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MASTER OF SCIENCE IN HUMAN SCIENCES 

Graduate Program Entrance Requirements 
 

 

We are delighted that you are interested in furthering your education with us in the 

School of Human Sciences. We pledge to make our best effort to meet your 

intellectual needs and to nurture your professional growth.  

 

Please complete the requirements outlined below to complete your application 

process.  

 

Requirements for the Graduate School 

 

1. Apply and be admitted to the Graduate School. The process is explained on the 

Graduate School website at the following address: 

http://www2.sfasu.edu/graduate/ProspStudents/index.html  

Requirements for the School of Human Sciences 

2. Take the GRE and submit the scores. A student may be admitted provisionally 

without the GRE but must take it during the first semester of graduate study. 

3. Submit a typed 2 to 3-page statement that addresses the following points:  

a)   The role that a graduate degree in Human Sciences will play in enabling 

you to achieve your professional goals. 

b)   Your reasons for choosing the particular focus area in the HMS graduate  

       program. 

c)   Your philosophy regarding the following concepts 

      - Academic excellence through critical, reflective, and creative thinking.  

      - Openness to new ideas, to culturally diverse people, and to innovation and  

        change. 

      - Integrity, responsibility, diligence, ethical behavior, and life-long learning. 

4. Submit a current resume. 

5. Submit three letters of reference that address your potential to successfully 

complete a graduate program of study.  

 

Please mail items 3, 4, 5 in one packet to the following address: 

Dr. Mitzi Perritt 

Graduate Coordinator 

School of Human Sciences 

P.O. Box 13014 

Stephen F. Austin State University 

  Nacogdoches, TX 75962 

 

Note: Students admitted “provisionally” who require financial aid must enroll the 

first semester following admission to the Graduate School.  Financial aid is only 

available for this one semester while requirements are being completed for “clear” 

admission.  After the first semester, financial aid is not available until “clear” 

admission is obtained.  Students admitted under a “probationary” status are not 

eligible for financial aid. 

http://www2.sfasu.edu/graduate/ProspStudents/index.html
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I. GRADUATION PROGRESS CHECKLIST 

 

Graduation Checklist for Students Seeking a Master’s Degree: 

 

To graduate and get a diploma you must: Date Completed: 

√ Have been admitted to a degree program.   

√ Have submitted all required credentials including:   

1) Official transcripts from all colleges and universities have 
attended as an undergraduate student. 

  

2) Official transcript showing graduate courses to be transferred 
from another university. 

  

3) Official GRE or GMAT scores.   

√ 1st semester -Select an adviser. This should be someone 

interested in the same research area as you. Send a 
confirmation letter to the advisor. Provide a copy of this letter for 
your graduate file. 

  

√ 1st semester -Have a degree plan on file with a minimum of 

36 hours for a non-thesis program and a minimum of 30 hours 
for a thesis program. This should be approved and signed by 
your advisor after completion of 9 hours (See Degree Plan Form) 

  

√ Select a committee, consisting of the Chair (advisor) and 2 

other members of graduate faculty, to work with you throughout 
your graduate studies. Send each member of your committee a 
confirmation letter and provide a copy for your graduate file. 

  

√ Receive approval of thesis proposal from Graduate Office.   

√ Submit IRB for thesis work to Office of Research and 

Sponsored Programs, Box 13024, SFASU, Nacogdoches, TX 
75962 

  

√ Thesis students enroll in 589 and 590 (See Thesis Guide -

Graduate School). 
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√ Have completed all coursework, including transfer work, 

within 6 years of the time you started. 
  

√ Have completed all coursework with an overall grade point 

average (GPA) of 3.0 or better and a GPA of 3.0 or better in your 
major and minor considered separately. 

  

√ Thesis students submit draft manuscript to Graduate Office.   

√ Non-thesis students make an appointment for room and 

time to schedule your comprehensive exam. This is a 6 hour 
exam. This exam covers all M.S coursework. Thesis students 
will complete 589 and 590, then defend thesis with entire 
committee. (No comprehensive exam is necessary). Thesis 
students apply for thesis examination in Graduate Office one 
week prior to exam but no later than 3 weeks prior to end of 
semester. 

  

√ Have satisfactorily completed your comprehensive 

examination or thesis defense and submit report to Graduate 
Office. 

  

√ If applicable, have completed all thesis requirements.   

√ Have applied for graduation and paid all graduation fees by 

the deadline stated in the Graduation Bulletin (See Graduate 
Instructions and Deadlines – Graduate Website) 

  

√ Submit final thesis to Graduate Office.   

√ Remove deficiencies, if any.   
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AUTHORSHIP OF RESEARCH PUBLICATION POLICY 

 
Graduate students are encouraged to publish the results of thesis and final research 

projects. Publication should follow project completion or graduation as soon as possible for 
maximum utility to the industry and/or research community. 

 It is the goal of the Graduate School to recognize the research efforts of student researchers 

in relation to the effort expended and the nature of the project. Professional guidance and effort are 

also to be recognized especially when student projects are a component of larger or longitudinal 
work. 

 Normally papers are drafted by the student and revised by the professors involved in the 

project. Authorship in such cases includes the student as first author, with one or more professors 
as joint authors. 

 The final manuscript must be accepted by major professor and submitted for publication 

within one year of research project completion. If the student fails to submit publication copy in a 
timely manner, the professor has the authority to prepare the publication incorporating the student’s 

work. In such instances, the professor would be recognized as primary author with the student’s 

input recognized as appropriate. 

 This policy reflects the general philosophy and intent of the school. It is also recognized 
that individual professors may have differing personal policies. Students are encouraged to discuss 

the topic of authorship with Examining/Graduation Committee members before beginning research 

projects and to utilize the following form when appropriate.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

*Must be completed before defense. Best if completed with the project approval form. 

  

STATEMENT OF AUTHORSHIP 

School of Human Sciences 
 

HMS has a strong commitment to the dissemination of research findings for the advancement of the 

profession. At the same time, the school desires to properly recognize the efforts of all researchers. 
 

To meet these publication goals, all student research associates are asked to indicate agreements between 

Thesis Committee members and other faculty who may have guided or participated in research projects. It is 
understood that many projects may be combined with others, and that significant time may pass before 

publication. 
 

_________________________________________________________________________ 

Title of Research Project 

 
 

I agree to publish the research findings within one year of research project completion and with an authorship 

priority as listed below: 
 
 

 ______________________________      ______________________________ 
            First or Primary Author    Contributing Author 
 

______________________________      ______________________________ 
            Contributing Author     Contributing Author 

 
 

Agreed date manuscript due to Major Professor:  ____________________ 
 

 

______________________________      ______________________________ 
           Student       Contributing Author 
 

______________________________     ______________________________ 
            Date      Major Professor 

 
 

 
 

______________________________     ______________________________ 

           Date                   Date 
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II. MASTER OF SCIENCE PROGRAM 

 

 

Structure 
The School of Human Sciences focuses on the preparation of professionals for emerging careers 

and entrepreneurial opportunities.  Areas of study include child development/family; family; food, 

nutrition and dietetics; hospitality administration; fashion merchandising; interior design; and 

family and consumer sciences/certification for teaching. 
Students entering the Master of Science degree program must have a Bachelor of Science/ 

Bachelor of Arts degree or a related field and relevant work experience. Prerequisite courses  

will be required for students with other degrees and limited professional experience.  The MS 

degree may be earned by utilizing one of two options: Thesis or Non-thesis. 

 
  

A. Thesis Program  

The thesis program requires a total of 30 hours of approved graduate courses including 6 hours of 

thesis research and writing (HMS 589 and HMS 590).  This track should be utilized by those 

students seeking a career in higher education or those interested in a better understanding of the 

research process in their career. 

  

B. Non-Thesis 

The following procedures will be followed for advisory committee formation and administration 

of graduate comprehensive examinations in the School of Human Sciences. 

 

A. Student Committee for Non-Thesis Students 

 Non-thesis students will form a committee comprised of three (3) graduate faculty. 

 Committee should be formed no later than the end of the second semester. 

 Committee may include one faculty member from outside of the School of Human 

Sciences with approval of major advisor. 

 The major advisor will work with the graduate student to develop a degree plan.  

 Student should take at least one course with each member of the committee, and the 

committee will serve as the comprehensive examination committee. 

 Per Graduate School policy, the graduate degree plan should be filed before 18 hours of 

coursework are completed. 

 If a student desires to change a committee member, the student must submit a written 

request to the major advisor who will evaluate the merit of the request and make a final 

decision. In the event the student wishes to replace the major advisor, the student must 

submit a written request to the Director of the School of Human Sciences who will 

evaluate the merit of the request and make a final decision.  

 

B. Written Comprehensive Examination Procedure 

 All comprehensive examinations are administered online and are scheduled in the last 

semester of coursework after mid-term. 

 Exam should be 6 hours in length (2 hours per each of the 3 faculty members) in order that 

answers may be developed in depth. 

 Exam may be administered over more than one day, but over no more than 3 days. Possible 

schedules might be as follows: 

– Plan A: 
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Day 1 (morning) – first committee member – 2 hours 

Day 1 (afternoon) – second committee member – 2 hours 

Day 2 (morning) – third committee member – 2 hours 

 

– Plan B: 

Day 1 – first committee member – 2 hours 

Day 2 – second committee member – 2 hours 

Day 3 – third committee member – 2 hours 

 Student may select the order of questions on the comprehensive examination.   

 It is the major advisor’s responsibility to solicit questions from committee members and to 

make the questions available on-line during the designated examination period via OIT-

developed section (per major advisor request). 

 Online issues 

– All questions will be administered through the lock down browser in Blackboard 

unless otherwise negotiated between the major professor and student. 

– Proctoring will be required. 

 The major advisor forwards an electronic copy of the student’s responses to all committee 

members for evaluation within two days of completion of the exam. 

 

C. Oral Examination Procedure 

 All non-thesis students must take an oral exam on site or via technology (ie. use Illuminate 

software, telephone conference call, teleconference, etc.). 

 The oral exam should be scheduled by the major advisor within 7-10 days following 

completion of the written exam. 

 All forms should be completed at the conclusion of the oral exam and submitted to the 

school director and graduate school. 

 Student must score a 3 or 2 (no 1’s) on the examination rubric. 

 The committee discusses the student’s performance on the written and oral exam privately 

and decides on a passing or non-passing grade. The major professor notifies the student of 

the results within 24 hours after the oral examination is completed. Results are either 

satisfactory or unsatisfactory. 

 If the student fails one or more sections of the composite written/oral exam, the student 

should be notified of which section (written or oral) was failed and which question was 

failed in that section. The student must repeat the failed section(s); it will be the 

committee’s decision to determine if both written and oral components must be repeated. 

The major advisor will confer with the student and decide the procedure for rescheduling 

the written and/or oral examination(s). 

 If the student fails the second set of comprehensive examinations, the student must confer 

with the major advisor regarding remedial work and future rescheduling of the third and 

final opportunity for comprehensive examination. A contract for remedial work will be 

developed by the major advisor and signed by the student, major advisor, and the Director 

of the School of Human Sciences. Failure to pass the third examination will result in 

dismissal from the program. 

   

C. Online Master of Science in Human Sciences 

 
The Master of Science in Human Sciences is a 30-hour online degree with a thesis option.  This 

degree provides graduate education to professionals in the field of family and consumer sciences.   

The online Master of Science in Human Sciences degree allows a students to select from multiple 
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concentration areas in the field of Human Sciences including: Hospitality Administration; Family 

and Child Development; Interior Design; Food, Nutrition and Dietetics; Family and Consumer 

Sciences; and Fashion Merchandising. All courses are offered online. 

 

1. Consider Your Readiness  
 

You'll also want to seriously consider your ability and commitment to complete an online program 

or course before you enroll. Online courses are not easy. The reading, assignments, and tests are 

just as difficult as those in campus-based courses. In addition, being successful in online courses 

requires you to be self-disciplined enough to log in regularly, focus on your assignments, and 

complete your work by scheduled deadlines.  

 

Obviously, technology plays a big role in getting your education online. To be successful you must 

have easy access to a computer and the Internet. You must also be proficient with a variety of 

basic computing skills.  
 

Also, READI is a web-based tool which assesses a learner's skills for online learning. READI 

indicates the degree to which an individual student possesses attributes, skills and knowledge that 

contribute to success in online learning.  Please set aside approximately 30 minutes to complete 

READI.  

1. To begin, open a browser, Internet Explorer or Mozilla Firefox.  

2. Access READI by typing the following address in the URL field: http://sfasu.readi.info  

3. Under the heading “New Users” type in the following information:  

     Username: sfa  

     Password: lumberjacks  

4. Click Login and complete the READI Indicator.  

If you have the ability to complete college-level work, have the necessary motivation and 

commitment to complete your educational program, and have access to technology and the skills 

to use it proficiently, you should do well in the online environment. 

 
2. Costs and Financial Aid 
Answers to questions about tuition and fees, billing, and payment options are available on the SFA 

Business Office website and by email at businessoffice@sfasu.edu. Students may also contact the 

Business Office by phone at (936) 468-1000 from 8:00 a.m. to 5:00 p.m., Monday through Friday 

or visit the office on campus.  

 

An online Tuition & Fees Calculator is available to help you plan your expenses. A fee of $25 per 

credit hour is added for all distance education courses to help cover the cost of delivery.  

 

Out-of-State students living outside of the State of Texas while taking an SFA Online course may 

be eligible for an Out-of-State Electronic Fee price. Check with your academic department for 

eligibility and registration requirements. At the bottom of the Tuition & Fees Calculator page, you 

will find a calculator specifically designed for the Out-of-State Electronic Fee.  

 

Even though SFA Online courses are affordably priced, it never hurts to have financial aid. As an 

SFA Online student, you are eligible to apply for financial aid. The information and forms you’ll 

http://sfaonline.sfasu.edu/gettingstarted.html#top#top
http://www.oit.sfasu.edu/webct/skillsassess.html
http://www.oit.sfasu.edu/webct/skillsassess.html
http://sfasu.readi.info/
http://www.sfasu.edu/controller/businessoffice/students/pay_info.asp
mailto:businessoffice@sfasu.edu
http://www.sfasu.edu/controller/businessoffice/students/pay_info.asp
http://www.sfasu.edu/controller/businessoffice/students/tuition_calc.asp
http://www.sfasu.edu/controller/businessoffice/students/tuition_calc.asp
http://www.sfasu.edu/faid/formslibrary.asp
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need to apply for financial aid are available online for your convenience.  

 

Business Office 

P.O. Box 13053  

SFA Station  

Nacogdoches, Texas 75962-3053  

Phone: (936) 468-1000  

Fax: (936) 468-7213  

E-mail: businessoffice@sfasu.edu 

 

Office of Financial Aid 

P.O. Box 13052  

SFA Station  

Nacogdoches, TX 75962  

Phone: (936) 468-2403  

Fax: (936) 468-1048  

E-mail: finaid@sfasu.edu  

 
3. Register for Courses  

 

Upon admission to the university and fulfillment of all departmental advising requirements, you 

may register for SFA Online courses by web or phone. Information regarding registration is 

located on the Web at the Registration Page.  

 

The Registrar posts registration dates online every semester. Normal registration hours are 6:00 

a.m. - 10:00 p.m., Monday to Friday.  To register for classes, (Add/Drop) log on to mySFA.  

 

Class meeting time, place, and instructor information is available in the Schedule of Classes. 

 

Bills are mailed only when students pre-register. If students register during delayed registration, 

bills must be promptly paid in the Business Office (Room 204) of the Austin Building or with a 

Visa or MasterCard by calling (936) 468-1000. Failure to do so may result in the student's courses 

being dropped. Add/drop changes may be made to schedules during the registration period.  

 

Any questions about registration should be referred to (936) 468-1370.  

 

4. Get Prepared 

   

Order Books  

Textbooks and materials for your online courses may be purchased online through the SFA 

University Bookstore. You may have books shipped to your home or have the bookstore reserve 

and hold your books on campus. Check with your instructor or consult the Course Information 

Page for your course to determine what textooks or materials may be required.  

Prepare Your Computer 

To take an Online course, your computer should meet or exceed the minimum computer system 

requirements as listed below: 

Operating System  Windows Vista, Windows 2000/XP or a Macintosh with System 9.2 or higher  

Processor  600 MHz or higher (1.0 GHz or greater recommended)  

Memory  64 MB of RAM (256 MB recommended)  

Hard Drive Space  100 MB free disk space (1.0 GB recommended)  

Modem  56 kbps or higher speed (broadband/high-speed recommended)  

Printer  optional (check with your instructor)  

http://www.sfasu.edu/faid/formslibrary.asp
http://www.sfasu.edu/controller/businessoffice/students/pay_info.asp
mailto:businessoffice@sfasu.edu
http://www.sfasu.edu/faid
mailto:finaid@sfasu.edu
http://sfaonline.sfasu.edu/academicadvising.html
http://sfaonline.sfasu.edu/registrationpage.html
http://www.sfasu.edu/registrar/registration/dates.asp
http://mysfa.sfasu.edu/
http://www.sfasu.edu/registrar/registration/schedule.asp
http://www.sfasu.edu/registrar/registration/add_drop.asp
http://sfasu.bkstore.com/
http://sfasu.bkstore.com/
http://sfaonline.sfasu.edu/courses.html
http://sfaonline.sfasu.edu/courses.html
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CD-ROM  optional - some courses use textbooks with CD-ROMs  

Sound Card  optional (check with your instructor)  

Monitor  15" monitor (800 x 600 resolution - 1024 x 768 resolution recommended)  
 

 

*Some courses may have additional hardware and software requirements. Check your course's 

Course Information Page for any special requirements. 

 

You can also visit the Software Downloads page to look for and download software that might be 

required, or request a CD with all of the required software on it. 

 

Secure Internet connectivity from a local Internet service provider or you may choose to connect 

through SFA if you're a local student.  

 

To ensure that your browser will function correctly with myCourses, use the official Blackboard 

Learning System Browser Tune-up. 

Know your myCourses username and PIN. 

Your WebCT Username is your mySFA Username. If you do not know your mySFA Username, 

please visit the Look Up mySFA Username page.  

 

Your WebCT Password is your six-digit personal identification number (PIN) that you use to 

register for classes. If you do not know your PIN (or have forgotten it), please visit the Retrieve 

PIN page.  

 

Try your myCourses logon. (If you are in the mySFA site, please right-click and select "OPEN IN 

NEW WINDOW").  

 

5. Take the Online Orientation  

 

The Online Orientation allows you to become familiar with the myCourses environment as you 

learn many technical skills that will help you be successful in your online course. The Online 

Orientation is a free, non-credit course and will not appear on your transcript or affect your GPA. 

All students are encouraged to take the Online Orientation during the semester to use the resources 

provided in it for specific course tasks. 

D. Post Baccalaureate Initial Certificate  
The Post-Baccalaureate Initial Certificate Program (PBIC) is available to individuals holding an 

undergraduate degree in a Human Sciences specialization area and who are pursuing a teaching 

certification. Requirements for Admission to Teacher Certification must be met.  The PBIC in 

Family and Consumer Sciences broadens employment opportunities.   

  

E. Responsibilities of the Students 

 
1. Read thoroughly: 

                  a.  Graduate College Catalog 

                  b.  Complete diploma application 

 

 

http://sfaonline.sfasu.edu/courses.html
http://sfaonline.sfasu.edu/software.html
http://www.webct.com/tuneup
https://apache.sfasu.edu/accountman/cplookup.html
https://apache.sfasu.edu/accountman/verifyssn.html
https://apache.sfasu.edu/accountman/verifyssn.html
https://mycourses.sfasu.edu/webct/logonDisplay.dowebct
http://www.oit.sfasu.edu/webct/Access_Orient.htm
http://www.oit.sfasu.edu/webct/Access_Orient.htm
http://www.oit.sfasu.edu/webct/Access_Orient.htm
http://www.oit.sfasu.edu/webct/Access_Orient.htm
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2.  Meet graduate College deadline dates in the current catalog regarding: 

                  a.   Plan of study 

                  b.   Thesis research 

                  c.    Thesis 

                  d.   Comprehensive examination 

                  e.   Completion application of degree 

                  f.    Admission to candidacy 

3.  Exhibit professional challenging attitudes toward the rigors of academic performance  

     indicative of graduate education.  

4.  Develop a personal timeline for completion 
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GUIDELINES FOR THESIS 

A. Procedure for Thesis Preparation 
 
 
1. Thesis Advisory Committee 

 

The initial step in establishing an advisory committee is to select a thesis director.  With 

the advice of this person, a thesis topic should be selected as soon as possible.  Following 

completion of these two steps, the balance of the committee can be formed.  The 

committee is to be composed of a chair (thesis director) and at least two other members of 

the graduate faculty selected by the student and approved by the chair and the associate 

vice president for graduate studies and research. Committee members with adjunct 

graduate faculty membership may serve where deemed appropriate with the approval of 

the associate vice president, but may not serve as the thesis director. 

 

2. Thesis Proposal 

 

Under the direction of the thesis director, prepare a thesis proposal, which is then 

submitted to the advisory committee for approval. After each committee member has 

signed the Proposal Approval Form, the proposal is submitted to the department chair and 

the associate vice president for approval.  

After approval of the Thesis Proposal, a member of the Graduate Faculty from another 

discipline will be appointed by the Associate Vice President for Graduate Studies and 

Research to serve as the Graduate School Representative on the Thesis Examination 

Committee (also called “Thesis Defense Committee”). 

3. Registration for 589 and 590 

 

After receiving the approval of the thesis proposal from the Graduate Office, but not 

before, register for the appropriate thesis-writing course (590).  A student must be enrolled 

in 590 during the semester or summer session in which the thesis examination/defense is 

conducted.  However, enrollment in 590 is not required for the semester or summer session 

in which the student graduates unless it is the same one during which the thesis was 

defended.  Following the initial enrollment in 589 (thesis research) and until the thesis is 

defended; a student must continue to register for 589 or 590 each fall and spring semester 

and each summer session during which the resources of the university (faculty, library, 

laboratories, etc.) are utilized. Until the thesis is completed, a grade of WH (withheld) is 

given for each section of 589 or 590 in which the student has enrolled. 

 

4. Thesis Research/Writing 

 

Conduct the thesis research and complete writing the thesis under the supervision of the 

thesis director and advisory committee. 
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5. Thesis Defense-Draft/Manuscript 

 

Either a final draft or final manuscript may serve as the basis for the thesis  

examination/defense.  A final draft must meet the following requirements: 

a. Complete in all aspects 

b. Clearly readable in letter-quality print but on inexpensive paper such as 

used in word processors and copy machines 

c. Mechanically correct. (See Items under Preparation 

of Final Manuscript in the SFASU Thesis Guide.) 

d. Figures, plates and tables should be in final form, 

but photographs may be high quality reproductions. 

e. Approved for content by all member of the Thesis Advisory Committee. 

  

The final manuscript is the document that is signed by the advisory committee and the 

associate vice president and subsequently bound.  Specifications for its preparation are 

outlined in the Thesis Guide-Preparation of Final Manuscript. 

 

6. Thesis Defense-Application 

 

Application for the thesis examination is filed in the Graduate Office at least one week 

prior to the defense and no later than three weeks prior to the end of the semester.  

Application cannot be made until the draft/manuscript has been checked by the Graduate 

Office.  Copies of the final draft/manuscript must be in the hands of the examining 

committee at least two weeks prior to the defense.  For final drafts, at least one copy must 

contain original figures and plates and be in the custody of the thesis director. 

 

7. Thesis Defense-Report 

 

Following the defense, the chair of the Thesis Advisory Committee submits the report of 

the examination to the Graduate Office.  

 

8. Submit Thesis to the Graduate Office 

 

Following the thesis defense, the final manuscript, incorporating changes and corrections 

required by the examining committee and bearing the signatures of the advisory 

committee, is submitted to the Graduate Office. 

 

Five copies of the manuscript are required.  After binding, two copies are retained by the 

library, one copy each is sent to the major department and the thesis director, and the 

original is sent to the student. 

 

9. Binding, Shipping, and Microfilming Fees 

 

After the final manuscript has been signed by the advisory committee, one copy should be 

taken to the Technical Services Office of the Steen Library for determination and payment  

of binding, shipping, and microfilming fees.  The receipt for this payment must be 

presented with the final manuscript at the time it is submitted to the Graduate Office. 
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10. Grades for 589/590 

 

When the final copy of the thesis has been approved and signed by the advisory 

committee, it is the responsibility of the thesis director to turn in grades for 589 and 590. 

 

B. Microfilming and Copyrighting of Thesis 

 

All theses and abstracts completed by graduate students at SFA are sent to University 

Microfilms, of Ann Arbor, Mich., for microfilming to be available worldwide.  A required 

fee of $45 is charged for master’s thesis and $55 for doctoral dissertation.  University 

Microfilms publishes all master’s thesis abstracts in Master’s Abstracts, which is 

distributed on a subscription basis.  The abstract of a given thesis is restricted to 150 

words.  Mathematical formulas and other illustrated materials in the abstract are equated to 

the number of words, which will occupy the space in determining its length.  The author 

retains the right to publish all or any part of the thesis by any means at any time, except by 

reproduction from a negative microfilm. 

 

The author wishing to register a copyright on a thesis must pay an addition fee of $45.  

However, if the thesis contains extensive use of material copyrighted by another author, 

the author of the thesis must certify that the material is used with the written permission of 

the other copyrighted author. 

 

Copy quality must be acceptable to the Graduate Office.  Copies secured through 

University Printing Services are 10 cents per page. The usual fee for binding is $7.50 per 

volume. Shipping costs are calculated at $2.50 per each copy to be shipped off campus 

after binding. The student initiates the process of microfilming, copyrighting, and binding 

through the Technical Services Office of the Steen Library. 
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IV. FINAL COMPREHENSIVE EXAMINATION 

 
 
Each degree program has a culminating requirement for students’ final semester or summer 

session of work.  A non-thesis degree will require a comprehensive examination over the 

major field and some programs specify a final requirement such as a passing a national test 

or completing a capstone course.  When a student enrolls in a program, the programs’ 

graduate adviser or department chair will provide a written description of the culminating 

requirement and how to qualify for and pass (or reattempt) it.  The student must be 

registered during the semester or summer session in which he or she satisfies the 

culminating requirement.  In programs with a comprehensive examination, the examining 

committee will consist of graduate faculty members appointed by the relevant department.  

The deadline for reporting the results of a student’s comprehensive examination or other 

culminating requirement is shown in the calendar elsewhere in the graduate bulletin.  A 

student who fails to satisfy the culminating requirement within the time frame or after the 

maximum number of retakes specified by the graduate program or allowed by Graduate 

School policy will not be awarded the degree. 
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V. AFTER ADMISSION 

 
Following admission to a graduate degree program, a student must confer with the 

graduate adviser in the major department and, if applicable, the minor department to obtain 

advice about the courses to take. As soon as possible and preferably during the first 

semester or summer session of enrollment, a student should have a degree plan. In the case 

of a minor, a representative of the minor department must be included on the student's 

advisory committee (See page 31 for degree plan). 

 

Thereafter, at stipulated stages, a student must: 

 

1. Apply for admission to candidacy for the graduate degree. 

2. Complete all requirements of the degree plan and apply for the degree. 

3. Take a comprehensive examination administered by the major department and, if 

applicable, the minor department. 

 

The guide below outlines the step-by-step procedure: 

 

ADMISSION TO CANDIDACY 

 

At the completion of 9 to 12 graduate hours, a continuation/ diagnostic examination, either 

oral or written depending on the academic department should be administered to determine 

whether deficiencies exist and whether a student should be admitted to candidacy and 

continued in a degree program. (Some programs will be allowed to administer the 

examination after the student has completed 18 hours.) Undergraduate subjects may be 

included on the diagnostic/ continuation examination to ascertain if a student has mastered 

the fundamentals of the discipline. 

 

Before admission to candidacy to a degree can be made, however, the student must have 

satisfied the following requirements: 

 

1. Completed a graduate degree plan 

2. Attained at least a B average on all work at SFA in the major and overall 

3. Taken the General Test of the Graduate Record Examination (GRE) or the 

Graduate Management Admission Test (GMAT), whichever is applicable, and 

filed with the Graduate School a copy of the scores 

4. If applicable, obtained the approval of the thesis proposal 

5. Removed all prerequisites to candidacy imposed by the major department 

6. Obtained the recommendation of the major department. 

 

 LIMITATION OF TIME 

 

 With the exception of the Ed.D., Ph.D. and M.F.A. degrees, all work on a graduate degree 

must be completed within six years of the time the student first enrolls in graduate courses, 

whether the courses are taken here or elsewhere. In the case of the student who serves on 

active duty with the armed forces of the United States between the dates of matriculation 

and graduation, the six-year limitation will be extended one year for each year of active 
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duty up to a maximum extension of four years. Time limits for the Ed.D., Ph.D. and 

M.F.A. degrees are specified under the respective program descriptions in the SFASU 

graduate bulletin. 

 

GRADE POINT REQUIREMENTS 

 

Continuation in the Graduate School 

 

To remain in good standing in Graduate School and to graduate, a student must maintain a 

B average. During any semester or summer session that the grade point average falls 

below a B, the student with clear admission to graduate study will be placed on academic 

probation; the student with probationary admission will be placed on academic 

suspension. A student placed on academic probation and failing to restore an overall B 

average the following semester or summer sessions will be placed on academic 

suspension. A student placed on academic suspension is denied the continuation of an 

academic program as well as the privilege of registering for course work. This suspension 

period is for one semester or one summer session, whichever follows the period after 

which the suspension occurred. Thereafter, the student will revert to post-baccalaureate 

admission status and will be permitted to take course work not applicable toward a degree 

program. To be reinstated to a degree program, the student must be recommended by the 

appropriate academic department and approved by the academic dean, the Graduate 

Council and the associate vice president. 

 

Under certain circumstances, a graduate student may transfer from 6 to 12 semester hours 

of graduate course work taken at other accredited institutions. The student pursuing a 

master's degree with thesis may transfer a maximum of six semester hours; a student 

pursuing a master's degree without thesis may transfer a maximum of 12 semester hours. 

 

With the approval of the major department and of the academic dean, a student may 

transfer from another accredited graduate school up to 6 semester hours of graduate work 

toward a master's degree with a thesis and up to 12 semester hours toward a non-thesis 

master's degree. Transferred work must be completed with a grade of B or better and will 

be accepted only for credit toward a graduate degree at SFA and not for purposes of 

raising the grade point averages earned at SFA. The work must have been taken not earlier 

than six years prior to the student's first graduate enrollment at SFA. Moreover, if the 

student fails to complete work on the graduate degree at SFA before the expiration of the 

six years, the work will not be applicable toward a degree here. Graduate credit earned by 

correspondence is unacceptable for application toward the graduate degree requirements. 

 

TRANSFER HOURS 

 

To transfer any credit from other institutions, however, the student must submit an official 

transcript of the courses to be considered and have the approval of the appropriate 

academic department and academic dean. The work must have been taken not earlier than 

six years prior to the student's first graduate enrollment at SFA. Moreover, if the student 

fails to complete work on the graduate degree at SFA before the expiration of the six years, 

the transfer credit will not be applicable toward a degree here. 

 

Any course accepted by transfer will carry credit but not grade-point value. Moreover, to 

transfer credit, the student must have earned a grade of B or higher on the course. 
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DEGREE REQUIREMENTS 

 

1. Course work used to satisfy requirements for a previous master's degree (whether 

taken at SFA or elsewhere) may not be used to satisfy requirements for a second 

master's degree at SFA. 

2. Under certain circumstances, an undergraduate student may simultaneously pursue 

work toward the baccalaureate and master's degrees.  

3. To earn a graduate degree, a student must have graduate grade point averages of 3.0 

on a 4.0 scale in both the major and overall. The computation of the overall grade 

point average includes all courses in the major and minor and those elective courses 

selected to complete the degree requirements. In the case of repeated courses (a 

student may repeat a maximum of six semester hours of work to raise the grade 

point average); only the higher grades will be used in the computation of grade 

point averages according to university policy. No course with a grade below C can 

be used to satisfy degree requirements. 

4. Work offered for the graduate degree should be in courses numbered 500 and 

above. In certain circumstances, a student may take a maximum of nine semester 

hours of 400-numbered courses carrying graduate credit toward a non-thesis degree 

and six semester hours of 400-numbered courses carrying graduate credit toward a 

thesis degree. 

5. With the exception of the Master of Fine Arts, no more than two Advanced 

Graduate Studies (575 and 576) courses or a total of eight hours may count toward 

any master's degree without special permission of the academic dean. 

6. At least 24 semester hours of graduate work must be completed in residence 

(including on-campus, off-campus, distance education, field based, practicum, 

internship and thesis courses), and at least half of the work in the major and in the 

minor must be completed in residence. 

7. In addition to satisfying all course work for the graduate degree, the student must 

satisfy all other requirements, including the final comprehensive examination and, 

if applicable, the thesis. 

8. All work on a graduate degree must be completed within six years of the time the 

student first enrolls in graduate courses, whether the courses are taken here or 

elsewhere. For exceptions, see the statement (above) on the limitation of time. 
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VI. GRADES 

 
 
A - Excellent     

B - Average     

C - Fair     

D - Poor, not applicable as credit toward graduate degree 

P - Passing    

W - Withdrew    

WF - Withdrew failing 

WH - Withheld   

WP - Withdrew passing   

QF - Quit Failing 

F - Failing 

 

A grade of A for a semester gives the student four grade points per semester hour; B, three 

grade points per semester hour; C, two grade points per semester hour; and D, one grade 

point per semester hour. A grade of D, however, makes the course ineligible for 

application toward graduate degree. 

 

A grade of WH is assigned only when the completion of the work is not possible because 

of circumstances beyond the control of the student. A grade of QF is assigned only when 

the student quits attending classes without officially dropping the course. In the case of the 

awarding of a WH grade, the work must be completed within a calendar year or the grade 

automatically becomes an F. Exceptions to that regulation are thesis research and writing 

courses (589, 590, 591) in which the work is permanently awarded a WH grade until the 

thesis is completed. A student may not receive a grade of WH upon dropping a course. 

 

To graduate, a student may not discard any courses in the major or the minor in order to 

improve the grade point average. 

 

All courses, except those repeated, in the major and minor are computed in the grade point 

average. No course with a grade below C can be used to satisfy degree requirements. A 

student may repeat a maximum of six semester hours of work to raise the grade point 

average. In the case of these repeated courses, the higher grades only will be used in the 

computation of grade point averages, according to university policy. 

 

Electives may be taken outside the major and minor, and only those selected to complete 

the degree will be counted in the grade point average. 
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VII. INTERNATIONAL GRADUATE STUDENTS 
 

The university welcomes each year a number of international students into the graduate 

program. In recent years, a close and cooperative educational program has developed 

between SFA and sister universities in China, Korea and Japan. If you are an international 

student, there are some things that may smooth your introduction to the campus. 

 

Non-citizens or applicants who hold student (F-1) or other types of temporary visas will 

find a booklet titled Information for International Students, available from the Office of 

Admissions. It is important that permanent or temporary residents who have graduated 

from an accredited United States college or university with a bachelor's degree or other 

higher degree follow the instructions contained in this brochure, as students are responsible 

for registering under the correct residency classification. Generally, all applicants to the 

graduate school who have resided or have been employed in the state of Texas for 12 

months prior to enrollment are eligible for state resident tuition rates. Foreign nationals and 

holders of F-1 or other types of temporary visas must pay the nonresident tuition charges. 

Students who receive teaching or research assistantships may be eligible for a waiver of 

nonresident tuition depending upon the amount of equivalency granted. Thus, foreign 

students should consult with their department and the Office of Admissions if changes 

occur in their status. 

 

International students and any applicants who completed their education outside the United 

States should make certain they have submitted, and the university has on file, all required 

original or certified transcripts of previous educational experience, both in the original 

language and in English translation, as well as any required official test scores. It is 

recommended that students keep an extra copy of such documents as well. 

 

If, as an international student, you are requesting transfer of credits, then you may be 

required to submit a syllabus, catalog, or bulletin translation or a letter from a supervising 

teacher describing the work accomplished before official approval of transfer credit can be 

granted. 

 

For some international students the cultural and linguistic challenges of graduate education 

seem intimidating. It is true that foreign students must satisfy English proficiency 

requirements. In 1989, the 71st Texas Legislature passed House Bill 638, which requires 

that all-public university courses be taught in English. Certainly in both a teaching and a 

studying capacity the higher standards and demands of graduate programs require a solid 

command of written and spoken English. If your native language is not English, you must 

achieve a score of at least 550 on the paper and pencil version or a 213 on the computer-

based version of the Test of English as a Foreign Language (TOEFL). If you score below 

these levels, you must be able to demonstrate the competency in English needed to 

accomplish graduate studies successfully. You may request information concerning these 

tests as well as application forms, test schedules and test locations from the Educational 

Testing Service, CN6155, Princeton, NJ, 08541-6155 or from the Graduate Office on 

campus. Unless you are part of a university sponsored exchange program, a $25 test fee is 

required. 
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Nevertheless, remember that your admission to Stephen F. Austin is based upon the 

recommendations of those who know your English language capabilities, and this should 

reassure you that you can survive and complete your degree program. The university has a 

strong language department and one of the newest and finest language laboratories in the 

nation. If you have difficulty, help is available. Continued effort and patience will build 

upon abilities you already possess and ultimately provide the confidence and skill in 

English that will not only facilitate your intellectual growth but also may inspire others to 

learn a second language. 

 

As an international student at Stephen F. Austin State University, you will share some of 

the issues and problems common to the graduate experience. Yet some of your experiences 

will undoubtedly be unique to your situation and background. In addition to natural anxiety 

and the confusing culture of a new country, there may be trepidation regarding language 

skills or simple shyness. Remember that your very status as an international student brings 

an exciting and stimulating dimension to the classroom and the community. International 

students sometimes find very different standards of educational flexibility and informality 

in the American university than prevailed in their native educational sphere. That does not 

have to be intimidating, just different. American universities believe in healthy, 

challenging debate within a relaxed and friendly student-centered atmosphere. Again, plan 

to participate, don't be a stranger to department members or fellow students. Get to know 

your faculty and student colleagues and give them a friendly opportunity to know you and 

to assist you in making this experience one of the best of your life.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 23 

VIII. SFA CAMPUS RESOURCES AND SERVICES 

 

 

RALPH W.STEEN LIBRARY 

 libweb.sfasu.edu 

 

In addition to traditional services, the library provides a major microlab, the Library 

Information and Networking Center (LINC), where students can access the Internet and 

search the electronic catalog, and the East Texas Research Center (ETRC), which collects 

and preserves original and important source materials relating to the culture, economic 

development, and history of East Texas.  The librarians also serve as excellent resources 

for students conducting research. 

 

The librarian appointed to the School of Human Sciences is Bernice Wright 

(bwright@sfasu.edu). 

 

How do I find articles on the topic___________? 

Search for articles by subject or keyword in library article databases.   

 

How do I locate a list of available databases and select an appropriate one for my 

topic? 

 
On the library homepage http://libweb.sfasu.edu/   , see the list of Subject Guides and 

select the one that fits your topic.    http://libweb.sfasu.edu/subgui/    

 

How do I know which of the numerous databases to use first? 

For most topics,  Academic Search Complete  is the best place to start. 

 

 
 

 

 

 

 

mailto:bwright@sfasu.edu
http://libweb.sfasu.edu/
http://libweb.sfasu.edu/subgui/
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Do I need to go through all of the Search Options listed on the page before I do a 

Search? 

No.  If you are not an experienced searcher, do not change the Search Modes.  Look at the 

Limit Your Results features and choose Full Text and for most assignments choose 

Scholarly Peer Reviewed Journals.  As you gain experience searching, you may want to 

use some of the other limits.  THE MORE LIMITS YOU CHOOSE, THE FEWER 

ARTICLES YOU RETRIEVE.  You can change the limits on a search you’ve started, by 

using the update options in the left frame of your screen. 

 

How do I construct my query? 

 

Searching Strategies 

 Develop a topic statement 

 Identify the important concepts 

 Identify synonyms or other terms for these concepts 
 Use connecting word AND to limit search; “child development” and siblings 

 Use OR” to broaden search; family OR relatives 

 Put terms in quotes to search as a phrase “child development” 
 Use nesting: “child development” AND (speech OR language OR talk*)  for a complex 

search using both AND & OR connectors. 

 Use *  as wildcard to look for any form of the root word 

develop*  will retrieve develop or developed or developments or developing 

 

Enter appropriate keywords  in the search box: example: “visual impairment” AND (falls 

OR safety OR accidents)   

 

Will every item I retrieve using the Scholarly Peer Reviewed Journals limit be a peer 

reviewed article? 

No.  In many cases the entire peer reviewed journal is available.  This might include book 

reviews, letters to the editor, editorials, and brief informational announcements or articles.  

All of these items are useful, but if your assignment is to use a peer reviewed journal 

article, they do not fulfill this criteria.   

Look through the list of citations for articles that most closely fit your topic.  Since you 

used the full text limit, either the pdf  or html version of the full article is included.  

(For html articles, audio is also an option)  You can print, save or email the article to 

yourself or someone else. 

 

What if I don’t find appropriate articles or enough articles? 

If you need additional articles vary the keywords used in your search.  Find new keywords 

in the abstract of the articles you have retrieved.  Using more than one search query is 

almost always necessary when writing a paper. 

 

Does the library have any of the articles for the citations that are retrieved when I do 

not use the Full Text limit? 

Yes.  We do have many articles that are not full text in the database.  For a thorough search 

on any topic you need to remove the full text limit and review additional citations. 

 



 25 

 

How do I locate the article when I have a citation? 

With your citation in hand (including journal title, date, volume, page numbers, the article 

title, and author) follow the instructions below: 

1. Use the Search Box on the library homepage http://libweb.sfasu.edu/ 

2. Enter the journal title (not the article title) and click the button that says Journal 

Titles. 

 
3. On the list that is retrieved, find the exact journal title you need. The list is in 

alphabetical order.   

4. Below the journal title, review the list of databases.  

5. Compare the date you need with the dates available listed with each 

database/publisher.  

 

Child development  (0009-3920)   

 

from v. 1, 1930 to v. 76, 2005 in Stephen F. Austin State University's Print Holdings  

from 03/01/1930 to 1 year ago in Academic Search Complete  

from 03/01/1930 to 1 year ago in Psychology & Behavioral Sciences Collection  

from 03/01/1930 to 1 year ago in SocINDEX with Full Text  

6. Choose the database or publisher that matches the date you need.   

7. Follow the link to the appropriate database or journal.  Then, select the year or 

volume needed. Next, look for the article title or page numbers you need. 

8. If there is not an electronic match for your journal title and date:  

a. Look for a link that says “in Stephen F. Austin State University's Print 

Holdings.” 

b. Follow this link into the catalog and look at the dates of our holdings.   

c. If we have the year you need, note the call number and retrieve the journal.  

 Current issues are on the 1
st
 floor. Older volumes are on the 3

rd
 or 4

th
 floor 

 depending on the first letter of the call number:   A-N 4
th
; P-Z 3

rd  
 

9. If you really need the article and we don’t have it, use the Interlibrary Loan link 

https://illiad.sfasu.edu/illiad/logon.html to register with our interlibrary loan system 

and request the article you need. 

 

Out of area Distance Education students can use the same form to request articles 

that we have inhouse  in print journals. 

 

How can I tell if the scholarly  article I retrieve is a research study or a literature 

review? 

Look for these key sections of scholarly primary research study  articles (Some of these 

elements may be combined or have different labels) 

 Introduction or Purpose 

  Literature Review 

 Methods or Study Design 

 Statistical Analysis or Data Analysis 

 Results 

 Conclusion 

 

http://libweb.sfasu.edu/
http://tu8sb8vc9v.search.serialssolutions.com/log?L=TU8SB8VC9V&D=XOL&J=CHILDEV&U=http%3A%2F%2Flibrary.sfasu.edu%2Ffind%2FSearch%2FResults%3Ftype%3Disn%26submit%3DFind%26lookfor%3D0009-3920
http://tu8sb8vc9v.search.serialssolutions.com/log?L=TU8SB8VC9V&D=ESX&J=CHILDEV&U=http%3A%2F%2Fsteenproxy.sfasu.edu%3A2048%2Flogin%3Furl%3Dhttp%3A%2F%2Fsearch.ebscohost.com%2Fdirect.asp%3Fdb%3Da9h%26jid%3DCDV%26scope%3Dsite
http://tu8sb8vc9v.search.serialssolutions.com/log?L=TU8SB8VC9V&D=EPS&J=CHILDEV&U=http%3A%2F%2Fsteenproxy.sfasu.edu%3A2048%2Flogin%3Furl%3Dhttp%3A%2F%2Fsearch.ebscohost.com%2Fdirect.asp%3Fdb%3Dpbh%26jid%3DCDV%26scope%3Dsite
http://tu8sb8vc9v.search.serialssolutions.com/log?L=TU8SB8VC9V&D=ESI&J=CHILDEV&U=http%3A%2F%2Fsteenproxy.sfasu.edu%3A2048%2Flogin%3Furl%3Dhttp%3A%2F%2Fsearch.ebscohost.com%2Fdirect.asp%3Fdb%3Dsih%26jid%3DCDV%26scope%3Dsite
http://tu8sb8vc9v.search.serialssolutions.com/log?L=TU8SB8VC9V&D=XOL&J=CLINSOCWORJO&U=http%3A%2F%2Fdevo.sfasu.edu%2Fipac20%2Fipac.jsp%3Findex%3DISSN%26term%3D0091-1674
http://tu8sb8vc9v.search.serialssolutions.com/log?L=TU8SB8VC9V&D=XOL&J=CLINSOCWORJO&U=http%3A%2F%2Fdevo.sfasu.edu%2Fipac20%2Fipac.jsp%3Findex%3DISSN%26term%3D0091-1674
https://illiad.sfasu.edu/illiad/logon.html
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Normally just reading the abstract of the article is enough to help you identify it as a report 

by the author on actual experiment, survey, or study he has done.    A literature review 

(secondary research) cites studies done by other people and summarizes results.  Use the 

list of references from both literature reviews and research studies to identify other studies 

on the topic. 

 

Do I need to search any of the other library databases? 

 

Maybe.  For many undergraduate assignments and some graduate assignments, you can 

find enough material in the Academic Search Complete  database.  For some disciplines,  

specialized databases are recommended. ERIC is the most complete database for Education 

and PsycInfo is the best for upper level Psychology.  The Dissertations and Theses 

Database  is the best place to look for dissertations or theses on any topic. 

 

Is the a complete list of all the library databases? 

 

Yes.  Our Databases A-Z list links from our homepage. 

http://libweb.sfasu.edu/proser/ris/databases.html 

 

COMPUTER FACILITIES –Internet 

www2.sfasu.edu/computing/campus_labs.html 

 

There are a number of campus computer labs available for student use.  The library and 

other locations on campus are equipped with wireless internet. 

 

HEALTH SERVICES – Insurance 

 www.sfasu.edu/healthservices/contact.asp 

 

The Student Health Clinic offers education and many health care services to students. The 

Health Center does not provide obstetrical care, x-rays, dental work, physical therapy, eye 

exams, or surgery. There is no on-campus pharmacy where students may have 

prescriptions filled. Students may purchase optional health insurance at competitive rates 

through the Student Accident and Sickness Insurance Program. There are two local 

facilities offering emergency room service: Nacogdoches Memorial Hospital and 

Nacogdoches Medical Center. 

 

STUDENT ACTIVITIES ASSOCIATION (SAA) – Division of Student Affairs 

www.sfasu.edu/studentaffairs 

 

The SAA strives to provide an educational and recreational experience outside the 

classroom through programs that culturally enlighten, intellectually stimulate, and entertain 

the university community.  The SAA produces over one hundred events each year ranging 

from concerts and comedians to game shows and lectures. 

 

BOOKSTORE (Barnes and Noble) 
 

The university bookstore is owned and operated by Barnes and Noble and is located on the 

first floor of the student University Center and serves the entire campus community.  The 

store sells texts, general educational books and materials, magazines, Starbucks coffee, 

http://libweb.sfasu.edu/proser/ris/databases.html
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clothing, cards, stationary, gifts and other items.  Official university rings may be ordered 

through the services of the bookstore as well as caps and gowns for graduation ceremonies. 

 

UNIVERSITY CENTER 

www2.sfasu.edu/auxsvcs/index.htm 

 

The University Center (Baker Pattillo Student Center) has been recently renovated and 

now houses student affairs offices, recognized national brand food courts, study lounges, 

movie theaters, a copy center, an atrium, a tv room, retail vendors, Starbucks and more. 

 

MULTICULTURAL CENTER 

www.mc.sfasu.edu 

 

The mission of the Multicultural Center is to provide the SFA community with educational 

programs and services that promote respect for diverse cultures and to enhance students' 

success in a global community. 

 

INTERNATIONAL STUDIES AND PROGRAMS 

www.oisp.sfasu.edu 

 

The Office of International Studies and Programs (OISP) offers international students three 

different options for pursuing studies at SFA: 1) English as a second language (ESL), 2) 

study abroad, 3) full SFA admission. 

 

CAREER SERVICES 

www.sfasu.edu/ccs 

 

The Office of Career Services assists students in job searches, coordinates corporate visits 

to campus, holds workshops and seminars, provides resume advice, maintains folders of 

essential documentation such as letters of recommendation, and processes thousands of 

requests by prospective candidates and employers. 

 

COUNSELING SERVICES  

http://www.sfasu.edu/ccs/counseling/index.asp 

 

The Counseling Center is staffed with professional counselors who help students deal with 

both personal and psychological problems, including eating disorders and alcohol or other 

drug abuse. It can be of real assistance in aiding international or non-traditional students in 

making the transition to campus life. Additionally, the faculty and graduate students of the 

Department of Psychology staff a clinic that provides some assessment and therapy 

programs for accepted clients as well as initial pre-professional training for advanced 

students. 

 

POLICE DEPARTMENT 

www.sfasu.edu/upd 

 

In addition to 24-hour police service, including 911 emergency response, the University 

Police Department offers crime-prevention programs, regulates campus parking, provides 

escort service in emergencies, and provides assistance with vehicle difficulties or if you 

lock your keys in your car. 
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IX. ASSISTANTSHIPS and EMPLOYMENT 

 

Graduate Assistantships 

A number of departments offer graduate assistantships to carefully selected students. The 

stipends vary according to the major and extent of the assignment. 

 

A graduate assistant may be assigned to research projects or to teaching. Graduate 

assistants assigned at 50% FTE (50% FTE = a full graduate assistantship) are expected to 

serve 20 clock hours per week in the department to which they are assigned. Those 

assigned to other percentages are expected to work a proportionate number of clock hours 

per week. 

 

For the academic year 2003-2004, master's level graduate assistant stipends will range 

from $7,066 to $10,000 for nine months. In addition, a graduate assistant appointed at the 

50% rate will be eligible for full medical insurance coverage by paying one-half of the 

premium for employee only coverage or a proportionate rate for optional coverage, such as 

employee and family. See the Office of Human Resources for additional details. 

 

A student interested in a graduate assistantship should contact the appropriate academic 

department well in advance of the semester in which he or she is interested in the 

assistantship. Also the student should apply for graduate admission by the first of March 

for the Fall semester or the first of October for the Spring semester. If you wish to apply 

after these deadlines, please check with the appropriate department. 

 

Students entering the program with either graduate or teaching assistantships should plan 

to attend the orientation sessions at the beginning of the fall term. Graduate assistants 

should contact the academic departments for the time and place of the orientation session. 

In addition, each department is charged with the responsibility of providing its graduate 

assistants with an appropriate orientation to the department, faculty, staff, office space, 

laboratories, resources, etc. 

 

To apply for an assistantship, you may complete the application form electronically, then 

print the application, sign it, and mail it to the chair of the appropriate department. Please 

be patient when you send the form to your printer. It will take a minute or two before it 

starts to print. To access the application, you will need the Adobe Acrobat reader software. 

If you do not presently have the Adobe Acrobat Reader installed on your computer, you 

may download the reader software and use it at no charge. 
 

Work Study 

Of significant financial interest to many students is the Federal Work Study Program. In 

order to qualify for the program, students must maintain satisfactory performance in their 

studies and meet varied time and work load requirements in departments and divisions 

across the campus. Both the financial aid office in the Austin Building and the Student 

Employment Center in the Office of Career Services in the Rusk Building can provide 

initial information about the program. 

 

Work Assistants 
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Another possibility for financial help is the work assistants program maintained by the 

Student Employment Center. Students must be enrolled for a minimum of six hours to 

qualify. Information concerning a large number of jobs available across campus as well as 

employment in the community is maintained in the Student Employment Center, The Rusk 

Building, Room 301, (936) 468-6637. 

 

In whatever program or capacity hired, all student employees must fill out a data sheet, I-9 

Form and Verification and file a W-4A form. If you intend to seek employment, bringing 

basic information, such as a Social Security number and a resume, will expedite the 

process. 

 

Payroll Information 

If you are receiving an official salary from the university as a graduate assistant, teaching 

assistant or student worker, it is very important that you sign all of the necessary payroll 

papers in your department. Necessary information and forms for payroll and insurance 

must be completed and forwarded to the personnel and business offices in a timely fashion 

to ensure payment on schedule. All graduate assistants must attend a mandatory new 

employee orientation conducted by the Office of Human Resources. Work-study salaries 

granted to students are treated as wages by the Internal Revenue Service, and the university 

is required to withhold all appropriate income and Social Security taxes. 

 

If a student expects to receive loan or scholarship money from the university, the staff of 

the Office of Financial Aid, the Student Employment Center and the Office of Career 

Services all will be invaluable assets for information and deadline schedules. All work 

payments are electronically transferred to a student's bank of choice through the business 

office. 

 

A number of departments offer graduate assistantships to carefully selected students. The 

primary goal of an assistantship is to facilitate progress toward the graduate degree by 

providing work experience in a profession under the supervision of a faculty mentor. The 

graduate assistant is both student and employee. As a student, the graduate assistant is 

expected to perform well academically to retain the assistantship. The graduate assistant is 

to be counseled and evaluated regularly by a faculty member so as to develop professional 

skills. As an employee, the graduate assistant is expected to meet teaching, research, and/or 

administrative obligations. The graduate assistant is to work under the supervision of 

experienced faculty and receive in-service training. In sum, the graduate assistant receives 

financial support for graduate study by contributing to the teaching and/or research mission 

of the university. 

 

Types of Graduate Assistantships: 

Depending upon the needs of the academic units, available funds, and the qualifications of 

the individual graduate student, the following types of master's and doctoral assistantships 

may be offered. More detailed information concerning assignments and criteria for 

appointment is available from the department in which the assistantship is sought. 

 

(1) Teaching Assistantship: 

A teaching assistant works with students in a specific course or laboratory to provide 

support for the faculty member in charge, and, in some cases, to teach the course as the 

primary instructor. In both cases, the teaching assistant works under the supervision of an 

experienced faculty member (or in some departments, a graduate committee). In 



 30 

consultation with the supervisor, the teaching assistant works to gain teaching skills and a 

better grasp of the essentials of the academic discipline. 

 

(2) Research Assistantship:  

A research assistant normally is employed by the principal investigator of a funded 

research project. Under other circumstances, a graduate research assistant may be 

employed by an academic department in the pursuit of its broader research mission. The 

research assistant will be assigned a range of duties, such as library searches, fieldwork, 

laboratory experiments, and preparation of reports, so as to gain professional skills to 

complement his or her graduate program. The student's work on a research project often 

leads to a thesis or dissertation or a professional presentation or publication, and provides 

long-range direction for the student's development as a scholar. The graduate research 

assistant will be closely supervised by a mentor. 

 

(3) Administrative Assistantship: 

An administrative assistant works with the administrative staff of a department, college, or 

campus office primarily in gathering, organizing, and analyzing information. The student 

should be given the opportunity to put his or her academic training to use while learning 

new professional skills and broadening the student's perspective on the operation of the 

university. In concert with the supervising administrator, the assistant should be improving 

the quality of information available to make decisions in the best interests of the 

institution. 

 

Qualifications for Appointment 

To be eligible for an assistantship, an applicant must satisfy University, Graduate School, 

and departmental requirements. Graduate Assistantships are considered security sensitive 

positions by the University and criminal histories will be checked. The Graduate School 

requires the individual to have clear or provisional admission to a graduate program and 

must complete a minimum of nine credit hours in the fall or spring semester and three 

semester credit hours in a summer session. Students admitted on probation or as post-

baccalaureate students are not eligible for an assistantship. Unless enrolled in the Master of 

Professional Accountancy (MPAC) program, an Overlap Program student is not eligible 

for a graduate assistantship. Inquiries about applications for assistantships and 

departmental requirements should be addressed to the chair of the department in which the 

applicant wishes to undertake graduate study. Deadlines for applications vary by 

department but generally completed applications should be filed with the departments no 

later than March 1 for the succeeding academic year, and no later than October 1 for the 

spring semester. If students wish to apply for an assistantship after these dates, they should 

contact the appropriate department. 

 

Stipends, Tuition and Fees 

Stipends for master's and doctoral assistantships will be set by the President of the 

University after consultation with the Graduate Council, the associate vice president for 

graduate studies and research and the vice president for academic affairs. 

 

Tuition and Fees 

Graduate assistants are required to pay full tuition and fees. Non-resident graduate 

assistants employed at least 20 hours a week in positions related to their degree programs 

are entitled to Texas resident tuition rates. Non-resident or international students holding 
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less than full assistantships (full = 50% employment, or 20 hours employment per week) 

are not eligible for Texas resident rates. 

 

Levels of Appointment 

A graduate assistant is expected to make steady progress toward the degree while 

employed in a position complementary to that goal. The course load and assistantship 

responsibility thus should form a totality that facilitates progress rather than hinders it. 

Graduate assistantship appointments are normally made for an academic year, so that both 

the student and the department can plan effectively. However, in some cases, appointments 

can be made for a single semester or summer session. Except for the doctoral and MFA 

programs, graduate assistantships are limited to four semesters. Doctoral assistants are 

usually appointed for a 12-month period, renewable upon reapplying and acceptance. A 

graduate assistant assigned at 50% FTE (50% FTE = full graduate assistantship) is 

expected to teach or assist in teaching six hours or serve 20 clock hours per week in the 

department to which they are assigned. Those assigned at other percentages are expected to 

work a proportionate number of clock hours per week. The summer teaching load is three 

hours per term. Graduate teaching assistants who have primary responsibility for teaching 

a course for credit and/or for assigning final grades for such a course must 1) be under the 

direct supervision of a faculty member experienced in the teaching field, receive regular in-

service training and be regularly evaluated, and 2) have earned at least 18 graduate 

semester hours in their teaching discipline. To aid in the completion of degree 

requirements at the earliest practical date, graduate assistants are not to undertake 

additional responsibilities beyond the 20 hours per week. 

 

Appointment Procedure 

Applicants for assistantships should secure an application form from the appropriate 

academic department or on this Web site (Graduate Assistantship Application). Along with 

a completed application form, the student must submit a letter of application and three 

letters of recommendation to the department. When the student is approved for an 

assistantship by the department chair, the chair will initiate a "Personnel Action Request" 

(PAR) and submit it with the application form, transcripts, letter of application, notice of 

admission to Graduate School, and letters of recommendation for the signatures of the 

college dean, budget office, Graduate School, and the director of human resources. After 

all signatures are obtained on the PAR, the associate vice president for graduate studies 

will send a letter offering the assistantship to the graduate student. The student will be 

asked to accept or decline the offer in writing. If the student accepts, he or she will then 

contact the Office of Human Resources to set up an appointment for a mandatory new 

employee orientation and complete the paperwork. 

 

Orientation and Training 

A graduate assistant orientation program is offered to all new graduate assistants prior to 

the beginning of classes in the Fall semester each year. Graduate assistants should contact 

the academic departments for the time and place of the orientation session. In addition, 

each department is charged with the responsibility of providing its graduate assistants with 

an appropriate orientation to the department, faculty, staff, office space, laboratories, 

resources, etc. Likewise, graduate assistants must be given appropriate orientation and 

training on their roles and expectations of them in the department. 

 

Responsibilities 
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The department chair is responsible for the selection, training, assignment of duties, and 

supervision of the graduate assistants in his or her department. A fundamental 

responsibility of the graduate assistant is to work closely with the faculty supervisor in 

carrying out assigned duties, at the same time making good progress toward the 

completion of the degree program. Whether working in a laboratory, classroom, office, or 

other setting, the graduate assistant is obligated to maintain standards of academic honesty 

and integrity and to report violations of these to the faculty supervisor. The graduate 

assistant should keep well informed of departmental, college, and university regulations 

and follow them consistently. If problems arise in the work assignment, the graduate 

assistant should seek help first from the faculty supervisor. 

 

Rights and Privileges 

Graduate assistants should be assigned space and equipment sufficient to carry out their 

assignments effectively. Normally they will be assigned a desk and chair, file space, a 

mailbox, and office and laboratory supplies. They should also have access to a computer, 

duplicating equipment, and a telephone. Graduate teaching assistants should be provided 

copies of textbooks related to the course with which they are assisting. Research assistants 

will need copies of all materials related to their responsibilities, as well as access to 

equipment they would not normally be expected to purchase in pursuit of their own 

graduate programs. Graduate assistants should be notified in writing of all decisions that 

affect their status as assistants. This includes advance notification of evaluation procedures 

and a summary of the evaluation. The graduate assistant should receive sufficient advance 

notice of reappointment procedures and decisions to make his or her plans for the 

following semester or year. A graduate assistant has the right to initiate any grievance or to 

appeal a decision through the channels specified in the Student Handbook. The student 

should first inform the academic advisor of the problem and, if necessary, appeal to the 

department chair or program director. If the matter cannot be resolved, the formal 

grievance procedure should be followed. 

 

Conditions of Service 

A graduate assistant is expected to make steady progress toward the degree while serving 

in an employment role complementary to that goal. Therefore a graduate assistant must be 

enrolled for at least nine hours of graduate course work in the fall or spring semester and 

three semester hours in a summer session. Doctoral assistants are allowed to take a 

minimum of six hours in the fall, and spring. Should a graduate assistant fall below the 

nine or three hour minimum for a semester or summer session, he or she will not be 

eligible for an assistantship the following semester. In addition, a graduate assistant must 

maintain at least a 3.0 graduate grade point average to continue to serve as a graduate 

assistant. A graduate student on scholastic probation may not hold a graduate assistantship. 

 

Evaluation and Reappointment 

Since the awarding of assistantships is considered a staffing function of the department 

making such appointment, evaluation is a normal and necessary process which will be 

conducted at least annually by the faculty supervisor. Individuals holding teaching 

assistantships will be evaluated at the end of each semester by the department chair or the 

faculty supervisor. Graduate assistants who are also teachers of record must be evaluated 

by their students. The evaluation process should focus on job performance and be designed 

to help the assistant identify strengths and weaknesses, and to plan for improvement. The 

department chair may initiate appropriate corrective action at any time during the semester. 

In case of termination, the graduate assistant shall have the right to appeal through normal 
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administrative channels. Priority for reappointment will be given to those graduate 

assistants making good progress toward completion of the degree and performing well in 

their assistantship duties. The criteria for reappointment include, but are not limited to: (1) 

a minimum overall GPA of at least 3.0 for the current year and overall, (2) 

recommendation of the faculty supervisor and/or department chair, (3) formal evaluation of 

the graduate assistant's job performance, (4) length of time on assistantship, and (5) length 

of time in the degree program. Final decisions will be based on departmental needs, 

financial resources, and the welfare of the graduate program. 
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STEPHEN F. AUSTIN STATE UNIVERSITY 

THE GRADUATE SCHOOL 
 

REPORT OF COMPREHENSIVE FINAL EXAMINATION 
 

The Major Professor and the Minor Professor (if an examination in minor is required) are 

requested to submit this form to the Office of the Dean of the Graduate School. 
 
Name of Student_______________________________ Date______________________ 
 
Degree ______________________________________  Thesis____________________ 

          (Yes or No) 
 
The student is to be examined over his major field; a minor field examination is optional. 
 
Student’s major is _______________________________ No. Semester Hours ________ 
 
Student’s minor is _______________________________ No. Semester Hours ________ 
 
The major professor may name any reasonable number of examinees he wishes for the 

major field and designate those who will have a vote.  Those voting must be members of 

the graduate faculty.  The same is true for the minor field by the minor professor.  The 

student must have a majority of votes in order to be declared as having satisfactorily 

passed each part of the Comprehensive Final Examination.  In the event of failure to pass, 

or serious questions on the part of the committee, the student may be required to do 

additional work in the major or minor or both to correct deficiencies and be re-examined. 
 
This is to certify the above named student has been given his/her Comprehensive Final 

Examination in his/her 
 
_____________________________ as of the date indicated above and has performed  

        (Major and Minor)            satisfactorily or unsatisfactorily as indicated below. 
          
NOTE: Separate forms may be used by the Major Professor and the Minor Professor or 

they may agree on a joint committee, conduct the examination jointly and report on a 

single form. 
   
SATISFACTORILY     UNSATISFACTORILY 
 
_____________________________  _______________________________ 
 
_____________________________  _______________________________ 
 
_____________________________  _______________________________ 
 
_____________________________  _______________________________ 
 
Date of Examination ________________________________ 
 
The examination was ______ written, ______oral, _______Both oral and written. 
 
______________________________  _______________________________ 

          Major Professor      Minor Professor 
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Stephen F. Austin State University 
Nacogdoches, Texas 75962 

 

APPLICATION FOR ADMISSION TO GRADUATE SCHOOL 
 
 

APPLICANT INFORMATION: 

LAST NAME: FIRST NAME: MI: 
SOCIAL-SECURITY 
NUMBER: 

      
 

      
 

   
 

      
 

MAILING ADDRESS:  CITY: 

      
 

      
 

STATE: ZIP CODE: PHONE: EMAIL ADDRESS: 

      
 

      
 

      
 

      
 

 

DATE OF BIRTH: 
(Mo, Day, Year) 

SEX:  
(M-Male / F-
Female) 

ETHNICITY: 
(See codes) 

CODES: C-White/Non-Hispanic, A-Black/Non-Hispanic, S-
Hispanic, O-Asian or Pacific Islander, I-American Indian or 
Alaskan Native, X-Non-Resident Alien 

      
 

  
 

  
 

RESIDENCY 
STATE: COUNTY: IF FOREIGN CITIZEN, GIVE COUNTRY: 

      
 

      
 

      
 

 
 

PERSON TO CONTACT IN CASE OF EMERGENCY: 
LAST NAME: FIRST NAME: RELATIONSHIP: 

      
 

      
 

      
 

MAILING ADDRESS:  CITY: 

      
 

      
 

STATE: ZIP CODE: PHONE: EMAIL ADDRESS: 

      
 

      
 

      
 

      
 

 
 

APPLICANT CLASSIFICATION: (check all that apply) 

   Seeking admission to a graduate degree program 

   Transfer student from another graduate school 

   Seeking admission to take undergraduate course; but not work toward a degree 

   Seeking admission to take graduate and/or undergraduate courses; but not work toward a degree 

  Seeking certification but no graduate degree. Specify: 

                  Elementary    Secondary    Special Education      Other: _________________________ 

Overlap student (Senior year student to take graduate courses to apply toward a degree) 

PLEASE PRINT. ENTER THE APPROPRIATE INFORMATION IN THE SPACES PROVIDED FOR EACH QUESTION. APPLICATION WITH 

INFORMATION MISSING WILL BE RETURNED TO APPLICANT FOR CORRECTION. 

NOTE: Ethnicity and sex information is used for Federal and State reporting purposes; however, it has no bearing on admission.  

Are you now, or have you previously been enrolled at Stephen F. Austin State University? 

    Yes      No        If yes, when? _________________  

GRADUATE DEGREE SOUGHT, PLEASE CHECK ONE OF THE FOLLOWING: 
PHD

 
EDD

 
MA 

 
MBA

 
MED

 
MFA

 
MF

 
MIS

 
MS

 
MSF

 
MM

 
MPA

 MPAC  
MSW

 
NONE 

 

Other (Specify):       

INTENDED GRADUATE MAJOR: (i.e., Elementary Education, History, Geology)        

ANTICIPATED BEGINNING SEMESTER: 
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  Fall   Spring   Summer I   Summer II Year:      
 

 

This application must be submitted to the Office of the Graduate School along with a $25 application 
fee. 

Liberal Arts North, Room 423, or mailed to the Graduate School, Box 13024, SFA Station, Nacogdoches, TX (75962-3024), 
Phone: (936) 468-2807, Fax: (936) 468-7369 

Please See Next Page 

COLLEGE HISTORY: 

List in chronological order, all colleges and universities you have attended.  

Note: If you fail to fill out the college history information, your application will be returned. 
 

NAME OF 
INSTITUTION CITY STATE 

DATE GRADUATED 

ENTERED DEPARTED 

DEGREE MAJOR 

DATE 

MO YR MO YR MO YR 

                                                     

                                                     

                                                     

                                                     

                                                     

                                                     
 

All application for admission to a degree program must attach or have the Registrar of each college 
attended send an official transcript of all undergraduate work (and graduate work in the case of 
doctoral applicants) to the Graduate School, Stephen F. Austin State University. Post-
baccalaureate admission requires only proof of holding a baccalaureate degree from an accredited 
college or university. 

 List previous name for transcript 
information:        

 Have you ever taken the GRE or 
GMAT:  Yes  No 

If yes, 
when?        

Official copies of the scores on the general test of the Graduate Record Exam (GRE) or GMAT for 
business majors must be submitted to the Office of the Graduate School. 
 
 

RESIDENCY 

INFORMATION: 
The following information will be used for residency determination only and will not be utilized in the 
admission decision process. 
1) Are you a U.S. 

citizen?  Yes  No 
If no, of what country are you a 
citizen?        

If you are not a citizen, do you hold a Permanent Residence status (valid I-551) for the U.S.? 

  Yes   No   Not Applicable (I am a U.S. citizen). 
If yes, date permanent resident card 
number issued: Month       Day     Year       

Permanent Resident Card 
Number:        

Note: Please submit a copy of both sides of 
the card. 

2) Are you a resident of Texas?    Yes   No  
If no, of what state are you a 
resident?       

If you are claiming Texas 
residency:  

a. How long have you resided 
in Texas?    

years 
and     months 
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b. Previous state or county of 
residence: State        

or country (not 
U.S.)       

c. If you came here within the past five years, why did you move to Texas? 

  Education   Employment   Military Assignment  

Other (explain):       

d. Are you currently on active military duty 
assignment in Texas? (If yes, submit proof). 

  Yes   No  

e. What state is your home record with the U.S. 
Armed Forces?  

State:        

 
I understand that information submitted herein will be relied upon by Stephen F. Austin State 
University officials to determine my status for admission and residency eligibility. I authorize the 
university to verify the information I have provided. I agree to notify the proper officials of the 
institution of any changes in the information provided. I certify that the information on this 
application is complete, correct and understand that submission of false information is grounds for 
rejection of my application, withdrawal of any offer of acceptance, cancellation of enrollment, or 
appropriate disciplinary action. 
 
 
  

Date Signature 

 


