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Preamble

This Handbook outlines the expectations, requirements, and policies pertaining to the
Analytics & Data Science (ADS) Ph.D. program at Kennesaw State University. The
information in this handbook is a summation of other relevant University and Graduate
College policies, as well as information specific to the ADS Ph.D. program, compiled for
your convenience.

Please note, all KSU graduate students are expected to be familiar with all university
policies in the University Graduate Catalog (current edition or edition from your
entrance year), other pertinent University requirements, and policies. In the case of any
inconsistencies, current University policies take precedence over the information
presented in this Handbook. Where possible, summaries of and/or links to these
policies, procedures, and requirements are included.

Certain information in this Handbook (e.g., credits, names, places, times, course
numbers, and URLS) is subject to change during your time in the program. We
encourage you to maintain regular contact with the Program Director, faculty in your
courses, and your dissertation committee chair/members to ask any questions about
program requirements or other issues you may have while you are a student in the
program.
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INTRODUCTION

Welcome to the Ph.D. in Analytics and Data Science program at Kennesaw State
University. We are pleased to have you as students and colleagues. We look forward to
collaborating with and guiding you through your Ph.D. journey. The Kennesaw State
University Ph.D. in Analytics and Data Science is a full-time, multidisciplinary, in-
residence, cohort-based, terminal degree program in an emerging field.

This program has been designed as a rigorous, computational Ph.D. program that
requires students take at least nine credit hours per semester. Courses will take place
morning, afternoon, and evenings — depending upon scheduling requirements. On the
one hand, students will get a “traditional” Ph.D. experience in which they take classes
with members of their cohort, get to know students in other cohorts, and work closely
with faculty on meaningful research. On the other hand, the program is characterized
by an innovative, integrative curriculum drawing from computational theory with an
applied research orientation, enabling graduates with career options spanning the
private, public, and academic sectors.

The objectives of this degree program are twofold: (1) train professionals to translate
large, complex, structured and unstructured data into information to improve decision
making AND (2) offer a pathway for professionals to become thought leaders in the
emerging discipline of Analytics and Data Science. This means that the curriculum
includes heavy emphasis on the knowledge and technical skills in this multidisciplinary
field like programming, applied mathematics, machine learning, data mining, and
statistical modeling. The faculty have also integrated opportunities for students to
develop oral and written communication skills, experience working in interdisciplinary
teams, and the ability to apply current research to business, legal, ethical, and scholarly
problems.
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http://graduate.kennesaw.edu/students/
http://www.kennesaw.edu/currentstudents.php
http://catalog.kennesaw.edu/index.php
http://registrar.kennesaw.edu/
http://graduate.kennesaw.edu/students/forms.php
https://graduate.kennesaw.edu/students/thesis-dissertation/forms.php
https://graduate.kennesaw.edu/students/thesis-dissertation/forms.php
https://libguides.kennesaw.edu/Home
https://writingcenter.kennesaw.edu/index.php
http://graduate.kennesaw.edu/admissions/resources/financials.php
https://datascience.kennesaw.edu/adso.php
http://graduate.kennesaw.edu/students/gsa.php
https://parking.kennesaw.edu/
https://studentcenter.uhcsr.com/kennesaw
https://owllife.kennesaw.edu/organization/globallearningscholarship

ADDITIONAL INFORMATION FOR INTERNATIONAL STUDENTS

International Student and Scholar Services http://dga.kennesaw.edu/isss/

English as a Second Language (ESL) Center http://uc.kennesaw.edu/academicinitiatives/esl/

International Student Health Insurance http://dga.kennesaw.edu/isss/insurance.php

Cultural Awareness Resource Center https://carc.kennesaw.edu/index.php

International Student Orientation https://gv.kennesaw.edu/initiatives-services/international-
orientation.php

Tax Information https://gv.kennesaw.edu/resources/tax-information.php
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CURRICULUM

The curriculum is the core of the Ph.D. program. It is important that students
understand the expectations in individual courses (which is the purview of the faculty
of record for that class) and be attentive to their progress in the curriculum as a whole.
In a multidisciplinary program, both students and faculty have to pay attention to a
number of different departments and colleges in order to fully appreciate the program
holistically. This is particularly true for the School of Data Science and Analytics, the
Department of Mathematics, and the Department of Computer Science.

The information below provides you with relevant summaries of university and
program specific requirements and our general advice on how students should proceed
through the program.

PROGRAM REQUIREMENTS

The Ph.D. in Analytics and Data Science is a 78-credit hour program. It is made up of 45
hours of course work/instruction and 33 hours of internship and dissertation (78 total
hours) spread over (expected) four years of study. The distribution of these expectations
is represented in the graphic below:




Coursework , Comps, Proposal, Project, and Dissertation

Students take core courses in Statistics, Computer Science, and Mathematics and then
take a comprehensive examination of their course materials. In addition to core
requirements, students take program electives that provide in-depth focus on topics
and areas of application that interest them and are (typically) related to their
dissertation research and/or career objectives. More specific information about courses
are in the Program of Study below. To ensure that our Ph.D. students in Analytics and
Data Science are exposed to the latest issues, challenges
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PROGRAM OF STUDY

The Program of Study for the Analytics and Data Science Ph.D. is planned to
encompass one year of intensive coursework, three years of research focus - including
one year of applied project engagement (DS 9700), and one year of dissertation research
(DS 9900). Below is a sample program of study (courses and when they are offered may
vary on a yearly basis). Please note that the plan of study listed below shows the
dissertation phase being c

11



REGISTRATION
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http://registrar.kennesaw.edu/
https://owlexpress.kennesaw.edu/
http://fiscalservices.kennesaw.edu/bursar/
https://registrar.kennesaw.edu/student-registration/index.php
https://registrar.kennesaw.edu/student-registration/index.php
https://registrar.kennesaw.edu/student-registration/registration-errors.php
https://registrar.kennesaw.edu/student-registration/registration-errors.php
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https://digitalcommons.kennesaw.edu/etds.html
http://scai.kennesaw.edu/codes.php

COMPREHENSIVE EXAMS

Student will take and must pass a comprehensive examination of their *“core courses”.
These courses include:

MATH 8020, 8030

STAT 8240, 8250

CS 8265, 8267

Students scheduled to take the exams will be notified in the spring semester before the
summer when exams are offered.

Here is some key information for you to consider when preparing for the questions.

1) The exams are typically the end of June to early July — please do not take vacation
during this time.

2) You will receive a group of questions each day for one field
(MATH/STATI/CS). Instructors will give specific instructions for the questions from
each course.

3) You will have a 4

14



presentations will be evaluated by faculty affiliated with the PhD in Analytics and
Data Science.

Ph.D. Hack — PRESENTING AND COMMUNICATIONYou need to

develop strong presentation skills — regardless of your

post- graduation plans. Ultimately, you will need to develop

the skills necessary to communicate your work to a wide

range of audiences — both technical and non- technical. T ake
advantage of opportunities to solicit feedback on your

presentation skills.

Comprehensive Exam Outcomes

15




may lose their university -sponsored funding until they have earned “Pass
Without Condition” for all four components of the comps.
(3) Fail.

16



X Students may not substi
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ACADEMIC POLICIES

Please refer to the most current Graduate Catalog for complete and up to date
information. The information included here was accurate at time of publication and
may reflect some program specific guidelines in addition to the KSU policy. Please

18


http://catalog.kennesaw.edu/index.php
http://www.kennesaw.edu/graduate/

According to University

Time Limit

19



x Graduate students must be registered for at least one semester hour in the semester,
or preceding semester, they plan to graduate.

Withdrawal from Courses

Students may withdraw from one or more courses any time before the last three weeks
of the semester. To completely or partially withdraw from classes at KSU, a student
must withdraw online using Owl Express. Students who officially withdraw from
courses before mid-semester will receive a “W” in those courses and receive no credit.
They will not, however, suffer any academic penalty. Students who officially withdraw
after mid-semester (and before the last three weeks of the semester) will receive a “WF,”
which will be counted as an “F” in the calculation of their grade point average. Students
who simply stop attending classes without officially withdrawing usually are assigned
failing grades.

The only exceptions to these withdrawal regulations will be for instances involving
unusual circumstances that are fully documented. Students may appeal to the
Academic Standing Committee for consideration of unusual circumstances.

Leave of Absence

A leave of absence provides a mechanism for students experiencing unusual
circumstances to be exempt temporarily from the continuous enrollment policy. A leave
of absence requires approval of the Graduate Program Coordinator and The Graduate
College. A leave of absence will be granted only for good cause such as serious medical
and health-related issues; major financial and employment issues; pregnancy,
childbirth, child care, elder care, and other significant family issues; and other major
personal circumstances that interfere with the ability to undertake graduate study.

If students take a leave of absence for any reason, their GRA funding will be terminated
immediately and is not guaranteed upon returning

20


https://owlexpress.kennesaw.edu/prodban/twbkwbis.P_WWWLogin

personally or professionally which leads you to start thinking about leaving the
program, please discuss it with us as soon as possible.

Many issues can be overcome with enough notice, teamwork, and creative thinking. All
faculty teaching in this program have been where you are and may have had similar
issues during their Ph.D. program and KSU has a range of programs and offices
specifically designed to assist students.
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used. A student then has to pay to enroll for a specified number of hours in each

24



STUDENT CONDUCT AND ACADEMIC INTEGRITY (SCAI)

All students at Kennesaw State University are expected to familiarize themselves with
and be held accountable to the KSU Student Code of Conduct, which includes both
elements of “academic honesty” and “disruption of campus life”. The full Code can be
found here: http://scai.kennesaw.edu/codes.php

Plagiarism

As a graduate program, we take academic integrity, especially plagiarism, very
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member to help you with a problem on which you are working. You will need to be
thoughtful about authorship in these situations (see below).

5. Co-publishing with other students is another way of doing interesting work in a
way that (often) is more fulfilling than individual research. These collaborations
with colleagues may allow you to use your strengths while learning something new
and producing tangible results like posters, presentations, and/or papers. As with
the faculty collaboration process, there are some issues around authorship about
which you will want to be aware. It is ALWAYS best to have these conversations
early in the process.

6. Digital Commons at KSU is a way to make research not yet published in another
outlet available to a wider audience. These are also sometimes referred to as
“working papers”. The site and the process for doing so is here:
https://digitalcommons.kennesaw.edu/etds.html and
https://digitalcommons.kennesaw.edu/fag.html You should also be certain to
upload any published work to Digital Commons to increase visibility and
citations/impact.

When in doubt, talk to the faculty, your student colleagues, the Center Director, and the
Ph.D. Program director for information and advice about getting started in the
publication process.

Ph.D. Hack — PUBLICATIONS Always be on the lookout to convert
any of your work into a publication — it is the coin of the
realm.

Authorship

A few notes on authorship. There is no good way to do a comprehensive review or
provide perfect advice on authorship of academic papers in limited space. Therefore,
we have provided some additional links we think you should explore. These websites
and papers examine expectations, processes, and best practices around establishing
authorship.

https://www.ieee.org/publications/rights/section-821.html

https://people.csail.mit.edu/jsolomon/assets/programmersprofessorsparasites.pdf

http://www.apa.org/science/leadership/students/authorship-paper.aspx

http://www.apa.org/science/about/psa/2015/06/determining-authorship.aspx

28




In general, communication is key and the earlier you begin discussing your interests in
developing publications from the work you are doing the better. A final point, it is
essential for you to understand that your dissertation MUST all be your own work
Since some students are using the “multiple paper” approach to the dissertation, it is
important that you demonstrate that each of these papers is your complete original
work.

Unfortunately, there are also “predatory” journals that are not “real’” journals but may
reach out to you to consider as a publication outlet for your work. Before you submit
your hard work to a journal for consideration, ensure that it is not on one of the
“predatory” lists.

https://beallslist.net/
https://quides.library.yale.edu/c.php?9=296124&p=1973764

You can also refer to several well-established journal ranking sites to understand a
journal’s level of prestige. Note that a top journal in one discipline (e.g. Statistics) may
not be a top journal in another discipline (e.g. Computer Science).

https://www.scimagojr.com/journalrank.php

https://scholar.google.com/citations?view op=top venues&hl=en

https://www.annualreviews.org/about/impact-factors

As you start submitting your work for publication, be sure to set up your researcher
profile through Google Scholar, ResearchGate,

29
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DISSERTATION PROCESS

The degree of Doctor of Philosophy (Ph.D.) in Analytics and Data Science at Kennesaw
State University indicates that the holder has completed doctoral-level graduate
training in research under academic supervision and has submitted a dissertation that
the examiners have declared to be a significant contribution to knowledge that
demonstrates the author’s capacity to carry out independent research.

Writing the dissertation is the hallmark and ultimate objective of any Ph.D. program. A
high-quality dissertation is the product of vision, significant planning, detailed
execution of research, writing and revision (and more revision), and continuous
communication and collaboration with faculty advisors and committee members. A
dissertation is a significant achievement that illustrates to the world that not only are
you a subject matter expert, but also that you are capable of conceptualizing, managing,
and implementing a multi-year, multi-phased project. While historically much of the
focus of dissertations has been on creating disciplinary knowledge, increasingly
dissertations are as interested in synthesizing knowledge from multiple fields for
application to complex problems that cross disciplinary boundaries.

DEVELOPING YOUR RESEARCH

Most students come into a graduate program with a research question in mind at least
in very general terms. The purpose of the curriculum, the additional research
opportunities, and occasional emails faculty send about interesting topics, webinars, or
conferences are designed to help students refine their topics and questions. In other
words, every course you take, every project you complete, every hour you spend
working with faculty should in some way help you achieve the objective of completing
a strong dissertation. Graduate education is designed to be a time of intense discovery,
reflection, and integration of sometimes disparate ideas, which can be overwhelming
for students and the faculty advising them.

Given these expectations, these projects also represent a significant investment of
human and financial resources on the part of the faculty and the university. Thankfully,
there are tools and resources available across at the university. To help organize

31



even recommend the students join a writing group to help them outside of class. Other
resources like the Office of Research, and

32


https://writingcenter.kennesaw.edu/resources/clubs.php
https://research.kennesaw.edu/researchdev/
https://cetl.kennesaw.edu/faculty-funding
https://graduate.kennesaw.edu/faculty-resources/graduate-faculty-appointment.php

program’s three primary disciplines — Mathematics, Statistics,

and Computer Science. Domain experts from related fields
(Business, Economics, Finance, Engineering, Psychology,
Healthcare) can add significant value to the dissertation

committee. All non-KSU committee members, which includes faculty
at other universities and industry professionals, must obtain
Graduate Faculty status, so early planning in involving these
individuals is important.

The Dissertation Committee must have a minimum of three and a maximum of five
faculty members, including the Chair. The interdisciplinary nature of this program

33



https://graduate.kennesaw.edu/faculty-resources/graduate-faculty-appointment.php
https://graduate.kennesaw.edu/forms/thesis-dissertation-forms.php

1. Demonstrate the student's ability to design a research project. The design must
reflect the student's learning from his or her coursework and methods training.

2. Develop a plan for producing Ph.D.-level research. Such research must be
methodologically robust, build on previous research in the field, and make a new
contribution to knowledge.

3. Demonstrate the student's ability to produce Ph.D.-quality writing and to defend his
or her ideas orally.

The narrative portion of the proposal should be between 5,000 - 8,000 words (including
footnotes, but excluding bibliography and appendices), and the proposal should
include the elements described below.

Essential elements of the ADS dissertation proposal include:

1. One-page executive summary.
2. Research proposal (typically presented before the end of year 2). The student will
submit a detailed plan for his or her research that addresses the following points:

a. Review of the literature as it pertains to the topic and informs the research.

b. Justification for new research (i.e., how this project will add to existing
knowledge in a meaningful way). This should include not just an explanation
of how the dissertation will break new ground, but also how the data gained
will be useful in the academic, practice or policy arenas.

c. Key question(s) to be addressed.

d. Hypothesis or Hypotheses to be tested.

e. Description of methods to be used to test this hypothesis or these hypotheses
and reasons for using these methods.

f. Description of data to be gathered and how it will be collected and analyzed.

g. Limits or possible short-comings of the approach used.

h. Timeline for dissertation research completion.

3. Bibliography. The student will submit a bibliography of sources related to his or her
research topic.

4. Appendices. As needed, students are encouraged to also include appendices
detailing their instruments of investigation and any other additional documents
they deem appropriate.

Proposals are defended orally, and publicly to give students practice for their ultimate
Ph.D. defense. The defense takes place before a committee of at least two professors
(Chair and one committee member) and committees may choose to include one
examiner external to the student's dissertation committee (“surprise reviewer”), to
provide an outside perspective. The external examiner is selected by the dissertation
committee in consultation with the Program Administration if/when necessary.

34



Ph.D. Hack — DISSERTATION At every stage of your public
presentation of your dissertation work — particularly the

proposal defense and the final defense — have a slide that
acknowledges and thanks your dissertation committee. This is a
simple act of grace that will be remembered.

Proposals receive one of the following marks following the defense (see below). Marks
are accompanied by specific comments on the strengths and weaknesses of the proposal
and note areas that can be further improved, even for proposals receiving no revisions.

1.

The proposal is accepted. The proposal is interesting and feasible in its current
form. It seems likely to produce high-quality results if executed according to plan.
Student writing and oral defense exceeds expectations.

The proposal is accepted with qualifications. The student is ready to proceed to
Ph.D. candidacy status, but the proposal itself requires minor revisions. Student
must submit written evidence of these changes to the exam committee within three
months of the defense. The changes must be approved before the student begins
data collection. Students who do not complete the revisions in the allotted time may
be terminated from the program.

The proposal is deemed unsatisfactory. The proposal shows considerable
deficiencies in theoretical frame, methodological rigor, and/or feasibility to
implement the design. The student is required to provide extensive revisions, in
consultation with her/his committee, and to defend the new proposal following the
process outlined above. Students are only permitted to defend a new/revised
proposal once. Should the new/revised proposal still be deemed unsatisfactory, the
student is terminated from the program.

Upon successful completion of the dissertation proposal defense, the ADS program will

inform The Graduate College of the outcome using the Thesis/Dissertation Proposal
Approval Form.

WRITING THE FINAL DISSERTATION

A Ph.D. dissertation is generally a lengthy, formal document that argues in defense of a

35



https://graduate.kennesaw.edu/forms/docs/Dissertation-Proposal-Approval_9.19.pdf
https://graduate.kennesaw.edu/forms/docs/Dissertation-Proposal-Approval_9.19.pdf

dissertation must be supported either by a reference to published scientific literature or
by original work. Moreover, a dissertation does not merely repeat the details of critical
thinking and analysis found in published sources; it uses the results as fact and refers
the reader to the source for further details.

Dissertation Format

Dissertations that fulfill the general requirements outlined in the general description
above can take a number of forms as long as they are original, grounded in theory and
existing research, employ the scientific method or related appropriate approach, and
draw generalizable conclusions that advance a particular field of knowledge. The
particular form a dissertation takes is determined by the underlying problem(s) or
question(s) and must be justified as the most appropriate way to solve the problem or
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http://ieeeauthorcenter.ieee.org/wp-content/uploads/IEEE_Style_Manual.pdf
http://www.chicagomanualofstyle.org/home.html
https://owl.english.purdue.edu/owl/resource/560/01/
https://owl.english.purdue.edu/owl/section/2/66/
https://owl.english.purdue.edu/owl/section/2/
https://www.amazon.com/Manual-Writers-Research-Dissertations-Seventh/dp/0226823369
https://www.amazon.com/Manual-Writers-Research-Dissertations-Seventh/dp/0226823369
http://ieeeauthorcenter.ieee.org/wp-content/uploads/IEEE_Style_Manual.pdf
http://www.apastyle.org/index.aspx?_ga=2.104538496.1249931361.1528044840-862998836.1514900131

Anticipated Petition Final Dissertation Final Copy Final PDF

Graduation Deadline Dissertation Defense with edits to Copy
Draft to Successfully Committee submitted

Committee Completed

Spring During Fall March 15 April 15 May 1 Day of
Semester Graduation

Summer During Spring June 15 July 8 July 15 Day of
Semester Graduation

Fall During Spring| November 1 | December 1 December 8 Day of
or Summer Graduation

Semester

https://reqistrar.kennesaw.edu/academiccalendar/

While the dissertation committee may offer suggestions for revision, the Ph.D. student

is ultimately responsible for review of the dissertation manuscript for adherence to all

appropriate style guidelines.

NOTE THAT THERE MUST BE AT LEAST TWO FULL ACADEMIC SEMESTERS
BETWEEN YOUR DISSERATION PROPOSAL AND YOUR FINAL

DISSERTATION DEFENSE —
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Higher Education Supplement. They have both a jobs section and a news/advice
section.

Some of the key things to which you will want to pay attention are: Resumes vs. CVs,
Writing Cover Letters In Academia, Transferable Ph.D. Skills, why professors
sometimes give bad advice to students not on an academic career track, graduate
teaching resources, and improving yourself as an instructor.

We recommend that you use the Kennesaw State University CV template for faculty as
a starting point for your first CV.

As you find more professional development resources, please feel free to share them
with the director so we can add them to the handbook.

KSU AWARDS

There are Honors and Awards that are available at the Program, College, and
University level at various times of the year. Students shall be eligible for these awards
and information about these will be made available as it is released. The major awards
for the ADS Ph.D. program are given at the Annual Ph.D. Reception in the Fall.

SEEKING EXTERNAL FUNDING & INTERNSHIPS

Competing for external funding is part of the professional development of doctoral
candidates. Receiving a competitive external fellowship is an honor that stays with
students throughout their career and can improve their professional prospects. Please
discuss with the Program Director, Center Director, and/or Associate Dean BEFORE
you seek external financial support in the form of paid internships, dissertation
fellowships, and grants. This is especially important for International Students because
of some VISA restrictions around working for pay.

That said, Ph.D. are students are encouraged to seek out these opportunities when they
believe they will benefit their career and/or dissertation research. Any successfully
acquired external funding will have to be considered in the context of the financial
assistance received from the Ph.D. program, and how it will connect to how the student
meets all other requirements for the program.

FUNDING AND PROGRESS

42



contributing departments. Provided satisfactory academic and assistantship
performance, and depending on the annual program budget, ADS typically provides
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to a research supervisor or principal investigator (PI). The duties of a Graduate
Research Assistant primarily involve applying and mastering research concepts,
practices, or methods of scholarship.

Duties may include but are not limited to: performing independent research under the
direction of a faculty member, research supervisor, or Pl; conducting literature reviews
or library research; preparing materials for submission to funding agencies,
foundations, or IRB; collecting, coding, cleaning or analyzing data; designing an
experiment; assisting in a faculty member’s laboratory; coding computer programs to
automate processes; presenting findings in a publication or dissertation; co-authoring
the resulting research papers.

All

44



where state and federal funding agencies allow graduate stipends and tuition
waivers.

. GRA/GTAs should in most cases be assigned to work with faculty who hold Full or
Provisional Graduate Faculty Status, are formally affiliated with the ADS Ph.D.

program, and are highly involved in the Ph.D. program (e.g., faculty who teach, on
average,
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15.

16.

first month of the contract. The payment is compensation provided for and is herein
contingent upon the continued availability of funds for personnel services under the
General Appropriations Act.

Work Assignment & Hours : Students must render service to the institution,
university, college, or program to which they are assigned during the period of the
appointment. The responsibilities and expectations of their position are described on
the hiring proposal as an extension of the contract. The assistantship requires that
the GRA/GTA work 20 hours per week for the designated contract period stated
above. The faculty supervisor will provide assignments to be completed in a timely
manner. Regular meetings between the faculty supervisor and the GRA/GTA should
take place to assess progress on the project and for the GRA/GTA to receive any new
assignments. The supervisor will submit an evaluation of the quality and outcome of
the project and completed work at the end of the term and will provide
documentation of the number of hours devoted to the project by the graduate
assistant. While working as a graduate assistant, you may not be employed in any
other position within the University System of Georgia, including KSU.
Vacation/Time Off — Students should contact their lab director, CSAR Director and
the Ph.D. program Director to notify us of any time off you are planning to take.
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A more formal summative evaluation process will also take place annually. The
elements of the evaluation include the following: (1) precise course grades from all
classes taken; (2) individual assignment grades within courses (as relevant); (3) an
updated Curriculum Vitae (CV) (4) a one-page Progress Report (details below) (5)
GRA/GTA evaluations from supervisor; (6) evidence of any Student Conduct and
Academic Integrity violations. The deadlines are announced at the start of the Spring
semester each year.

The Progress Report should include a one-page reflective naroaigve written by theTw 12.90.00pte-
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COMMENCEMENT

Procedural Checks

Students should check with the Registrar to ensure no grades of "Incomplete” remain on
their transcript, that they have completed all program requirements (i.e., Petition to
Graduate through Owl Express), all fees are paid, and that they are on the graduation
clearance list. These checks ensure the graduation process will go smoothly. Students
can also check most of this information online through Owl Express.

Ph.D. Hack: Students must file a petition to graduate in the
semester BEFORE they intend to graduate. If you are graduating
in spring, you file your petition in the fall. Petitions can be

carried over to the next semester if needed.

Graduation Procedures

Students must follow graduation procedures as outlined by the university. These
procedures are available from the Commencement website.

Awards and Hooding

During the Graduate Commencement, The Graduate School conducts a Doctoral
Hooding Ceremony. The Dean/Associate Dean of Graduate Programs announces the
names of doctoral candidates and dissertation chairs, along with the titles of
dissertations. The title of the candidate’s dissertation study is provided in the official
Program. The entire dissertation will be published on Digital Commons, the digital
repository for scholarly work at Kennesaw State University
(http://digitalcommons.kennesaw.edu/etd/).

Regalia

Doctoral regalia are available in the KSU Bookstore and may be purchased or rented.
The regalia will be featured on the KSU Bookstore website in advance of graduation.
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with the reception of e-mail by an individual. No one shall deliberately set forth to
intercept or receive, and/or view another individual’s email without that user’s consent.

E-mail correspondence and associated attachments may be considered official
university records and, as such, may need to be retained based on guidelines
established by the Board of Regents. It is the responsibility of the sender and recipient
of these e-mail messages to determine the required retention period, to comply with
applicable policies and procedures regarding record retention, and to preserve these e-
mail records either electronically or in printed form with all of the associated header
and transmission information. No e-mail, in any form, shall be retained for longer than
its established retention cycle, unless directed to do so by the KSU Department of
Archives and Records Management.

PRINTING AND PHOTOCOPYING

x All ADS program faculty and students are encouraged to scan instead of print or
photocopy documents if/when possible.

x All ADS program course syllabi, readings, and additional materials must be
digitized and uploaded for students through D2L.

X The Ricoh printer system on campus is available during regular business hours for
scanning documents. Faculty can access the printer using their faculty ids. Students
can request access to the printer directly from staff for scanning purposes only. Staff
(i.e., student assistants) will assist with program-related jobs if/when available.

X When it is necessary to print hard copy documents, all ADS program faculty and
students are encouraged to print from their home or office printers. Faculty and
students are encouraged to print on the economy setting in black and white, double-
sided to save on toner and paper.

x ADS Ph.D. students are able to print in the ADS computer lab as necessary. Toner
will be provided by the program. Please limit printing as much as possible.
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IMPORTANT FORMS FOR STUDENTS AND FACULTY

The majority of the forms required for this program are university specific forms. At
time of publication these were available here:

Graduate College Forms

http://graduate.kennesaw.edu/students/forms.php

The specific forms about which students and faculty should be aware and to which they
should be attentive are:

Program of Study
Committee Approval
Proposal Approval
Candidacy Approval
Dissertation/Thesis Defense
Leave of Absence Form

Petition to Be Reinstated After Academic Dismissal
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