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The Southwestern College vision is:
- a learning community dedicated to
- intellectual growth and career preparation
- individual development and Christian values
- lifetime learning and responsible citizenship,
- leadership through service in a world without boundaries.

The SC Educator Preparation Program Conceptual Framework
Goals of the Beginning and Advanced Teacher/Leader Education Program:
The quality educator will possess wisdom of practice,
have the ability to facilitate student learning,
have the ability to interact effectively,
and have the ability to reflect.

The Purpose of the Dissertation Handbook
The purpose of the dissertation handbook is to articulate for doctoral students the
processes and procedures of writing a dissertation in the field of Education at
Southwestern College. This handbook includes formatting and procedural
requirements for completing the dissertation. All college policies apply to this
process.
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DISSERTATION PURPOSE, SCOPE, AND QUALITY
Purpose of the Dissertation
The dissertation in the doctoral program in educator preparation at Southwestern College is to be a
result of original research that contributes to the body of knowledge in the field. A dissertation is a work
that is significant in its development. It requires more complex research questions than those associated
with a master’s thesis. Consequently, more time, depth, a greater scope, foci, and originality are inherent
expectations associated with the work.
There is not a particular research approach or methodology favored by the program. Epistemological and
ethnographic methods as well as mixed methodologies underscore approaches available for conducting
the dissertation study. Within the study, the doctoral student demonstrates capability in the knowledge,
skills, and dispositions requisite to original, independent research. The development of the dissertation
will concentrate on: 1) identifying and formulating questions that highlight the a researchable problem
and designing a plan to do so; 2) conducting a thorough investigation of the literature related to the
problem and research questions by analyzing, synthesizing and evaluating the implications of the existing
body of knowledge relative to the proposed study; 3) bringing to fruition a methodological approach to
gather relevant data, information, and/or historical information; 4) analyzing the evidence or
substantiation of the legitimacy and authenticity of historical information and its sources; and, 5)
presenting the study’s findings as guidelines or products, analyze the most important evidence collected,
and state implications for further research and professional service. Through guidance from the
dissertation committee chairperson and members of the dissertation committee, students are expected
to plan, carry out, and account for their research at a scholarly level.
The dissertation is grounded through an examination of beliefs and formal knowledge gained through
the program of study. The purpose for the dissertation is to place the researcher in the position of a
steward to work with educators, policymakers, legislators, and the public enabling a raised level of
analysis and understanding about education (Richardson, 2006).
Dissertation Scope
The Carnegie Institute defines a dissertation as…
Within the research framework, the student displays critical thinking and the capacity to invoke relevant
change through research guided by traditional modes of historical, qualitative, quantitative and mixed
methods, policy research, evaluation research with multiple measures, or a meta-analysis.
Dissertation Quality
The dissertation should be of a high quality regardless of the form of inquiry. In this regard, high
quality is achieved through a clearly stated intention to answer a question or solve a problem and in
doing so make a significant contribution to the field of Education. There is a clear relationship to or the
development of a theory or model, and the research question(s) reflect sound conceptualization. Within
the body of the dissertation, a well-organized, thoughtful review of the theoretical, historical, and
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research literature establishes and extends the intellectual bases for the appropriate, rigorous, and
internally consistent research design and methodology. Coherence between the design and the purpose
statement or hypotheses is logical and focused. The data findings and results contribute meaningfully to
a cogent interpretation solidifying theory, policy, practice, and further research. Across all elements of
the dissertation there is evidence of critical thinking.
Dissertation Development
In the development of a dissertation, quantitative dissertations typically have 5 chapters. A qualitative or
mixed methods dissertation may have 5 or 6 chapters. Additional information about the organization of
the dissertation is developed through discussion with the dissertation committee chair and its members.
This development process allows for some variance, but overall the dissertation can be structured
through the following series of questions and statements. Not all dissertations answer every question.
Some questions for some dissertations may not be included below.

1)

2)
3)
4)
5)
6)
7)
8)
9)
10)
11)

Defining the Research Problem
In what way does the study deal with a significant and meaningful problem that is researchable and
worth the effort? Is the research original? What is the general interest in the problem as noted by other
scholars, researchers, and/or practicioners? What substantiates that the problem is worth solving? In
what ways is the problem significant to the field of educational leadership?
Who or what entities will benefit from the research findings?
How do the findings contribute to the field of knowledge or have practical applications within the field?
Is the researchable problem ‘unpacked’ through clear and concise research questions? Is each question
unique yet connected to the others to establish an ample investigation that flows from the problem?
Will the study produce a rich, substantial body of data?
Are the hypotheses well formulated to enable the testing of the null hypothesis in quantitative or mixed
methods studies?
What are the assumptions that frame the inquiry?
What methodology will be used in the study and why is the methodology appropriate for the study?
What are the limitations of the study? Are there discrepancies in the study? How are discrepancies
presented? Do they explain idiosyncrasies without undermining
Are there technical terms associated with study? Are they clearly defined?
Are the implications of the study addressed? Are they reasonable for the scope of the proposed study?

Literature Review
1) Is the conceptual, historical, theoretical framework presented within the extent of the study? How does
the existing body of knowledge and varying opinions on it impact the framework?
2) Is the literature review comprehensive including both classical and contemporary information? Is the
knowledge-base relevant in its entirety to the stated problem? If not, what substantiates that some
information is not directly related to the study? If the literature is thin, can pertinent information be
associated from other areas in the field?
3) Is the literature review crafted through primary sources that are referred, legitimate sources of
information? Are secondary sources respected collections in the body of knowledge?
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4) Is the gap in the knowledge-base leading naturally to the research questions?
5) How does the literature review support the selected methodology including the study’s research design,
data collection, and data analysis?
6) Is the current edition of the APA style guide being utilized with fidelity?
Research Design
1) What is the research design? Is it fully described and substantiated?
2) Is the research design a logical extension of the study and research questions?
3) Is the rationale for the methodology fully and clearly articulated? What are the relationships between
the rationale, the research problem, the current body of knowledge, and the implications for the study?
4) How do the research design and data collection align with the research problem? Why are the data
collection instruments appropriate for the study?
5) What data analysis will be conducted in the study? Does the analysis provide data relevant to the
research questions/hypotheses?
6) Is the information provided sufficient for replication of the study?
Findings
1) Are the data analysis processes presented clearly?
2) Are the findings articulated clearly through tables, graphs, and narratives that are logical and
comprehensible?
3) Are there patterns or trends emerging from the data analysis? Do the findings relate to the research
questions/hypotheses? What do the findings contribute to answering the questions or accepting or
rejecting the hypotheses?
4) Can the findings be generalized to a larger population?

Conclusions and Next Steps
1) Can the conclusions and recommendations be substantiated from the findings?
2) What are the implications from the research study relative to existing practice, the knowledge-base,
and/or changes in what is known and accomplished in the field of study/service?
3) What are the implications/next steps for future research?
Form and Style
1) Is the dissertation well written in English, grammatically correct, and scholarly? Does the writing flow
smoothly and without redundancy? Are verb tenses in present tense for research findings, principles, and
so on that are still accepted, while those that are outdated are expressed in the past tense? Data
collection and analysis are expressed in past tense. First person is acceptable for the role of the
researcher during data collection.
2) Is the dissertation written in accordance with the current APA style guide? Are citations correctly
referenced and fully articulated in the reference section of the dissertation?
3) Is the dissertation organized systematically, logically, and rationally with appropriate headings?
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Typical Dissertation Outline (Quantitative)
__________________________________________________________________
Chapter 1.
Introduction
Background/Problem
Purpose of the Study
Research Questions and/or Hypotheses
Significance (i.e., importance) of the study
Definitions of terms (especially variables)
Chapter 2.

Review of the Literature
Theoretical Framework
Synthesis and Discussion of the Literature

Chapter 3.

Methodology
Research Design
Description
Rationale
Population and Sample
Description
Rationale
Setting and Site Selection
Instrumentation/Measures/Protocols
Description (source or development procedures, validity, reliability)
Rationale
Procedures
Plan for Data Collection and Analysis

Chapter 4.

Results
Data Analysis (often organized by research questions)
Findings/Results

Chapter 5.

Conclusions
Discussion/Interpretation
Significance of the Study
Limitations
Implications for Policy and Practice
Recommendations for Action
Areas for Further Research

References
Appendices

Tables (e.g., Participant Demographics)
Examples (e.g., Consent Forms)
Permissions
Data Collection Tools (e.g., Surveys)
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Typical Dissertation Outline (Qualitative)
__________________________________________________________________
Chapter 1.
Introduction
Background/Problem
Purpose of the Study
Exploratory Questions
Significance (i.e., importance) of the study
Definitions of terms (especially variables)
Chapter 2.

Review of the Literature
Theoretical Framework
Synthesis and Discussion

Chapter 3.

Methodology/Data Collection
Design/Approach
The Researcher (reasons for interest in the study; relevant background)
Participants
Selection Process (usually including rationale)
Setting and Site Selection
Demographics
Data Sources (e.g., interviews, observations, including rationale)
Data-Gathering Procedures (usually including rationale)
Analysis Procedures and Coding Process

Chapter 4.

Findings and Analysis
Initial Categories
Emergent Themes

Chapter 5.

Discussion of Findings
Comparisons
Connections (literature review may be referred to or extended)

Chapter 6.

Conclusions
Significance of the Study
Limitations
Implications for Policy and Practice
Recommendations for Action
Areas for Further Research

References
Appendices

Tables (e.g., Participant Demographics)
Examples (e.g., Consent Forms)
Permissions
Data Collection Tools (e.g., Interview Protocols)
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Planning and Resources
The progression through the program includes the careful development of the program of study with the
aid of the doctoral advisor. Each student accepted into the program is assigned an advisor. Students may
select a new advisor at any point with the consent of the faculty member will be the new advisor. The
student is responsible for notifying the previous advisor of the change.
In addition to a program advisor, the student will need to select a dissertation chair. Once the student
selects a dissertation chair, all advising shifts to that faculty member.
Dissertation Courses
In order to facilitate completion of the dissertation, four courses are completed. Dissertation Writing I, II,
III, and Defense with continuous enrollment in Dissertation Defense until the dissertation is successfully
defended. (See leave of absence for an exception to continuous enrollment in Dissertation Defense.)The
purpose of the courses is to make the dissertation writing process successful for the student. Information
regarding the role of the chair and the committee is described in the progression of the classes. There are
also suggestions for preparing the dissertation proposal and the application and materials to be
submitted to the Institutional Review Board (IRB). In the first dissertation course, the student begins
working toward a proposal and completes chapter one. In Dissertation II, the review of the literature is
completed and the research design is drafted. In Dissertation III, the research design is finalized and the
defense of the proposal is completed after chapters one, two, and three are fully agreed to by the
dissertation committee. Successful defense of the dissertation proposal is required and IRB approval of
the study before any activity with human or animal subjects can occur. Any research data collected in
association with the research proposal, which is prior to proposal defense approval by the dissertation
committee and the IRB approvals, must be destroyed (with the exception of data on an existing database
that will be analyzed as part of the research study.)
Once a student successfully defends the proposal, enrollment in the Dissertation Defense course occurs
and continues until the Dissertation is completed and successfully defended.

THE DISSERTATION COMMITTEE
The Committee Chairperson
Students are encouraged to talk with their advisor and other program faculty about the selection of a
chair for the dissertation committee. The chairperson should be chosen during the term in which the
student is enrolled in EDUC 902 Dissertation Writing II. Care should be taken in selecting a dissertation
chairperson. A working relationship is needed to ensure that mutual understanding and communication
processes are mutually acceptable. Every student and each chairperson has multiple responsibilities and
developing an understanding of the dissertation writing process, deadlines, reviews of written materials,
and areas of expertise are all essential characteristics in selecting a dissertation committee chairperson.
All doctoral committees at SC must be chaired by an education faculty member who has the appropriate
graduate faculty status to chair a doctoral committee.
The chair should be selected based on his or her ability to effectively supervise and guide the dissertation
process. Typically, the chair has expertise in the area of research, content area, and/or methodology
used in the dissertation. Any student who experiences difficulty in obtaining a chair should seek advice
from the department chair. Once selected, the chair will advise the student on the selection of the other
members of the dissertation committee.
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The primary role of the committee chair is to advise the student throughout the dissertation process and
facilitate communication among committee members and the student.
Committee Members
The dissertation committee consists of three or more members. It includes the chair and at minimum
two additional members who guide the student during the development of the dissertation proposal and
the completion of the dissertation process. The selection of committee members includes guidance from
the chair. Often, the committee offers collective interest in the topic and provides guidance through
professional interests and expertise. For ensuring support and expertise, the committee should have a
member who is familiar with the proposed methodology, and other members offer writing support and
expertise, and/or ability to support the student. All committee members must hold an earned doctorate
from a regionally accredited university.
One member of the committee may be from outside Southwestern College faculty including doctoral
fellows who have experience with dissertation writing and guidance. The main role of each committee
member, other than the chairperson, is to read the doctoral student’s written work in a timely manner
and provide written and/or oral critique regarding the quality of the research and writing. A dissertation
committee must be in place and approved before a student enrolls in EDUC 904 Dissertation Writing III.
Approval of the Dissertation Committee
The committee must be approved by the dissertation chair and the department chair of the Education
Division. If a member of the proposed committee is not a faculty member at Southwestern College, a vita
for that person must also be provided to the department chair along with the dissertation committee
approval form. The dissertation committee approval form must be signed and in place prior to the
defense of the dissertation proposal.
At any point in the dissertation process, the student has the right to request a change in committee
membership. Such a request should be made in writing to the department chair and should include an
explanation of the reason for the request. Decisions regarding a change in committee membership are at
the discretion of the department chair.
Dissertation Committee Work
The dissertation committee process provides a doctoral student with scholarly guidance that further
encourages and develops the intellectual curiosity of a researcher. Once the defense is completed, the
student becomes a doctoral student. If a timeline for completion has not been developed by the student
and presented to the committee, one is necessary to reach the end of the dissertation and then to
defend it. The primary reason is to chart the progress through the collection of the data, and the writing
of the final chapters, scheduling the defense, and preparing for graduation from the program.
Typically, the dissertation chair works with the student initially and indicates when acceptable work has
been achieved in any given portion of the dissertation. It is the chair’s responsibility to communicate with
the committee members about the progress being made on the dissertation. Each committee will
establish the protocols for communication between and among committee members and the doctoral
student. There is no one standard procedure. The progression through the dissertation is shaped by the
student’s needs and the nature of the dissertation, as well as by the preferences of the chair and
committee members.
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The student, rather than the faculty, has primary responsibility for establishing a timeline and meeting it,
for checking on deadlines and procedures, and for initiating communication with the dissertation chair
and committee members. The dissertation is not simply turned in on a particular date and approved;
rather, it must be revised until it meets the standards set forth elsewhere in this handbook and in
standard texts on research methodology.
An astute dissertation student recognizes that faculty members have other obligations, and that a careful
reading of a single chapter may require many hours. Therefore, the student should work on other
aspects of the dissertation while waiting for material to be returned. The timeline should also allow
adequate time for reading and revision by committee members and the student.

THE DISSERTATION PROCESS
Pre-Proposal Meeting
The pre-proposal meeting occurs after the student has completed EDUC 901 Dissertation Writing I and
selected a dissertation chairperson and the chair has agreed to serve. If additional committee members
have been selected and they have agreed to serve, those committee members should participate in the
pre-proposal meeting. The purpose of the meeting is to have an informal conversation to discuss the
dissertation topic, the research questions crafted in EDUC 901, lines of inquiry associated with the
proposed research, primary and secondary sources especially areas of likely research supportive of the
topic, and the methodological approaches being considered including possible statistical tools
appropriate for the study. With this information being discussed, the feasibility of the proposed ideas is
discussed as well as a timeline for completing the proposal and then the study. It is the student’s
responsibility to contact the committee chairperson and committee members to match up schedules and
determine a convenient time to discuss these topics.
The Dissertation Proposal
After the pre-proposal meeting and agreement by all parties of the proposed research, students prepare
a formal research proposal. A draft of the proposal is developed during EDUC 902 and EDUC 904. The
dissertation proposal must be successfully defended in EDUC 904 or continuous enrollment in EDUC 904
occurs until the proposal is accepted by the dissertation committee. The student works with the chair
and other committee members to craft the proposal to a level of success where committee members are
reasonably assured the student has sufficient wherewithal to complete the proposed study. Then, the
proposal defense is held with the student presenting the dissertation proposal in a formal presentation.
The intent of this presentation is to provide the final review of the research proposal prior to the
collection or mining of data. Successful completion of the dissertation proposal will be formalized
through a form signed by the dissertation chairperson, committee members, and the chairperson of the
education division. (Should approved forms be reviewed by members of the Education Committee?)
Proposal Content and Format
The proposal generally parallels chapters one to three of the final dissertation format. However, the
specific format and length of an individual proposal is negotiated with the dissertation chair, the
committee, and the education division chairperson. The dissertation proposal conforms to the
requirements of the Publication Manual of the American Psychological Association (American
Psychological Association, 6th ed., 2009).
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The Proposal Defense
The primary purpose of the proposal defense is for the committee to approve the guiding research
question(s), the depth of the literature review supporting the proposed research, and the data collection
and analysis strategies to be used by the student in completing the dissertation. Prior to conducting the
proposal meeting, the chair and committee members must indicate to the campus community that the
proposal is ready for defense. The student is responsible for contacting committee members to schedule
the proposal defense meeting.
Proposal Defense Meeting
The Proposal Defense Meeting is a private meeting of the student and the dissertation committee. It may
occur in person or via appropriate Internet meeting software that includes audio and visual
representations of the materials prepared for the defense. In addition, the presence of all committee
members and the student through webcams is expected providing there is adequate bandwidth to
support the use of webcams. At minimum, the student will present and include her/his presence in the
Proposal Defense Meeting via a webcam, audio such as a conference call, and the presentation of
materials through Internet meeting software. The chair reviews the procedures to be following during
the meeting and invites the student to give a personal background statement and tell of the interest in
the topic. The student continues with a summary of the proposal in a 15 minute presentation. The chair
then invites the committee members to question the student. All committee members must be confident
the student possesses the essential content knowledge and research skills to collect, analyze, and
interpret the data to be collected or analyzed from an existing database. At the conclusion of this
discussion, the student is excused so that the committee may deliberate privately. Following those
discussions the student is invited back into the meeting and the committee’s decision is shared with the
student.
To be approved, a proposal must meet standards of sound research and ethical inquiry. The committee
may approve the proposal at the first meeting, or the student may be asked to submit changes before
committee members sign the approval form. The student may also be asked to make changes and
schedule another proposal meeting. Responsibility for submitting the Proposal Defense Form to the
Education Division is the responsibility of the student.
The Institutional Review Board Proposal
Students are responsible to conduct research in a manner that protects the rights, privacy, and dignity of
participants; recognizes the responsibilities of colleges/universities and other organizations to their
students and clients; and reports findings accurately and thoughtfully. This requirement includes the
need to obtain permissions from individuals and institutions with whom research will be conducted as
required by law, ethical guidelines, and professional courtesy.
In addition, federal law applies to research with human and animal subjects. In accordance with relevant
laws and policies from the Office for Human Research Protections http://www.hhs.gov/ohrp/index.html,
Southwestern College has an Institutional Review Board (IRB) that is responsible to review research
involving human and animal subjects before any data are gathered. Submissions to the IRB require
approval of the dissertation chair and; all IRB submissions are logged by the Education Division program
director or designee.
Before approval of the dissertation proposal, IRB forms, including any instruments—surveys, measures,
or interview protocols, letters of consent and so on —must be approved by the full dissertation
committee before the proposal is taken to the dissertation committee chair for submission to the
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Institutional Review Board. Dissertation proposals must be formally approved by the Institutional Review
Board before data-gathering may begin. No research proposal is exempt from IRB review.

DATA COLLECTION AND ANALYSIS
Permissions
All appropriate consents, individual, parental, and/or institutional, must be obtained in writing prior to
conducting research. Coding systems to ensure confidentiality of the human subjects must be utilized
and maintained for their protection. All signed consent forms must be retained by the student and the
dissertation chair until 7 years past the time when all signatories will have reached the age of 21.
Data Collection
Research is to be conducted and reported honestly and ethically. Rules associated with data-gathering
decisions must be described for procedural consistency and to maintain transparency for possible
replication. The student is responsible to confer with the dissertation chair at every step in the research
process and with other committee members as needed to ensure adherence to the approved procedures
and to avoid errors or irregularities. Care must be taken in analyzing and interpreting the material
gathered in the investigation to ensure that the explanations of the findings are logically defensible.
Use of Outside Assistance
Dissertation research and the dissertation itself are the independent, scholarly work of a single student
working under the direction and with the assistance of his or her dissertation committee. Outside help is
to be obtained in rare instances only with prior knowledge and consent of the dissertation chair after
consultation with the committee. This requirement applies even to the instances cited below that are
generally acceptable in the use of outside assistance.
Students are to personally conduct the following aspects of their dissertation, unless permission is
obtained to proceed otherwise:
a)
b)
c)
d)
e)

the literature search,
creation of any new instruments or protocols,
interviewing or otherwise collecting data for a qualitative dissertation,
designing experimental protocols or interventions to be tested, and
coding transcripts.

With the approval of the chair, outside help may be employed to enter and analyze data. However, the
student must have examined the raw data and must work closely with the data entry person to be
certain any unclear responses are appropriately handled within the framework of the data collection and
inputting processes approved by the committee. Students may consult a statistician for suggestions on
choice of statistics, interpretation of findings, and report formats. However, students must choose and
apply statistical or other analytic procedures to their data, explain why they have selected those
procedures rather than others, and authoritatively interpret the results. The student will be fully
responsible at the defense to interpret all statistical analyses.
Areas where students may seek outside assistance include the following, although approval of the chair is
needed for each:
a) obtaining permissions from agencies, school districts, organizations, or college/universities,
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b)
c)
d)
e)

collecting quantitative data,
data entry,
statistical assistance, within the parameters outlined above, and
copy editing.

THE ORAL DEFENSE
Timing of the Oral Defense
The oral defense occurs after the entire committee has indicated by their signatures that the dissertation
is ready for defense. This agreement rarely occurs before each committee member has read multiple
drafts and provided feedback. The defense occurs in the presence of the student and committee
members. In rare instances where a committee member is unable to attend in person, the member may
connect to the dissertation defense.
The defense must take place prior to the May commencement with a complete and corrected
manuscript due by July 31 following commencement. This timeline will allow the degree to be conferred
by the end of August. Completed dissertation submissions after:
a) August 1 and before November 30 will enable the conferral of the degree at the end of
December.
b) December 1 and before March 31 will enable the conferral of the degree at the campus
graduation ceremony.
c) April 1 and before April 21 will enable the conferral of the degree at the end of May.
The student is responsible to contact committee members to obtain possible times and to arrange a
meeting space.
The defense must be held on a SC campus, and the Education Division department chair must be notified
of the date and location of the defense at least two weeks in advance so that invitations may be sent to
all university faculty members. The dissertation defense is a public presentation. A defense not on the
main SC campus must be electronically connected to the main campus for faculty who want observe the
defense.
Purpose of the Oral Defense
The purposes of the oral defense are as follows:
a) for the student to formally present his or her research to the committee,
b) for the committee to determine that the student fully understands the
dissertation’s context, research procedures, findings, and implications,
c) for the committee to evaluate the dissertation in order to determine if
further revisions are necessary and if the student may proceed to graduation, and
d) for the doctoral faculty to be kept apprised of current research of the students within the
program.
The Oral Defense Meeting
The expectation is that the dissertation is in the best possible form before defense. The student’s
defense is held on campus and is open to all college faculty members as well as to other interested
persons with the approval of the dissertation committee chair. At the beginning of the meeting, the chair
introduces the student and the members of the committee. The chair describes the procedures for the
meeting.
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The student presents an overview of the dissertation through visual formats such as PowerPoint and
other appropriate visual and auditory presentation tools. The presentation should take approximately 20
minutes. Following the overview, the committee chair moderates a question time. Questions to the
student are first asked by committee members followed by questions from faculty and guests. At the
conclusion of the question time, all guests are excused so that the committee may meet privately with
the student for additional discussion. The student is then excused so that the committee may talk in
private. Following the discussions, the student is invited to rejoin the committee and the chair announces
the committee’s decision.
Approval of the Defense and Approval of the Dissertation
The committee must unanimously approve the student’s defense of the dissertation. Approval of the
defense indicates that the committee is fully satisfied that the student adequately understands the
dissertation’s context, research procedures, findings, and implications. The chair communicates the
committee’s decisions. If the committee requires any changes to the dissertation, the chair informs the
student.
Failure of the defense occurs only when a student does not demonstrate sufficient knowledge of the
content area and/or research methodology to competently interpret and communicate his/her findings.
Should a student fail the defense, he or she must work with the dissertation chair to reschedule another
defense.
Students have two opportunities to pass the oral defense of their dissertation. Approval of the
dissertation signifies that the dissertation is a scholarly research contribution. Committee members may
approve the dissertation at the defense and rely upon the chair to withhold final approval until all
requested revisions are made, or they may elect to withhold their signature until they have seen the
revisions themselves.
Committee members sign three copies the Dissertation Defense Approval form, and a copy of the form is
kept in the student’s file. The originals are placed after the title page in the copies of the dissertation to
be printed and distributed.
The final form of the dissertation is approved by the full committee, the dissertation chair, the Education
Division Chairperson, and after the library staff has accepted the dissertation as meeting APA and college
standards.
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THE FORMAT OF THE DISSERTATION
Preparing the Document
Order of the Document
The dissertation should contain the following elements in this order:
• Title Page
• Copyright Page
• Signature Page
• Abstract
• Dedication (optional)
• Acknowledgements (optional)
• Table of Contents
• List of Tables (if applicable)
• List of Figures (if applicable)
• List of Appendices
• Preface (optional)
• Manuscript of Chapters
• References
• Appendices (each with its own title page and labeled with a capital letter
(e.g., Appendix A)
Style Manual
The dissertation should be written according to the Style Manual of the American Psychological
Association, 6th Edition. Where the college requirements differ from APA requirements, the college
requirements are to be followed.
Font, Spacing, Margins, Pagination
A 12-point font size should be used throughout the dissertation in a style that is identified as acceptable
by the APA manual. In figures and tables, a smaller font size may be used, but in no instance should the
font size be less than 8. Figures should use a sans-serif type font such as Arial.
All text should be double-spaced with the exception of the reference list which should be single-spaced
within each entry and double-spaced between entries. Printing may appear on only one side of each
page.
All pages of the dissertation must observe the following uniform margins:
1.5 inch left-hand margins (must be wide for binding requirements) and 1 inch right-hand margins
Top margins: 2 inches for the Table of Contents, List of Tables, List of Figures, Dedication,
Acknowledgements, Dedication, Abstract, first page of each chapter, and references; All other pages
should have a 1 inch top margin.
Bottom margins: 1 inch throughout
Page numbers appear in the middle of each page at the bottom margin (in a footer) beginning with
the Table of Contents. In the front matter, each page after the title page counts. The signature page
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is counted but does not show a page number. Pagination for front matter is in small Roman
numerals; all other pages use Arabic numerals that begin on the first page of chapter one and
continue through the appendices. Each appendix has its own title page that counts as a page.
No headers (and thus no running head) are used in a dissertation.
Chapter Titles
The chapter and number appear two inches from the top of the page with the chapter title doublespaced below and follow Level 1 formatting (see below).
APA Heading Levels
SC allows three levels of headings (see APA 6th p. 62, section 3.03). Chapter titles start each chapter and
are formatted Level 1. Subheadings within chapters are Level 2 and Level 3.
Level 1. Centered, Boldface, Uppercase and Lowercase Heading
Level 2. Flush Left, Boldface, Uppercase and Lowercase Heading
Level 3. Indented, boldface, followed by a period.
Note: Level 3 is never included in the table of contents (TOC). Table of contents only includes chapter
number and title and Levels 1 and 2.
Indention and Justification
All paragraphs are indented one-half inch. The list of references utilizes a one-half inch hanging indent
for each reference listed. All copy is to be left justified.
Tables and Figures
Tables consist of text or data, while figures contain visual material such as diagrams, graphs, or
photographs. Tables are placed at the first opportunity after they have been mentioned in the text.
Tables that are smaller than a full page should appear at the top or bottom of a page and not in the
middle of text. A table is never split between two pages unless it is too large for one page. Tables do not
appear prior to their reference in the body of the text. Tables should only be used to help clarify and
illustrate the material being presented in text format. They should never be used as a substitute for the
narrative. Each table should be labeled (e.g. Table 2.1).
Quotations
Short quotes: Quotations of fewer than 40 words should be incorporated into text and enclosed by
double quotation marks. See APA 6th, p. 92.
Long quotes: Block quotes of 40 or more words should be displayed in single space with double space
before and after with no quotation marks (APA 6th, p. 92).
Copyright Page and Signature Page
Signatures must be in black ink. The library copy and the one copy for the Education Division must
include original signature pages. Committee members’ signatures on the signature page indicate that the
final copy of the dissertation has been fully approved by each committee member. The copyright page
precedes the signature page. The information should be centered and three-fourths of the distance
down the page. See APA 6th, pp. 19-20.
Copyright © 2012 by John Doe
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All Rights Reserved
Abstract
An abstract of no more than 350 words must be included on a separate page. The abstract is a critical
element of the dissertation, for it is that part of the document that is likely to be most widely read. The
abstract is page number iii. Two inches from the top of the page, center and type the following lines of
information, inserting a triple space before the double-spaced abstract.
ABSTRACT
Complete Title of Dissertation
Jane Doe
Doctor of Education, 2012
Southwestern College
Advisor: [Name and Degree]
Corrections and Paper Quality
Each page of the dissertation is to be free of errors. It is not permitted to use correction fluid or
correction tape. All final copies for the university library, departments, and faculty are to be submitted
on acid-free 20-lb. weight paper with a minimum of 25% cotton or rag content and a shelf life of 100
years.

SUBMITTING THE FINAL COPY
Revisions and Corrections
Following the defense, the student makes necessary modifications in the written dissertation as
requested by the committee. These modifications are approved by the dissertation chair and any other
member of the committee who wishes to review them. This process should occur promptly, since several
steps remain before the student has completed the dissertation process.
Check for APA Format
The final corrected copy is then submitted to a technical reader, who checks the dissertation for
compliance with the Publication Manual of the American Psychological Association and college
guidelines. Students are responsible for making all technical corrections required by the reader and for
paying appropriate fees for the services of the reader.
Fees for Binding
A check, payable to Southwestern College, or credit card voucher available from the Education Division,
is required to pay for binding. Checks or money orders are to be presented to the Education Division
along with the unbound dissertation copies. The program coordinator will contact the students when the
bound copies are received so the students can make arrangements for receiving any personal copies they
might have ordered.
Submission to the College
Two copies with original signatures are required: one for the Education Division Dissertation Collection,
and one for the committee chair. Students may order as many personal copies as they desire. Additional
original signature pages are needed to meet the individual copies desired by the student.
Submission to ProQuest/UMI
Publication Submission
19

The electronic version will be sent to University Microfilm International (UMI) for inclusion in a
searchable database of dissertations. Your electronic document can be in Word format or PDF
format. Please send your final electronic copy to Deets Memorial Library.
Submitting Your Dissertation to ProQuest CSA Your final version which includes the signatures
must be submitted electronically to ProQuest CSA. This will enable your dissertation to be listed
in the Dissertation Abstracts database and if you choose, made available in full-text to researchers
worldwide.
You will need to scan your signature page and add it to the final PDF version. You will have
options for releasing your dissertation as “open access” or “traditional publishing.”
You will need to make a credit card payment to ProQuest for processing the manuscript and for
copyright fees. ProQuest charges a standard fee of $XX for the archiving of the dissertation, and
UMI Dissertation Publishing charges $XX to file for copyright on your behalf.
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GUIDELINES AND POLICIES
Academic Integrity Policy
Southwestern College assumes the academic integrity of its learners. In cases where academic integrity is
in question, the academic integrity definitions are as follows:
Academic dishonesty is any act of cheating, fabrication, and plagiarism, abuse of resources, forgery of
academic documents, dissimulation, sabotage, and any act of aiding and abetting academic dishonesty.
Cheating is using or attempting to use unauthorized materials, information or study aids in any academic
exercise. Examples: copying homework, copying someone else’s test, using an unauthorized “cheat
sheet,” etc.
Fabrication is the falsification or invention of any information or citation in any academic exercise.
Examples: making up a source, giving an incorrect citation, misquoting a source, etc.
Plagiarism is the representation of the words and ideas of another as one’s own in any academic
exercise. Plagiarism includes failing to give a citation for using work from another person or source.
Modifications to phrasings do not reduce the requirement for giving a citation. This also applies to
information obtained electronically, such as from the Internet.
Dissimulation is the disguising or altering of one’s own actions as to deceive another about the real
nature of one’s actions concerning an academic exercise. Examples: fabricating excuses for such things as
missing classes, postponing tests, handing in late papers; turning in a paper for one class that was
originally written for another class (when original work is requested), etc.
Abuse of resources is the damaging of any resource material or inappropriately limiting access to
resource material, which is necessary for academic work. Examples: hiding library materials, removing
non-circulating material from the library, hiding or stealing another person’s textbook, notes or software,
failure to return library materials when requested by the library, etc.
Forgery of academic documents is the unauthorized changing or construction of any academic
document. Examples: changing transcripts, changing grade books, changing grades on papers which have
been returned, forging signatures, etc.
Sabotage is the damaging or impeding of the academic work of another student. Examples: ruining
another student’s lab work, destroying another student’s term paper, etc.
Aiding and abetting academic dishonesty is knowingly facilitating any act defined in 1-7.
Examples of academic integrity violations also include completion of an application for any Southwestern
academic program which omits or falsifies any requested information. Such violations can result in the
revocation of the application, even if approval was previously granted on the basis of fabricated
information.
Policies for Dealing with Academic Dishonesty
The instructor shall determine if the infraction is intentional or unintentional. Any violation of the policy
not under the supervision of a faculty member will be handled by recommendation of the academic dean
to the Academic Affairs Committee. On the first offense, violations of the academic integrity policy will
result with:
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1. A reprimand (written or verbal) for unintentional violations
2. A zero for the assignment (paper, exam or project) for intentional or flagrant violations
Unintentional infractions may be reported to the academic dean at the discretion of the faculty member.
All infractions deemed by the faculty member to be intentional or flagrant must be reported in writing to
the academic dean; the student will also be notified verbally or in writing. The academic dean shall keep
a record of reported infractions and sanctions.
A second or any subsequent intentional or flagrant violation of any part of the academic integrity policy
during a student’s academic career at Southwestern is grounds for suspension and requires a conference
with the academic dean to determine the outcome. Any student so suspended has a right to an appeal. If a

student wishes to appeal, the request should be made in writing and must be received in the academic
dean’s office within thirty days of the suspension announcement. The appeal will be heard by the
Academic Affairs Committee and the committee’s decision shall be final.
Adapted and used by permission from Tabor College

Copyright Permissions
For material under copyright, students must obtain written permission to use passages of more than 200
words or any table or figure, including a photograph or chart. Such permissions must be acknowledged in
the dissertation as required by APA and the copyright holder.
The demands of scholarship include, but often exceed, the requirements of copyright law. Scholars must
recognize the community to which they belong by tracing and acknowledging all sources, including the
originator of an idea. This principle includes, where applicable, explaining that one is replicating a study
or acknowledging someone who may have recommended a study like one’s own. Violation of these
principles constitutes academic plagiarism, even if copyright law is observed.
Time Limit for Degree Completion
Doctoral students are permitted 10 years from the date of initial enrollment to complete all
requirements for the Ed.D. degree. Extensions beyond this deadline due to unusual circumstances may
be granted at the discretion of the division chair and the dean of faculty. Students needing an extension
must present their request in writing, stating the reasons for the extension and the expected date of
degree completion. The dissertation chair must support such a request in order for it to be considered.
Leaves of Absence
Should a student wish to interrupt dissertation work for a semester or more, he or she must apply for
leave from the program. Failure to register for more than two or more consecutive semesters without
applying for leave is regarded as withdrawal from the program.
A leave of absence for a stated period of time not to exceed two years is available by petition to doctoral
students in good standing and making satisfactory progress toward the degree who must interrupt
doctoral studies for a compelling reason (e.g., illness, study abroad, family conditions or crises, etc.).
Requests for leave must be in writing and state both the reasons for the leave and the semester in which
the student will re-enroll. Except in case of an unforeseeable emergency, application must be made in
advance of the semester for which the leave is requested. Leaves of absence must be approved by the
division chair and the dean of faculty. Typically, leaves of absence extend the total time available to
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students for completing the doctoral degree by the amount of time granted for the leave. Students who
fail to return to enrolled status at the end of an approved period of leave are considered to be no longer
in pursuit of the degree and, if they choose to continue their studies at a later time, they must reapply
for admission to the program.
Continuous Enrollment
Students will enroll in EDUC 905 Dissertation Defense after the successful proposal defense. If the
students do not successfully defend the dissertation during the term in which they are enrolled for EDUC
905 (Dissertation Defense), and/or if the completed manuscript is not filed prior to July 31, students are
required to enroll in EDUC 905 each semester (fall, spring, summer) until they have successfully defended
the dissertation and filed the final version of the completed manuscript.

GRADUATION AND BEYOND
The Graduation Ceremony
Participation in the commencement ceremony is a special cause for celebration in the life of a doctoral
student. A formal reception for graduates and their families is typically held during the week prior to
commencement in May. Southwestern College holds one commencement ceremony per year.
A notice of intent to graduate must be filed with the office of the Registrar by the deadline.
Fall Graduation – November 1 deadline.
Spring Graduation – April 1 deadline.
Summer Graduation – July 1 deadline.
Students will be approved to participate in commencement ceremonies provided they have successfully
defended their dissertations. No student who has not passed the oral defense of the dissertation will be
allowed to participate in graduation ceremonies.
Degree Posting
The student’s degree is not posted until the end of the term in which the final copies of the completed
dissertation have been accepted and filed with the college library and with ProQuest/UMI. All fees must
be paid before the degree will be posted.
Publications and Presentations
Students are strongly encouraged to report their research findings at conferences and in professional
journals. Faculty members welcome opportunities to suggest appropriate venues for publication and to
advise students in preparing for presentation or publication.
Students who publish aspects of their dissertation should appropriately acknowledge assistance from
their committee. In particular, the contribution of the dissertation chair may be acknowledged through
joint authorship of articles or presentations based on the dissertation. As noted in the guidelines of the
American Psychological Association (2009), the student is always listed as the first author.
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