. (GSRR 5.5.1.1 and 5.5.2.)  

 
  E. Written Report:  
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1.  The Chair of the Hearing Board shall promptly prepare a written report of the 

Hearing Board’s findings, including redress for the complainant, if applicable, or 
sanctions, if applicable. The report shall indicate the rationale for the decision and 
the major elements of evidence, or lack thereof, that support the Hearing Board’s 
decision. (See AFR 2.4.5; GSRR 5.4.11.) 

 
2.   The report also should inform the parties of the right to appeal within 10class days 

following notice of the decision. (See AFR 2.4.7 and 2.4.7.2, 2.4.7.3; GSRR 
5.4.12 through 5.4.12.3.) The Chair shall forward copies to the parties involved, 
the responsible administrators, the Ombudsman and, in hearings involving 
graduate students, the Dean of The Graduate School. All recipients must respect 
the confidentiality of the report. (See AFR 2.4.5; GSRR 5.4.11.) 

 
V. APPEALS OF COLLEGE HEARING BOARD DECISOINS: 

 
A. In hearings involving graduate students, either party may appeal a decision by the 

Hearing Board to the Graduate Student Judiciary. (See GSRR 5.4.12.) 
 
B. All appeals must be in writing, signed and submitted to the Chair of the University 

Graduate Judiciary within 10 class days following notification of the Hearing Board’s 
decision. While under appeal, the original decision of the Hearing Board will be held in 
abeyance. (See AFR 2.4.7 and 2.4.7.3; GSRR 5.4.12, 5.4.12.2 and 5.4.12.3. See also IV-
I-4 above.) 

 
C. A request for an appeal of a College Hearing Board decision to the University Graduate 

Judiciary must allege, in sufficient particularity to justify a hearing, that the Hearing 
Board failed to follow applicable procedures for adjudicating the hearing or that findings 
of the Hearing Board were not supported by the preponderance of the evidence. The 
request also must include the redress sought. Presentation of new evidence normally will 
be inappropriate. (See AFR 2.4.7.2 and 8.16; GSRR 5.4.12.1 and 5.4.12.2.) 

 
D.  Neither party may appeal a decision to an individual member of the Hearing Board. 
 

VI. RECONSIDERATION: 
 

A. If new evidence should arise, either party to a hearing may request the Hearing Board to 
reconsider the case within 60 days upon receipt of the hearing outcome.  

  
B. Either party should send the written request for reconsideration to the Chair of the 

Hearing Board, who shall promptly convene the Hearing Board to review the new 
material and render a decision on a new hearing.  
(See AFR 4.2.6; GSRR 5.4.13.) 

 
Approved by the Graduate Program Committee, November 7, 2008  
 
          Background Check and Drug Screen Requirements         
 
The Joint Commission on the Accreditation of Healthcare Organizations (JCAHO) guidelines have 
resulted in many practice sites opting to require background checks for nursing students working in 
clinical settings. Additionally, many clinical, non-JCAHO accredited sites affiliated with the university 
for educational purposes have adopted this requirement and also require drug screens.  The doctoral 
program at Michigan State University College of Nursing requires students to have contact with patients 
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in various health care settings through the research practicum, research translation and dissertation 
activities.  Accordingly, passing a criminal background check and drug screen is a condition for 
participation in the program.  

  
                                                                                             Health and Immunization Policy
 
In order to help you protect yourselves and the patients, students are required to provide documentation 
of vaccinations or immunity to various infectious agents.  Nursing students are required to supply some 
health maintenance information prior to enrollment in the program and keep health maintenance records 
current until graduation from Michigan State University, College of Nursing. 
 

          IInnssttrruuccttiioonnss  ffoorr  CCoommpplleettiinngg  IImmmmuunniizzaattiioonn  aanndd  CCOONN  CCoommpplliiaannccee 
 

A.  All students must submit and comply with Centers for Disease Control and Prevention 
Guidelines for Health-care workers and meet the College of Nursing Compliance 
requirements: 
a. Students must submit the completed Student Immunization Record attaching copies of 

immunization and other records. 
i. The Form and requirements are available online at: 

http://www.uphys.msu.edu/hcpimmunize/index.html  
ii. Submit the completed Form with supporting documentation to the Office of the 

University Physician 347 Olin Health Center, Michigan State University, East 
Lansing, MI 48824-1037. 

b. Students must also complete or submit documentation to meet the following College of 
Nursing Compliance requirements: 

i. HIPAA (Health Insurance Portability and Accountability Act) Basic Training; 
ii. Blood Borne Pathogen Training; 

iii. Basic Life Support for Healthcare Providers (BLS) Training: 
iv. Documentation of Personal Medical/Health Insurance; 
v. Copy of current, non-restricted State of Michigan or State License in which 

licensed to practice as a Registered Nurse.  This is required for all students 
enrolled in the RN-BSN program or the Masters of Science in Nursing program; 

vi. Complete Background Check; 
vii. Complete Drug Screening;  

B. Students should download and print a copy of their individual Immunization and CON 
Compliance information from http://www.uphys.msu.edu/forstudents/index.html as evidence 
that they have completed the Immunization Record and other Compliance requirements.  
This evidence must be submitted to the Major Professor at the time of the annual report at the 
end of the first year and no later than May 15 of the first year of doctoral study. If fully-
compliant documentation is not submitted, the student will not be allowed to enroll in the 
Research Practicum, NUR940. 
a. Basic HIPAA training is required at each healthcare system.. In addition, students are 

required to complete HIPAA training at MSU as it relates to research.  Students will be 
assigned an access number to complete this training on-line at   
http://www.healthteam.msu.edu/healthproport.aspx.  Documentation must be submitted 
to the Office of Student Support Services by May 15 of the first year of doctoral study for 
entry into the student’s Custom Requirement database.  
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b. Blood Borne Pathogen Training is required annually. The initial training is provided at 
new student orientation.  The CON Office of Student Support Services will submit the 
initial training document to the Office of the University Physician as a Custom 
Requirement. Thereafter, students should sign up for annual training at 
http://www.hazmat.msu.edu/BPA/BPA_HCS_intro.htm.  Upon completion of the annual 
training ,a report will be submitted electronically and entered by the Office of Student 
Support Services.  

c. Basic Life Support for Healthcare providers (BLS) training for healthcare workers is 
required upon entry into the doctoral program and every two years thereafter. Information 
about training sessions is provided in the new student admission packet and at orientation 
sessions.  Certification at the “lay” rescuer level is not sufficient. Students must present 
the BLS card and expiration date to the CON Office of Student Support Services each 
year by May 15; the documentation will be entered in the student’s Custom Requirement 
database.  

d. Documentation of current Personal Medical/Health Insurance is to be submitted to the 
CON Office of Student Support Services by May 15 each year. This information will be 
entered into the student’s Custom Requirement database that is maintained through the 
Office of the University Physician.  

e. Documentation of a current, non-restricted State Registered Nursing License is submitted 
annually in March to the CON Office of Student Support Services by those students 
enrolled in the RN-BSN or the Master of Science in Nursing programs  

f. A Background Check and Drug Screening is required upon acceptance into the College 
of Nursing. Refusal to comply or falsification of records will result in dismissal from the 
program.  Information about how to complete the Background Check and Drug Screen 
requirements is forwarded to all students in the new student admission packet.  Results 
must be received prior to the first day of the semester (start date of classes).  

 
Questions about immunization requirements or the individual status of records should be referred to: 
Paula Guss, R.N. (guss@msu.edu)  
 
University Physician’s Office 
348 Olin Health Center 
P: 517-353-8933 
F: 517-355-0332 
 
Titer/Immunization Information 

An inexpensive way to document titers for students unable to locate their immunization records is to 
get a Health Care Worker Screen (test FB146, Medical/Nursing Immune Status) from the Michigan 
Department of Community Health (MDCH).  This will assay your immune status for Measles, 
Mumps, Rubella, Hepatitis B, and Varicella (chicken pox).  The total cost is approximately $34.  
Prepayment of the cost is usually required.  If your physician does not know how to submit blood 
samples to MDCH, they can call (517) 335-8453.  It generally takes between three to six weeks to 
get the results.  The Medical/Nursing Immune Status is available on campus at Olin Health Center’s 
Allergy and Immunization Clinic on a walk in basis, Monday through Friday from 9am to 4:30pm or 
by appointment through MSU Occupational Health (517) 353-9137. 
 
For those unable to complete all three of the Hepatitis B vaccine doses and titer prior to enrollment 
in the program, there will be an opportunity to receive vaccine and/or titer during Fall semester at 
Michigan State University.  We encourage you to begin the Hepatitis B series as soon as possible.  
There will also be an opportunity to receive TB monitoring (either TB test or symptom monitor) and 



 

 
112

the Nursing Immune Status during the Fall Semester.  The cost of all immunizations, titers and TB 
monitoring are the responsibility of the student. 
 
In cases where vaccines are medically contraindicated, or when students desire to abstain for 
religious reasons from some or all of the immunizations specified, an informed waiver statement 
must be signed prior to orientation.  This waiver must be signed annually while enrolled in the 
College of Nursing.  A copy of the waiver is available in the Office of Student Support Services.  
Students should be aware that although they have the right to waive immunizations, medical 
institutions (hospitals and medical clinics) retain the right to deny patient contact with students who 
have refused immunization. 
 

 Office of Radiation, Chemical and Biological Safety  
The College of Nursing in compliance with the Office of Radiation, Chemical and Biological Safety 
Department (ORCBS) has a designated Safety Representative responsible for the College of Nursing 
Safety Program.  The Safety Representative provides updated information as needed to faculty and staff 
regarding potentially hazardous conditions. The College of Nursing has a designated Safety Committee 
available to implement safety protocols and changes as needed.  The Safety Representative files a report 
of activities and inspections it the ORCBS on an annual basis. Student is functionally responsible for his 
or her own safety. All individuals performing work with hazardous substances must accept a shared 
responsibility for operating in a safe manner once they have been informed about the extent of risk and 
safe procedures for their activities. Individuals undertaking an activity without direct supervision by a 
designated member become responsible for performing those activities associated with hazardous 
substances safely. This applies to all students, staff and employees.  

Students are required to complete the Blood Borne Pathogen Training offered by the Office of 
Radiation, Chemical and Biological Safety 
 
    SSttudent Parking Policy 
 
For information on MSU parking policies and permits, see http://www.dpps.msu.edu/.  
 
                                                                     Inclement Weather Policy  
In the event of inclement weather, the Vice President for Finance and Operations is designated as the 
official spokesperson for severe weather procedures and will make decisions and give out information as 
needed. Notification may be provided in one or more of the following formats: 

1. Emergency Text Messaging Notification -   (a voluntary opt in program for text messaging) 
    To register, please visit https://etext.msu.edu/                  
2. Public Broadcast services 
3. Reverse 911 - (allows the university to call into phone numbers within the university to 
    provide emergency alert and safety information, including instructions to          
    stay in place.  
4. The MSU Homepage 
5. Building Emergency Action Teams via pager - These trained personnel advise and assist the 
university community in emergency situations. 
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                            Protection of Human Subjects 
 
Protection of Human Subjects and Materials of Human Origin 
 
Federal and University regulations and policies require that all research involving human subjects or 
materials be reviewed and approved before initiation by the Institutional Review Board (IRB) to protect 
the rights and welfare of those human subjects.  
 
Michigan State University's IRBs are housed in the Office of Human Research Protection Programs. 
College of Nursing applications are submitted for review to the Biomedical and Health Institutional 
Review Board. Prescribed by the National Research Act of 1974 (PL 93-348) and endorsed by 
Academic Council, BIRB reviews applications for research involving human subjects in keeping with 
the U.S. Department of Health and Human Services (HHS) regulations for the Protection of Human 
Research Subjects (45 CFR 46, as amended) as codified and extended by the University's formal 
Assurance to HHS: M-1239.  
 
In addition, students must be familiar with the ethical principles outlined in the MSU Guidelines for 
Integrity in Research and Creative Activities The key principles include: 1) Honesty in proposing, 
performing and reporting research, 2) Recognition of prior work, 3) Confidentiality in peer review, 4) 
Disclosure of potential conflicts of interest, 5) compliance with institutional and sponsor requirements, 
6) Protection of human subjects and humane care of animals in the conduct of research, 7) Collegiality 
in scholarly interactions and sharing of resources, and the 8) Adherence to fair and open relationships 
between senior scholars and their coworkers. For full text of these guidelines see the web site 
http://grad.msu.edu/all/ris04activities.pdf  
 
Ethical Principles for the Protection of Human Subjects 
 
As set forth in its Assurance (section 1.1-1.4) IRB reviews applications for research on the basis of four 
Ethical Principles for the Protection of Human Subjects of Research:  
 

1.1  Every person has the right to determine what shall be done to him or her, what activities he or she 
shall engage in, and what risks he or she will take. This requires that research on human subjects 
cannot be carried out without the subjects' competent, voluntary, and informed consent.  

 
1.2  No person should be placed at risk as a subject of research unless the risks are reasonable in 

relation to the anticipated benefits of the research.  
 
1.3  The risks and burdens to subjects in research should not be unjustly distributed. The recruitment 

and selection of subjects should be reasonably related to the research and not impose inequitable 
risks and burdens on any segment of society.  

 
1.4  Special consideration and protection should be given in research to persons who may lack full 

capacity to secure their own rights and interests, e.g. children, the mentally infirm, and those in 
involuntary custody.  

 
Definitions 
 
"Research" means "formal investigation designed to develop or contribute to generalizable knowledge."  
 
"Human Subject" means "an individual about whom an investigator conducting research obtains:  1) 
data or materials (blood, tissue, etc.) through intervention or interaction with the person, or 2) 
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identifiable information."  (Public officials, elected or in non-elected, in decision-making positions, are 
not considered human subjects under these regulations.) 
 
Investigator's Responsibility 
 
It is the responsibility of the responsible project investigator to assure that all research involving human 
subjects is reviewed and approved by the IRB prior to initiation. If the investigator is uncertain whether 
a project requires IRB review, she or he should seek assistance from the chairperson of the IRB. When 
review is required, the responsible project investigator should review the document, "IRB Information 
and Instructions for Applicants," and then submit his or her project for review on an IRB application 
form. IRB instructions for applicants and application forms are available from the IRB Office and on 
their website. 
 
Non-Compliance 
 
Non-compliance means significant failure by an investigator to abide by the University and federal 
regulations protecting human subjects of research. Instances of non-compliance would include 
beginning research before securing the IRB approval, misuse or non-use of approved consent forms, 
failure to secure IRB approval before introducing changes in an on-going protocol, and continuing to 
gather data from subjects after the IRB approval expires. Regardless of investigator intent, unapproved 
research involving human subjects places those subjects at an unacceptable risk. Any incident of non-
compliance with IRB guidelines must be reported to the Chair of IRB immediately. On receipt of 
information indicating possible non-compliance, the Chair advises the project investigator(s) that a non-
compliance review has been initiated by the IRB. The IRB will promptly investigate reported instances 
of non-compliance, will offer investigators the opportunity to meet with the Committee to discuss the 
apparent non-compliance and may require investigators to suspend research during the non-compliance 
review. IRB prefers to discuss non-compliance issues with the investigator, but will consider on a case-
by-case basis requests that investigators be accompanied by, or represented by, faculty or legal counsel.  
 
Review Categories and Review Time Guidelines 
 
IRB assigns each application to one of three review categories, based on the perceived level of risk to 
subjects:  

1) Full Review  
2) Expedited Review  
3) Exempt from Full Review  

 
Investigators may submit a proposal for review at any time. The full review process typically requires a 
minimum of one month to complete, longer when revisions are necessary. If a proposal qualifies for the 
exempt from full review or expedited categories, and the application is in order, then the review is 
normally completed in ten to fifteen working days.  
 
Reminders 
 
Investigators are reminded that, pursuant to the common federal rule (1991) on human subjects 
protections, most federal departments and agencies will decline to review applications for funding of 
research involving human subjects unless applications are accompanied by an IRB approval letter. 
Investigators are further reminded that the Office of Contract and Grant Administration will not open an 
account for any project involving human subjects that has not been reviewed and approved by the IRB. 
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Finally, student researchers and Major Professors should be reminded that the Graduate School will not 
accept masters theses or doctoral dissertations containing research involving human subjects that has not 
had prior review and approval by the IRB.  
 
IRB approval is for a maximum of one year. Therefore, project investigators continuing to collect data 
from human subjects beyond one year must apply for updated certification prior to the expiration date. 
In order to allow time for the IRB to process such renewal requests, the Committee strongly 
recommends that the investigator request renewal one month before approval expires.  
 
With regard to retention of project records, project investigators must retain copies of signed consent 
forms for at least three years past completion of their research activities. Project investigators must also 
make these signed consent forms available to the IRB upon request.  
 
Student Research in Courses 
 
In some courses students collect data by using professional research methods, even though the students' 
work is not expected to contribute to generalizable knowledge. Some of the methods involve human 
subjects, and in some instances subjects may be placed at risk. For this reason, student research projects 
should be reviewed and approved prior to initiation. Where student research in courses involves no more 
than minimal risk to subjects, the IRB has a policy of delegating to instructors the primary responsibility 
for assuring that the rights and welfare of human subjects are adequately protected. Further information 
for instructors is available in the document, "Student Research in Courses at Michigan State University," 
available from the IRB office. Please note that student research involving more than minimal risk (as 
defined in this document) must be reviewed and approved by the IRB prior to initiation.  
 
For more information or for consultation, researchers are invited to contact the IRB office at 202 Olds 
Hall. Their phone number is 355-2180.  To visit the IRB on the Web, see their home page: 
http://humanresearch.msu.edu/ 
 
On-Line Documents Updated February 2002  
Updated June 2007 

 
                                                                                        NIH Requirement for Education Related 
                  to Human Subject Research 
 
Since October 1, 2000, the NIH has required education on the protection of human research participants 
for all investigators submitting NIH applications for grants or proposals for contracts or receiving new 
or non-competing awards for research involving human subjects. 
 
Before funds are awarded for competing applications or contract proposals involving human subjects, 
investigators must provide a description of education completed in the protection of human subjects for 
each individual as “key personnel” in the proposed research. Key personnel include all individuals 
responsible for the design and conduct of the study. The description of education will be submitted in a 
cover letter that accompanies the description of Other Support, IRB approval, and other information in 
accordance with Just-in Time procedures. The use of a cover letter is also acceptable for contract 
proposals. Investigators submitting non-competing renewal applications for grants or annual reports for 
research and development contracts that involves human subjects research must also include a 
description of such education in their annual progress reports.  
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    University Committee on Research Involving Human Subjects   
               Web-Based Tutorial 
 
In compliance with the federal guidelines set by the National Institutes of Health, staff in The Office for 
Research Ethics and Standards have developed a web-based tutorial for MSU faculty and key personnel 
involved with NIH and PHS grants. The tutorial covers basic ethics issues for research involving human 
subjects, which researchers are required to know. In addition, the project investigator and key personnel 
taking the web-based tutorial will become certified in human subject ethics education as federally 
mandated. A copy of the certificate of completion needs to be provided to the Research Center of the 
College of Nursing and the Director of the Doctoral Program.  
 
Tutorial Website: http://www.humanresearch.msu.edu/requiredtraining.html 
Look for CITI, Online Course in the Protection of Human Research Subjects.  
 
In compliance with federal guidelines, all doctoral students are to complete the Health Insurance 
Portability and Accountability Act tutorial (HIPAA). The tutorial can be accessed at: 
http://www.healthteam.msu.edu/healthproport.aspx.  Please provide a certificate of completion to the 
Director of the Doctoral Program and the Research Center. 
 
Updated 06/06/08 AS 
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            Financial Assistance for Doctoral Students 
 
Funding for students in the doctoral program comes from a variety of sources that include federal nurse 
traineeships, University and College graduate assistantships, research assistantships, and other 
individual pre-doctoral awards. There are funds available to support doctoral education based on the 
strength of student research plans and the match with their faculty mentor’s research. Priority will be 
given to full-time students, and some funding requires full-time status. All students in the nursing 
doctoral program will be expected to apply for external funding for their research by their second year of 
coursework.  It is the student’s responsibility to check each semester for additional funding 
opportunities. 
 

The following list outlines some of the financial assistance programs available at Michigan State 
University and/or in the College of Nursing: 
 

Professional Nurse Traineeships 
 

Federally funded traineeships provide grants for tuition and fees for selected full-time students who are 
U.S. citizens. 
 

Scholarships 
 

The College of Nursing administers several scholarships, which are established by the gifts and 
contributions of private donors and friends of the College. Scholarship amounts vary and include both 
merit-based and need-based criteria. Applications for general scholarships are available in the Office of 
Student Support Services and on-line at http://www.nursing.msu.edu/scholarships.asp. 
 

Students must apply for funding. The deadline for all College of Nursing scholarships is March 1.  
 

Graduate Office Fellowship Funds 
 

Michigan State University and the College of Nursing award Graduate Fellowships to selected students. 
Check with the Office of Student Support Services for the award criteria.  Awards are paid as a lump 
sum to be used toward the cost of tuition and fees.   
 

Graduate Assistantships 
 

More than 3,300 eligible graduate students hold assistantships in various fields. Graduate assistantships 
provide a waiver of nine credits for the Fall semester, nine credits for Spring semester, and five credits 
for Summer semester, waiver of matriculation fees, stipend and health insurance. Graduate assistants 
must be enrolled in graduate programs and be making satisfactory progress toward their degrees. A 
graduate assistant’s responsibilities require about 10 hours per week for a quarter-time appointment, 20 
hours per week for a half-time appointment, and 30 hours per week for a three-quarter time appointment, 
averaged over the length of the appointment  Most of the teaching and research assistantships are 
awarded through individual departments and schools.  
 

Several academic units on campus, including the College of Nursing, hire Teaching Assistants to assist 
in the teaching mission of the University. For a listing of the other units that hire Teaching Assistants, 
see the MSU Graduate School web page http://grad.msu.edu/. MSU has a contract with the Graduate 
Employee Union for these employees. Terms of this contract can be viewed from a link on the Graduate 
School webpage http://grad.msu.edu/geu/agree.pdf. 
 

Faculty who are engaged in research often hire graduate students to assist them in their research. These 
positions are called Research Assistantships. They are available on an individual basis as faculty have 
their research funded. Contact funded faculty to see if research assistantships are available.  
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The Michigan State University Distinguished Fellowship Program 
 

Awards are based on demonstrated academic excellence and evidence of leadership potential. This is 
strictly a recruiting fellowship. 
 

Doctoral students receive four years of support. The first and fourth years are funded by the Graduate 
School, with no teaching or research service required of the student. During the second and third years 
of fellowship support, students receive a departmental assistantship that may require them to assist in 
research and/or teaching. 
 

Distinguished Fellowship recipients beginning study in 2002-2003 will receive a 12-month stipend of 
$20,000 plus health insurance. In addition, tuition and related fees will be waived within some limits. 
Fellows must maintain strong academic performance and make normal progress toward their degrees. 
For more information, please go to the website http://grad.msu.edu/ufellows.htm 
 

University Enrichment Fellowships 
 

This award recognizes academic achievement, research goals, contribution to a diverse educational 
community, and a record of overcoming obstacles. Fellowship recipients beginning in 2005 will receive 
a 12-month stipend of $23,000 plus health insurance. In addition, tuition and related fees will be waived 
within prescribed limits. Stipends are reviewed annually and may be increased for future years. Fellows 
must maintain strong academic performance and make normal progress toward their degrees. For more 
information, please go to the website http://grad.msu.edu/ufellows.htm 
 

Office of Financial Aid 
 

The Office of Financial Aid (OFA) is the main campus resource for Federal and State student financial 
aid programs and loans. The staff can help students with all aspects of need-based and non-need-based 
aid. General information is available at the OFA website at http://www.finaid.msu.edu. E-mail service is 
available by sending inquiries to finaid@msu.edu. You may also call (517) 353-5940 or visit from 9 
a.m. to 5 p.m. on weekdays at one of several campus locations, including 150 Administration Building, 
252 Student Services Building, and G12 Holden Hall. Students can access their own MSU financial aid 
data on StuInfo at http://ntweb1.ais.msu.edu/StuInfo/. 
 

The Graduate School Dissertation Completion Fellowships 
 

Ten to twenty fellowships are available to allow students to devote full time to writing the dissertation 
with the goal that the dissertation will be completed during the tenure of the fellowship. The stipend will 
be $6,000 for one semester. Other MSU financial support, held simultaneously with the fellowship, 
cannot exceed a one-quarter time assistantship or the equivalent. 
 

Selection of fellowship winners will be made by a student’s college. The colleges will set the conditions 
and application procedures for the Graduate School Dissertation Completion Fellowships and will notify 
the Graduate School of the winners. The Fellowship awards will be dispensed by the Graduate School. 
Students should contact the Associate Dean’s Office or Director of the Doctoral Program of their college 
to find out their college’s procedure. 
 

King-Chavez-Parks Future Faculty Fellowship Program 
 

The KCP Fellowship Program is intended to increase the number of underrepresented ALANA students 
1) pursuing academic careers in postsecondary education, 2) pursuing doctorate degrees, and 3) 
employed as faculty in postsecondary education, in Michigan and Illinois. Awards will not exceed 
$35,000 over a four-year period, nine credits of tuition and fees for Fall and Spring semesters (up to 
three credits of tuition and fees for Summer semester), and a health care allowance. 
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Recipients must agree to obtain their doctorate degree within six years of receiving the fellowship, 
submit an annual progress report during the fellowship period, attend the Annual Joint Fellows 
Conference, and pursue a full-time faculty position and remain there for a period of three years. The 
award reverts to a loan and must be paid back if the recipient does not follow the former qualifications. 
 

Applications are mailed to underrepresented ALANA students at MSU each spring or students may 
request application materials by contacting The Graduate School, 116 Linton Hall, 517-355-0301. 
 

Additional Graduate School Funding 
 

Graduate Student Research Enhancement 
Funds are available to support activities that enhance graduate students’ research projects. These funds 
are provided by the Office of the Vice President for Research and administered by the Graduate School 
and are available to support research activities including travel to participate in workshops, data 
collection, short courses and extramural laboratory rotations. Under special circumstances, funding 
requests to purchase supplies/materials relevant to the student’s research will be considered. Research  
enhancement funding is only for graduate students enrolled in a degree program. These funds are not 
available to purchase equipment. Criteria for applying for research enhancement funding may be 
obtained in 118 Linton Hall or by visiting the website at http://grad.msu.edu/funding.htm. 
 

Travel Funding 
Funds from the Graduate School are available for graduate students to travel to present their research at 
professional conferences. These funds are not available to support thesis/dissertation research projects or 
coursework. This funding is only for graduate students pursuing a degree program. Requests for funding 
to travel to international meetings will be considered jointly by the Graduate School and the Office of 
International Studies and Programs; therefore, you need to submit only one form to the Graduate School 
for consideration by both offices. Criteria for applying for travel funding may be obtained in 118 Linton 
Hall or by visiting the website http://grad.msu.edu/funding.htm. 
 

Emergency Funding 
The Graduate School has limited funding available for graduate students for unusual or unforeseen 
emergency expenses. This funding is only for graduate students pursuing a degree program. Please be 
aware that emergency funds are provided on a one-time only basis. Criteria for applying for emergency 
funding may be obtained in 118 Linton Hall or by visiting the website http://grad.msu.edu/funding.htm. 
 

ALANA* Discretionary Funding 
The ALANA emergency funds are available for ALANA graduate students for unusual or unforeseen 
emergency expenses. This funding is only for graduate students pursuing a degree program and making 
satisfactory progress. Please be aware that ALANA emergency funds are provided on a one-time only 
basis. Criteria for applying for ALANA funding may be obtained in 116 Linton Hall or by visiting the 
website http://grad.msu.edu/funding.htm. 
 
*ALANA is African American, Latina(o)/Chicana(o), Asian American, and Native American. 
 

Office for International Students & Scholars 
 

The primary purpose of the Office for International Students and Scholars (OISS) is to serve as 
Michigan State University’s resource center for information and consultation on matters related to 
international students and scholars. It serves as the University’s primary link to the federal government 
and other public and private agencies involved with international student exchange. OISS has limited 
financial resources to support international students’ education in the United States. 
 

Publications available for use only in the office include the following: 
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1) IIE (Institute of International Education) publication on funding sources for study in the United 
States. 

2) UNESCO’s publication Study Abroad on scholarships and courses in the United States. 
3) List of programs for women students who intend to return to their home country upon completion of 

their degree program. 
 

Awards/Scholarship Materials include: 
 

1) The Homer Higbee International Education Award annually recognizes U.S. and international 
students who make significant contributions in promoting international understanding at MSU. 

2) The Thoman Fellow Program supported by the W.B. and Candace Thoman Foundation of 
Lansing offers a capstone learning experience for select international doctoral students at MSU 
who show outstanding achievements and commitment to understanding and dealing with global 
problems of poverty, hunger, and food security. For more information, please call the ISP Dean’s 
Office at 517-355-2350. 

3) The Miriam J. Kelley African Scholarship Grant Program encourages MSU African students on 
temporary visas (women are strongly urged to apply) to study at MSU and in turn make a 
contribution to the development of their country. This scholarship makes at least two awards of 
$1,000 annually. 

 

A limited number of tuition awards are available to international students who are in the last semester of 
their degree program and have encountered an emergency financial situation. The average award is 
approximately $800. 
 

For more information, contact: 
Jeffrey Riedinger, Director 
209 International Center 
(517) 355-2352 
 

General Information on Cost of Graduate Education 
 

Fees are assessed on a credit-hour basis, except for graduate-professional student fees, which are 
assessed on a semester basis. For more information regarding cost of Graduate Education go to this 
website: http://ctlr.msu.edu/COStudentAccounts/Tuition_Fees.aspx  
 

Funding Guide 
 

The Funding Guide for Graduate Students and Graduate Professional Students is intended to help 
identify funding sources, such as grants, fellowships, scholarships, and awards. It lists a few hundred out 
of thousands of funding opportunities. Many funding opportunities are on-line or in CD-Rom databases. 
This guide also explains how to access these resources. The Funding Guide is available on the web at 
http://grad.msu.edu/funding/ 

 
 
1/28/2002; Updated 08/01/08 (AS) 
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                                      General Facilities 
 
Access to Health Complex Buildings 
 
Hours for access to buildings are posted on the outer doors.  Generally, all buildings are locked on 
weekends. 
 

Telephone Calls 
 
A free telephone for local calls is located in F-419 West Fee Hall (Doctoral Student Study 
Room/Office). 
 
A telephone is located on the first floor of the Life Sciences Building in the Student Lounge for outgoing 
calls.  Incoming emergency calls may be routed through the College of Nursing (517-353-4827). 
 
Taping of Class Sessions 
 
Permission of the instructor must be obtained prior to taping any class sessions. 
 
Fee Hall Doctoral Student Study Room 
 
Doctoral Students are eligible to use the computer, desks, file cabinets and lockers in 418-419 
West Fee Hall.  For a key to the room, contact the Doctoral Office at (517) 432-3872. Keys are issued at 
the beginning of the semester.  
 
The College of Nursing doctoral student mailboxes can be found in F-424 West Fee Building. It is the 
student’s responsibility to remain appraised of critical information by regularly checking mailboxes and 
e-mail boxes. 
 

Smoking Policy 
 
Smoking is prohibited in the Life Sciences Building and Fee Hall. 
 
Student Services 
 
Student Services is located in 153 Student Services Building.  
 
                                Technology 
 
The College of Nursing has microcomputers networked via Ethernet to the University mainframe, which 
are accessible from on- and off-campus locations. Computers are also linked to a College network to 
facilitate intra-College communication and transfer of files between faculty microcomputers. The latest 
versions of major software packages are available for faculty personal computers through university site 
licenses, including SPSS, SAS, and BMDP statistical software packages. In addition, all faculty have the 
latest editions of other software packages on their personal computers; for example, Microsoft Word for 
word processing, Microsoft Access and Excel for data management, and PowerPoint and spreadsheet 
software. 
 
The College Media Lab has a large array of computer equipment, which is continuously upgraded.  
Currently the Media Lab has the following equipment available free of charge to all faculty: 1) Multiple 
computer-linked televisions and overhead projectors for use in presentations and instruction; 2) cellular 
phones for faculty use during travel; 3) current versions and documentation for all major software 
packages; 4) six Pentium computers dedicated for faculty and Research Center use; and 5) laser printers 
with color printing capacity. The Coordinator of the Media Lab and College Information Technology 
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coordinates individual consultation for faculty regarding all aspects of computer technology. Two 
computer science students are employed to maintain and upgrade faculty computers on a regular basis 
with new software and hardware. 
 
E-mail 
 
Students are strongly encouraged to activate and regularly check their e-mail accounts.  The college is 
increasing the utilization of this means of communication and it will be the form for numerous important 
announcements and information.  You may wish to continue to use an alternate internet provider (i.e., 
AOL, Yahoo, etc.) for your preferred mailing address.  In this case e-mail should be forwarded to the 
preferred e-mail address. To activate your MSU e-mail account and for more information visit 
http://mail.msu.edu/. 
 
Terms to Know 
 
Computing Service Centers 
MSU's Computing Service Centers are the primary computer and network user support group for 
academic computing on campus. Walk-in help is provided in 306 Computer Center, 16 Union, and E26 
Holmes. You may also call (517) 432-6200. 
 
MSU Identification Number 
MSU faculty and staff should use their Employee ID (SSN). MSU students should use their PID. Newly 
admitted students will have received their PID with their admissions letter. For all other cases, this 
number is assigned when the E-mail account application is processed. 
 
PIN 
Faculty/Staff must request a PIN (Personal Identification Number) at: 
https://netid.msu.edu/pinrequestinfo.html. PINs are issued within 24 business hours of receiving the PIN 
request. Please allow additional time for campus mail or if faculty appointment papers have not been 
processed.  
 
MSU Students use their PAN. Newly admitted students receive their PAN from the Registrar’s office, 
along with instructions for setting up an MSU email account. 
 
All others are assigned a PIN when their Pilot application is processed. If you lose your PIN, contact the 
Registrar’s Office. 
 
MSUnet ID and Password 
The MSUnet ID is created when the E-mail account is activated and the password is set. They are the 
authorization keys to many network functions, including e-mail and Dial-up Internet access. 
Help and Assistance/More Information 
 
If you have any questions, feel free to call Computing Consulting Services at (517) 432-6220 or visit the 
website at http://help.msu.edu. Assistance is also available by sending e-mail to help@msu.edu and on a 
walk-in basis at our Computing Help Centers. A list of locations and hours is available on our website. 
 
                        College of Nursing Instructional Lab Policies 
 
DUE DATES, RETURNS AND OVERDUE NOTICES 
 
The CON maintains several resources which may be checked out by Students (text, reserved reading, 
movies, tapes, etc.).  It is the students' responsibility to know the due date for materials checked out of 
the Instructional Laboratories (Media and Simulation Labs).  This date will be indicated on a due date 
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slip you will receive at check out.  Reminder notices about overdue materials are a courtesy, not a 
requirement.  (Notices are mailed to the address given when the materials are checked out.  No 
assurances can be given that the notices will be delivered, especially if the information you have given is 
incorrect or illegible.) 
 
MATERIALS NOT RETURNED OR RENEWED BY DUE DATE 
 
When an item becomes 30 days overdue, a replacement bill will be issued.  Charges will be consistent 
with the replacement cost of each overdue item.  When the item is returned or renewed, the replacement 
charge will be canceled.  Registration/diploma/transcript holds will be placed on students who have not 
resolved bills by the middle of the following term. 
 
RENEWALS 
 
Materials may be renewed unless recalled for use by another borrower.  Renewed material is recalled 
immediately when needed by another user.  Renewal by mail, e-mail or phone is acceptable. 
 
HOLDS AND RECALLS 
 
If a needed item is checked out to someone else, you may request that it be held for you when it is 
returned.  It will be recalled, often prior to the due date; when it is returned, it will be held and you will 
be notified by telephone, e-mail or mail. 
 
Call the Media Lab whenever you have a question about Lab policies at 353-9020. 
  
      Doctoral Student Participation in CON Academic Governance 
 
Doctoral Students are entitled to participate in College and/or University Committees.  Each student 
representative is responsible to represent student views as he/she participates on these committees and, 
in turn, within the limits of confidentiality, keep other students apprised of committee decisions and 
activities. 
 
The following College of Nursing Faculty Committees have doctoral student representation: 
 

1) Graduate Program Committee 
2) Research Committee 

 
                              Sigma Theta Tau – Alpha Psi Chapter 
 
Sigma Theta Tau, Inc. is the only National Honor Society of Nursing in the United States.  Constituent 
chapters are established in collegiate schools of nursing accredited by the National League for Nursing.  
Sigma Theta Tau, Inc. is professional rather than social, and its purposes and functions may be 
compared to other honor societies such as Alpha Omega Alpha in Medicine, Pi Lambda Theta in 
Education, and Phi Beta Kappa in Liberal Arts. 
 
An important project at the national level is the promotion of nursing research.  This is carried on by the 
Research Committee, which also grants sums of money to finance research projects.  Recent projects 
include nursing intervention, cardiac care, relationship between hemiplegia and muscle function, 
development of a diabetic manual for teaching patients, study of programs preparing teachers in nursing 
education, relationship between pre-operative anxiety and postoperative responses, preparing patients 
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for self-care, and prenatal care.  Graduate students are eligible for induction into the National Honor 
Society – Sigma Theta Tau. 
 
Alpha Psi Chapter 
 
Plans for a Chapter at Michigan State University were started as early as 1962; a charter was granted and 
the Chapter was installed in 1970.  Chapter activities have included educational meetings, which are 
open to nurses, other health professionals, and members of the general public; social meetings for its 
membership; and service projects. 
 
For a number of years, Alpha Psi Chapter has also sponsored camperships for children with Cystic 
Fibrosis to attend a camp.  In addition, Alpha Psi Chapter has been actively involved in the planning and 
implementation of the annual Sigma Theta Tau Research Consortium.  Support for graduate student 
research activities and attendance at MNRS has also been provided by Alpha Psi Chapter. 
 
Criteria for Membership 
CRITERIA FOR MEMBERSHIP 

• have completed ¼ of the nursing curriculum;  
• achieve academic excellence of a  3.5 or higher  
• meet the expectation of academic integrity. 

Membership is by invitation only. For more information about Sigma Theta Tau International, please 
visit http://www.nursingsociety.org/default.aspx  
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                Michigan State University Websites 
Listed below are Michigan State University websites.  Students are expected to know the 
information contained on these sites and to adhere to the policies and procedures listed on them..    

Graduate School 
Visit The Graduate School website at http://grad.msu.edu/ 

 
Find the Funding Guide online at http://grad.msu.edu/funding.htm 

 
Find the Career Guide online at http://grad.msu.edu/current/career.pdf 

 
Vice President for Research and Graduate Studies (VRPGS))  

 
Visit the Office of the Vice President for Research and Graduate Studies online at 

http://www.msu.edu/unit/vprgs 
 

University Committee on Research Involving Human Subjects 
(IRB) 

 
Visit the University Committee on Research Involving Human Subjects online at 

http://www.humanresearch.msu.edu/ 
 

University Libraries 
 

http://www.lib.msu.edu/ 
 

MSU Computer Facilities and Resources 
 

http://computerlabs.msu.edu/  
 

COGS 
 

http://www.msu.edu/~cogs 
 

Contracts and Grants 
 

http://www.cga.msu.edu/ 
 

Graduate Student Rights and Responsibilities At Michigan State 
University 

 
 http://www.vps.msu.edu/SpLife/grr1.htm  
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