ADMINISTRATION AND POLICIES
GOVERNING GRADUATE STUDY

STUDENT RESPONSIBILITY

Each graduate student is personally responsible for completing all requirements
established for his or her degree by the University, the Graduate School, and De-
partment. It is the student’s responsibility to inform himself or herself of these
requirements. A student’s advisor may not assume these responsibilities and may not
substitute, waive, or exempt the student from any established requirement or academ-
ic standard. The University reserves the right to modify requirements at any time.

Although the University encourages the widest amount of student responsibility,
with a minimum of administrative regulation, it expects each student to maintain ap-
propriate standards in his or her academic and personal life. The University reserves
the right to terminate the registration of any student who does not meet the standards
acceptable to the University.

GOALS AND OBJECTIVES

Within the context of Creighton as a Jesuit, Catholic University, the Graduate
School provides value centered education that develops advanced mastery of a field
of study. It puts graduate students in personal contact with faculty scholars in an envi-
ronment which fosters critical judgment, scholarly initiative and disciplined inquiry.
From the Mission Statement emerge six objectives.

At the completion of their graduate program, the student will:

1. Demonstrate an appreciation for the use of specialized knowledge in a field
of study in service to others;

2. Identify and suggest possible solutions to ethical dilemmas that occur in
their work and in their field of study;

3. Analyze, interpret, and critique advanced knowledge in the field of study;

4. Propose, defend and conduct research in the field of study;

5. Utilize a critical and disciplined approach to research and the resolution of
problems in a field of study;

6. Effectively communicate information within the field of study to special-
ists and non-specialists alike, both orally and in writing.

These six objectives inform decision making in the Graduate School. It is expected
that these will provide a general framework for the various graduate programs but
that some differences in content and emphasis will be noted between programs given
the roles for which their students are being prepared. For example, doctoral programs
will put substantial emphasis on the independent conduct of research while programs
leading to a master’s may put more emphasis on the ability to critique research and
interpret findings to non-specialists in their field.

THE ACADEMIC YEAR

The academic year is divided into two semesters. The first begins in late August and
ends before the Christmas holidays; the second begins in mid-January and ends in May.

There is a one week midsemester holiday in the fall, a short Thanksgiving recess, a
winter vacation of approximately a month between semesters. There is a week midse-
mester holiday and a short Easter recess.
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THE SUMMER SESSION

The annual Summer Session includes a three-week pre-session and two five-week
terms. There are also two special terms for graduate courses in business. These offer
significant opportunities to students who wish to accelerate their studies and satisfy
degree requirements or other interests, to teachers who wish to obtain credit for state
certificates and/or for professional improvement, etc. A variety of short workshops
and institutes on topics of current interest are part of each summer’s offerings.

Students may register in one, two, or all three of the basic components of the
Summer Session: The Pre-Session, Term 1, and Term 2. The student may earn three
credits in the Pre-Session and up to six semester hours of credit in each of the two
five-week terms. Master of Business Administration, Master of Security Analysis,
and Information Technology Management students may register for six credit hours
during each of the two special sessions (Term 1B and Term 2B) designed for their
programs.

UNIT OF INSTRUCTION

The semester hour is the unit of instruction used for computing the amount of work
required for graduation. One semester hour is equivalent to one 50-minute period of
recitation or lecture per week for one semester. Two or three 50-minute periods of
laboratory ordinarily are considered equal to one period of recitation or lecture.

COURSE LEVELS

The arrangement and numbering of course offerings according to levels, from
introductory and fundamental to advanced, is explained in the introduction to the sec-
tion on Courses of Instruction. Under the numbering system, lower-division courses
are numbered from 100 to 299; upper division from 300 to 599; and graduate from
600 to 999.

CLASS ATTENDANCE

Graduate students are expected to attend all lectures and laboratory sessions, except
as excused by the instructor. In cases of obvious disinterest, as indicated by absences
without reason, the student is subject to dismissal from a course by the Dean at any
time during the term.

ACADEMIC LOAD

Twelve credit hours per semester (or six credit hours per summer term) is consid-
ered a maximal academic load for a full-time graduate student engaged in study for an
advanced degree. Teaching and research fellowship holders are permitted eight to 12
semester hours of credit during semesters in which fellowship obligations are incurred.
Students who are engaged in full-time work (within or without the University) should
not undertake study for more than six semester hours of credit during their full-time
employment. A student who is registered for less than eight semester hours in a se-
mester or less than six hours over two summer terms is classified a part-time student.
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RESIDENCE

Only students pursuing a master’s degree in basic sciences areas requiring substan-
tial laboratory time will be required to pursue full-time study in residence for a mini-
mum of one academic year. Exceptions require approval of the Graduate Dean. Stu-
dents pursuing other master’s degrees may complete all course work on a part-time
basis. A minimum of 24 credit hours must be completed in attendance at Creighton
University. All work for the master’s degree must be completed within six calendar
years from the date of credit for the first graduate course in the program. Prerequisite
courses taken at the beginning of a planned program do not count in the time determi-
nation. Students may, under extraordinary circumstances, petition the Graduate Dean
for an extension. If a program is prolonged, courses taken at the beginning of the
period may not be counted toward the required credits for the degree.

Doctoral students in the basic sciences areas must complete at least 60 credit hours
of full-time course work in residence at Creighton University. Doctoral degree course
work must be completed within eight calendar years from the date of credit for the
first graduate course in the program.

TRANSFER OF CREDIT

A graduate student’s degree program needs to be undertaken primarily at the di-
rection of Creighton’s faculty. Credit earned with grades "A" or "B" at other accredited
graduate institutions may be considered for transfer at the time a student’s plan of
study is constructed. The acceptance of credit offered for transfer will be determined
by the Graduate Dean upon recommendation of the student’s advisor. Ordinarily, no
more than six transfer credits will be applicable toward a master’s degree, nor will
more than thirty transfer credits offered by the recipient of a master’s degree from
another institution be applicable to doctoral studies at Creighton. Prerequisite under-
graduate courses will be accepted in the plan of study (but not count as degree credit)
provided they are taken from fully-accredited undergraduate colleges. Allowance of
credit toward a graduate degree for courses taken as a Special Student (nondegree
status) in the Graduate School may not exceed nine semester hours, except in the case
of hours earned in pre-approved certificate programs.

THE DEGREE PROGRAM PLAN OF STUDY

The student must consult with his or her graduate advisor to prepare a degree
program Plan of Study within the first 12 semester hours of residence for a master’s
degree, and within the first year of doctoral study. The advisor and the student
together will draw up a Plan of Study to be endorsed by the program director, major
advisor or research advisory committee. The Plan of Study for doctoral students will
be forwarded to the Graduate Dean. The Plan of Study for master's students should be
maintained in the departmental files. The program should list the following:

1. Courses required for removal of undergraduate deficiencies;

2. Courses taken prior to submitting the Plan of Study that apply to the
minimum credit requirement;

3. Courses required by the degree program;

4. Elective courses (or course options) that may be taken in application to the
minimum credit requirement;

5. Courses taken outside the degree program.

The Plan of Study serves as a record for the Graduate Office, the program director,
the advisor, and the degree candidate for monitoring progress in the degree program.
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The Plan of Study may be revised only upon approval of the advisor, and/or research
advisory committee, and the Graduate Dean. Master’s degree programs must be com-
pleted within six years; Ph.D. degree programs must be completed within eight years.

Policy Statement on Readings and Independent Study Courses

Readings and independent study courses represent an important method for
instruction of graduate students who wish to pursue special interests in their degree
programs. Ordinarily, not more than two such courses (6 semester hours) should be
included in a 30-semester-hour program, since student interaction and student thesis
research should occupy the major program commitment. Prior to authorization of
Readings and/or Independent Study credit, program directors will require a written
summary of what work will be undertaken, identification of the specific resources
to be used, the frequency of meetings between the student and his/her advisor, and
the method of assigning quality evaluation to the project. A copy of the summary
should be given to the student and the original should be maintained in the student’s
departmental file until final review to certify degree requirements. This policy is
intended to assure graduate-level instruction for the students, and to better define the
responsibilities of students and their mentors for completion of graduate readings and
independent study projects that are assigned degree credit. A copy of each contract
will be kept in the student’s file.

THESIS, DISSERTATION AND PROJECT STUDIES

Master’s candidates register for thesis Course 799 and doctoral students register for
Dissertation 899 in any term in which they are engaged in formal research in con-
nection with, or other formal preparation of, the thesis or dissertation. Normally, the
master’s thesis requirements can be met within two semesters. Master’s candidates
may in unusual circumstances with the permission of the Dean register for six hours
of Thesis 799 in a single semester. Normally, however, the student will register for
only one three-hour thesis course in a semester.

Because thesis, dissertation, and project studies often do not fit into a convenient
timetable for completion, options for extended deadlines are provided The student
may sign up for multiple semesters of thesis or dissertation courses. Letter grades are
expected to reflect the quality of the student’s work and the quality or adequacy of
their progress toward completion. The advisor or the student will notify the Gradu-
ate Dean of the date, time and room for the public defense. When the student has
successfully defended his or her thesis/dissertation, the advisor will forward a notice
signed by all committee members to the Graduate Dean with an explanation of the
outcome of the defense. The final letter grade for the thesis or dissertation course will
be reported by the student’s advisor after acceptance of the completed manuscript.

Detailed specifications for preparing thesis or dissertation and for scheduling the
defense may be had from the chair of the department or found on the Graduate School
website under "Current Student Info." A preliminary copy of the thesis or dissertation
should be submitted to the advisor at least two months before the date on which the
degree is to be conferred. The thesis or dissertation in its final form must be approved
and accepted by the advisor and the advisory committee at least 2 weeks before the
degree is conferred.

No student will be permitted to seek publication of thesis or dissertation material
without consent of his or her advisor. Violations of this regulation will lead to appro-
priate disciplinary action by the Dean.
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GRADING POLICY

The following guidelines represent sound educational practices that are appropri-
ate to most graduate programs. Graduate Programs and their faculty manifest their
disciplinary traditions and expectations differently. Such specific expectations may
take precendence over the more general guidelines offered below.

1. Instructors should be expected to explain to their students the grading policies,
including the evaluation weights assigned to determination of the final grade in
each course, during the first week of instruction.

2. Final grades assigned to graduate students should be based upon at least three
demonstrations of competence by the student which may include tests, papers,
projects, recitation, etc.

3. Instructors should be expected to provide students with an opportunity to
demonstrate competence relevant to determination of the final grade by
midsemester.

4. Students should be informed promptly of their scores on each demonstration of
competence.

5. Course examinations are intended to evaluate achievement in the understanding
and application of course content. Final examinations are scheduled by the
Registrar.

6. The grade on the final examination should not represent more than one half of
the course grade.

7. Final grades in course work undertaken by graduate students should include
evaluation of the student’s capacity to organize and communicate (in written
and/or oral form) the principal concepts and/or applications of the course content.

GRADING SYSTEM

A student’s scholarship rating in each course is determined by the combined results
of examinations and class (and laboratory) work as explained above. This rating is
reported by the instructor in accordance with the grading system shown below. Grade
reports are issued by the Registrar.

A Indicates not only outstanding achievement but also an unusual degree of intellectual
initiative

Indicates attainment above the average, satisfactory for 500-level courses

Indicates satisfactory but minimum quality work in courses above the 500-level

Indicates failure — no credit
F Indicates failure for excessive absences
WF Indicates failure because of unauthorized withdrawal
Indicates work incomplete
Indicates absence from final examination

AU Indicates audited course only — no credit

SA Indicates work satisfactory

UN Indicates work unsatisfactory — no credit

W Indicates official withdrawal from a course — no credit

SA and UN are used to report progress or performance in several instances, e.g.,
when a course carries no credit, or when laboratory and technical skills only are the
subject content of the course; otherwise, an I is given at the end of the term if the
work is incomplete but progressing satisfactorily. Use of SA/UN instead of regular
grading in any other course is not permitted. Credit earned with SA (Satisfactory)
may be counted toward graduation but does not affect the student’s GPA; however,
UN (Unsatisfactory) functions as a failure in computing the grade-point average.
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Incomplete and Absence from Final Examination

The I and X are marks used, as explained below, to reflect a student’s irregular
status at the time final end-of-term grade reports are due.
I  (incomplete). A student who has failed to fulfill all requirements of a course may
petition the instructor before the close of the term to assign an end-of-term mark of I
indicating incomplete performance. An I may be awarded to graduate students only
for reasons of illness, unavoidable travel breaks in the program, or for incomplete
work on a thesis or dissertation. An I (incomplete) will not be granted to a student
who has been excessively absent during the term or who has simply failed to
complete the work of the course before the close of the term without an exceptionally
good reason.

The instructor is responsible for determining the appropriate time frame for completion
of the course work and communicating this to the student, preferably in a written
contract.

The responsibility for completing all course work rests with the student. The maximum
time limit for clearing an incomplete, except in thesis or dissertation, is one year
from the start of the course. If the incomplete is not cleared within this limit,
it becomes a permanent I; and the student must reregister for and satisfactorily
complete the course if credit is desired.

The I does not affect the grade-point average. However, should a student have more than
one-third of his credits for a single registration period outstanding as Incomplete he
will not be permitted to reregister for additional graduate credit until the incompletes
are cleared.

An X is given to a student who missed the regularly scheduled final examination, and
the X functions as a failure until it is cleared. If the reason for absence is acceptable
to the Dean, an examination must be taken as soon as possible but not later than one
month from the date of the regular final examination. A permanent grade is recorded
after the final examination is taken. If the examination is not taken as specified or if
the reason for absence was not acceptable, the student receives F in the course.

A student who is both incomplete and absent from the final examination will
receive both an I and X (IX), which will function as a failure until cleared as specified
above.

When an I or X (original entry) is cleared and a final grade, either passing or fail-
ing, is assigned, the final grade is entered on the student’s permanent academic record
beside the I or X and the I or X is bracketed by parentheses. Hence, these marks
remain permanently on the student’s record.

GRADE REPORTS

Grade reports are made available to students each midsemester and at the end of
each term (semester or summer) via the web. Access to the system may be gained by
accessing Banner Self Service (Registrar's home page) and entering the student's ID
number (typically the student's NetID) and the student's PIN.
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QUALITY REQUIREMENTS

It is expected that students in the Graduate School will do a higher quality of work
than those in the undergraduate schools. Since no degree is conferred in consequence
of mere time fulfillment or credits gained, the student must show performance of a
superior quality.

A minimum grade of "B" is required to earn graduate credit in 500-series (advanced
undergraduate) courses; in courses numbered 600 and above, open exclusively to
graduate students, the minimum satisfactory grade is "C." It does not follow, however,
that minimum satisfactory grades will qualify for a degree. Graduate degrees will not
be awarded to students who do not possess an overall average of "B" in the graduate
program. Furthermore, graduate students are allowed to incur "C" grades in no more
than six semester hours. "C+" or "B+" grades are not applicable to rating graduate
students in courses being taken for graduate credit (500-series and above.)

The ability to express oneself in idiomatic and grammatically correct English will
be regarded as a determining factor in assigning grades, and no one will be allowed to
pursue a graduate program unless he or she consistently demonstrates this ability.

ACADEMIC PROBATION AND DISQUALIFICATION

Whenever a student falls below the 3.0 (B) level of achievement the student is
placed on probation for one semester. A student who fails to remove probation within
one semester of full-time or its equivalent (12 credit hours) is disqualified from the
Graduate School. A student who accumulates more than six credit hours of "C" grade,
or any one grade less than "C," in courses in his or her graduate program is disquali-
fied from the Graduate School.

APPEALS AND PETITIONS

All appeals for removal of probation and appeals of academic suspension are heard
by the Board of Graduate Studies. Petitions for transfer credit are acted upon by the
Dean. Petitions are filed in writing to the Dean through the major advisor or program
director. In unusual circumstances, appeal of ruling by the Dean may be brought
directly to the Board by the student.

Grade Appeals
The instructor has jurisdiction in determining grades; however, the student has the
right to appeal a grade that the student believes to be in error. The appeal process may
involve the following steps (the issue may be resolved at any level):
1. The student confers with the instructor involved.
2. The student and instructor (preferably together) confer with the chair of the
department or program director.
3. When the foregoing steps do not resolve the issue, the student may initiate
a formal written appeal to the Dean. Normally, the Dean will forward such
appeal to the appropriate committee for its review and recommendation.
A formal appeal should not be entered upon lightly by a student, or lightly
dismissed by an instructor. A formal written grade appeal may be made
no later than the sixth week of the following semester. Under ordinary
circumstances, the Graduate Board does not hear appeals of a passing grade.
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GRADUATE SCHOOL POLICY ON ACADEMIC
RESPONSIBILITY OF GRADUATE STUDENTS

Rationale

All universities are concerned with the cultivation of specialized knowledge and
the development of technical skills, and by introducing graduate and post-doctoral
students to these disciplinary arts, they preserve, transmit and refine the current
body of knowledge and lay claim to their definitions of academic excellence. While
research contributing to the advancement of a particular form of intellectual inquiry
marks the completion of traditional graduate plans, the end goal of the plan lies in the
achievement of certain ways of thinking.

Achievement of graduate educational goals lies in development of analytical
independence and conceptual self-consciousness; in the stimulation of creative
imagination and critical abilities; in adoption of disciplined thinking and commit-
ment to personal honesty, intellectual integrity, analytical consideration of competing
claims, and respect for the contributions of others to a common intellectual enterprise.
Creighton University has a reputation for developing people of high professional
competence; our best graduates combine professional excellence with a healthy
capacity to see technical problems in their larger contexts, and to combine imagina-
tion, intellect and action into forming a Christian wisdom that extends beyond mere
convention.
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Policy on Academic Honesty

In keeping with its mission, the University seeks to prepare its students to be
knowledgeable, forthright, and honest. It expects and requires academic honesty from
all members of the University community. Academic honesty includes adherence to
guidelines established by the University, its Colleges and Schools and their faculties,
its libraries, and the computer center.

“Academic or academic-related misconduct” includes, but is not limited to,
unauthorized collaboration or use of external information during examinations;
plagiarizing or representing another’s ideas as one’s own; furnishing false academic
information to the university; falsely obtaining, distributing, using or receiving test
materials; falsifying academic records; falsifying clinical reports or otherwise endan-
gering the well-being of patients involved in the teaching process; misusing academic
resources; defacing or tampering with library materials; obtaining or gaining unau-
thorized access to examinations or academic research material; soliciting or offering
unauthorized academic information or materials; improperly altering or inducing
another to improperly alter any academic record; or engaging in any conduct which is
intended or reasonably likely to confer upon one’s self or another an unfair advantage
or unfair benefit respecting an academic matter.

Further information regarding academic or academic-related misconduct, and
disciplinary procedures and sanctions regarding such misconduct, may be obtained
by consulting the current edition of the Creighton University Handbook for Students.
However, students are advised that expulsion from the University is one of the sanc-
tions which may be imposed for academic or academic-related misconduct.

The University reserves the right to modify, deviate from, or make exceptions to
the foregoing or to the Handbook for Students at any time, and to apply any such
modification, or make any such deviation or exception applicable to any student with-
out regard to date of admission application or enrollment.

ADMISSION TO CANDIDACY FOR AN ADVANCED DEGREE

Admission to the Graduate School does not imply admission to candidacy for the
Ph.D. degree. In order to be advanced to candidacy for the Ph.D. degree a student
must have previously been admitted to the Graduate School, have completed approxi-
mately half the number of hours in the degree program, and passed the comprehen-
sive examination. For the master’s degree, however, the comprehensive examination
can be used either to advance students to candidacy for the Ph.D. or, to measure
terminal learning outcomes at or near the completion of the program of study.

COMPREHENSIVE EXAMINATION

Each program requiring a written comprehensive examination determines the con-
tent of that examination and administers the examination. The student is provided an
opportunity to demonstrate general knowledge of the discipline and to give evidence
of analytical abilities. The comprehensive examination represents the culmination of
intensive formal study and serves to demonstrate proficiency required for the cultiva-
tion of the habit of inquiry and/or learning outcomes specified for a specific program.
The student should consult with his or her advisor and the faculty throughout the
formal study in determining what preparation will be expected.

The comprehensive examination will be scheduled upon recommendation of the
student’s advisor and program director; ordinarily, the completion of the course work
required in the Plan of Study should be anticipated in the semester during which the
examination is to be taken. The student is advanced to candidacy upon passing the
comprehensive examination.
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The program director (or department chair) will notify the Dean of the Graduate
School whether the student has passed or failed the comprehensive examination. A
candidate who has failed the comprehensive examination will be permitted to take it
only one more time, but only after a one-semester study period has been completed.
Failure of the comprehensive examination disqualifies the student for the thesis ex-
amination or dissertation defense and/or graduation.

THESIS EXAMINATION OR DISSERTATION DEFENSE

A degree candidate who has or will have satisfactorily completed the minimum
credit Plan of Study, the comprehensive examination, and the draft of his or her thesis
or dissertation will be permitted to undertake an oral defense of the thesis or disserta-
tion. The thesis or dissertation committee will have conferred with the candidate and
had a suitable copy of the manuscript in their hands at least 30 days prior to the oral
examination and defense.

The master’s degree candidate’s committee will be chaired by the student’s major
advisor and will include at least two other faculty members qualified in the student’s
major discipline.

The Doctor’s degree candidate’s committee shall consist of the major advisor
(chair), two faculty members qualified in the major discipline, two faculty members
qualified in support areas of study, one expert faculty member (or visiting profes-
sor) from the subject of specialization. The subject of the examination shall be the
background, methods, results, and conclusions of the student’s dissertation and the
relationship of these results and conclusions to the major discipline. The dissertation
defense will be open to all graduate faculty, although faculty from outside the com-
mittee may not participate directly in the examination.

APPLICATION FOR DEGREE

Each candidate must file with the Registrar a formal application for the degree.
This must be done in advance of the time one wishes to receive the degree, namely,
by October 1 for graduation at the end of the First Semester, by February 15 for grad-
uation at the end of the Second Semester, and by June 15 for graduation at the end of
the Summer Session.

If for some reason a degree is not awarded after application is made, it will be
necessary for the student to file another Application for Degree by the deadline of the
term when the degree requirements are expected to be met.

Eligibility of a student for a degree depends on successful completion of all require-
ments established for the degree sought. Further, to receive a degree a candidate must be of
good moral character and must have discharged all financial obligations to the University.
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