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                                                                     INTRODUCTION  

 
 

The Psychology Department is composed of three graduate programs, Clinical, Cognition and Development, 

and Neuroscience and Animal Behavior; all three programs are guided by a unified vision of excellence in graduate 

education.  Specifically, we provide opportunities in the classroom, in our laboratories, and in the larger scientific 

community that facilitate the development of critical research skills. We believe that good scientists are those who are 

well-versed in the specific theories and methods of their own sub-discipline, and are also conversant with the broad 

array of topics studied by other psychologists.  Thus, the graduate experience at Emory is structured to provide students 

with the specific skills necessary for conducting sound empirical research and developing a programmatic, theoretically 

based research agenda, while providing broad background knowledge within which specific research programs must be 

understood.  In addition to working closely with faculty on research projects, and engaging in critical reading and 

discussion in the classroom, students are also provided the opportunity to interact with a wide variety of local and 

international scholars through each programôs seminar series and the departmental colloquia.  Program seminars and 

departmental colloquia provide students with the opportunity to hear major figures in the field discussing their research 

and to engage in discussion from diverse perspectives.  These opportunities allow students to become familiar with 

topics in psychology outside their specific area of interest and help provide the broad background necessary to become 

a participant in a community of scholars.   

 

This Graduate Student Manual is intended to orient new students to the Department of Psychology at Emory 

University and to provide a summary of its policies and procedures regarding graduate study.  The manual is modified 

yearly to take account of changing policies.  Before basing decisions on this manual students, should be certain that 

they have the latest version (dated by school year).  If unsure about some policy or rule, students should consult with 

their advisor, program head, or the Director of Graduate Studies. 
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                                             I.  PROGRAMS, ADVISORS, AND SUPPORT 

 

 

A. Doctoral Programs. Each faculty member and graduate student is associated with one of these three programs, 

Clinical, Cognition and Development, or Neuroscience and Animal Behavior.  Graduate students are admitted to 

one of the doctoral programs, receive financial support from that program, and must meet graduation requirements 

of both the department as a whole and the particular doctoral program to which they belong. 

 

B.    Advisors:   The Psychology Department operates using a research apprenticeship system.  Each student works with 

a specific faculty advisor chosen on the basis of their mutual research interests.  Faculty advisors advise students 

about the courses they should take to meet both departmental and programmatic requirements and to satisfy their 

own career objectives.  Students must obtain written approval for the courses they wish to take from their faculty 

advisor. Advisors also direct and supervise graduate student research.  Although the majority of a graduate 

studentôs research is in collaboration with their faculty advisor, students are encouraged to explore collaborative 

and mentoring relationships with other faculty in the department.   

 

Students sometimes wish to change faculty advisors.  Although there is no formal procedure for such a change, the 

student should talk first to the faculty member with whom they wish to work to ensure that particular faculty 

member would be a willing advisor.  Then they should talk to their current advisor about making the change. The 

former advisor has the right to expect that any work in progress will be completed.  Once there is agreement among 

the student, former advisor, and advisor-to-be, the program director should be informed about the change. 

 

C. Financial Support:  Most students receive financial support in the form of tuition waivers and fellowships.  All 

financial support is contingent on the student's continuance in good standing with due progress as defined by the 

graduate school, the department, and by satisfactory performance of teaching and research assignments as defined 

by the department, the doctoral program to which the student belongs, and the student's advisor.  (See the Graduate 

School Guidelines for Standards of Academic Performance and Conduct, Appendix 1).  Support from the graduate 

school is typically available for four years.  Since most students do not finish their doctoral degrees in four years, 

they should begin exploring possibilities for fifth year funding as early as their first year.  There are many 

prestigious predoctoral fellowships available to graduate students; the Graduate School holds workshops each year 

on how to apply for these.  Also, professors often have available research assistantships on grants for fifth year 

students, some teaching opportunities are available through the department, and there are some departmental jobs 

(e.g., in the computer lab) that support fifth year students as well. 

 

For all students entering in Fall 2002 and later:  Each student is required to submit a grant to help support their 

research at some point during their first 4 years. This can be a federal or a private foundation grant that would 

provide stipend and/or research support.  It is important that students speak with their advisor as soon as possible 

about what grants might be appropriate to apply for and when applications should be prepared. 

 

D. Libraries and Research Support: The Emory University library system consists of seven libraries:  

The Robert W. Woodruff Library, Music Media Library (within Woodruff), Business Library (within Woodruff), 

Pitts Theology Library, Chemistry Library, Law Library and the Health Sciences Library. The two libraries of most 

interest to psychology students are the Woodruff Library and the Health Sciences Library. Both library collections 

are accessible from anywhere with an internet connection and you simply need your Emory Id number to login in 

whether in the library or in the far corners of the world. The research starting point for psychology students is 

http://www.web.library.emory.edu. Here you will find the library catalog (EUCLID), psychology databases 

(Animal Behavior Abstracts, Health and Psychosocial Instruments, Mental Measurements Yearbook, 

Medline/PubMed, PsycInfo and Web of Science,), electronic journals (EJournals@emory) and links to services and 

policies such as Interlibrary Loan. Your Emory ID is your library card and can be used to check out materials as 

well as make copies from the printers and photocopiers.  Money can be added to your card at several copy areas in 

the library.  

 

      The psychology librarian, Ida Martinez, is available to assist you with all library related questions. Idaôs  

      responsibilities include ensuring that the library has a solid collection of books, journals, and other resources to 

      support the study of psychology, providing research assistance through workshops and individual consultations and  

      informing the psychology department of library news, policies and services. Contact Ida with questions and book or 

      journal suggestions at itmarti@emory.edu or 404-712-2833.  Idaôs office is located in the Woodruff Library, Room  

      226. 
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 II .  RESEARCH AND TEACHING  

 

 

A. Research. Research is the primary focus of graduate training.  Guidance under your mentor (advisor) throughout 

your research training can take many forms, including work on his or her ongoing projects, the planning and 

implementation of new research studies, conceptual and theoretical discussions, the writing of research reports and 

grant proposals, presentation of results at conferences, and so on.  As part of your ongoing research training, you 

are required to complete three specific projects in order to obtain a Ph.D. in psychology.  The research projects are: 

a masterôs thesis, a qualifying exam, and the dissertation.  The department has deadlines for timely completion of 

the requirements for students.  (See Appendix 2)    FAIL URE TO MEET THESE DEADLINES MAY 

RESULT IN PROBATION AND POTENTIAL EXPULSION FROM THE DEPARTMENT.  Any requests 

for extensions must be made in writing to the Director of Graduate Studies prior to the deadline. 

 

The Department of Psychology fully expects all graduate students to engage in substantial amounts of research 

beyond that required for the masterôs thesis, qualifying exam and dissertation.  Although these projects are        

milestones in graduate studentsô training, the department believes that a successful student is one who takes 

advantage of a variety of research opportunities throughout their careers.  Students are expected to commit a 

minimum of 10 hours per week to research under the supervision of their advisor, although most students devote 

much more time than this.  Students are evaluated on their research progress on a yearly basis by both the program 

and the full department. 

 

B. Teaching.  Every student is required as part of their training to participate in two teaching experiences during their 

pre-doctoral years.  To prepare students for these experiences, students MUST register for the departmental 

teaching practicum (PSYC 760) in the spring semester of their first year.  During the summer after their first year, 

students participate in the Graduate School Teaching Assistant and Teaching Training Opportunity (TATTO).  The 

goal of this intensive 3-day seminar is to prepare students for all aspects of teaching.  Upon completion of the 

departmental teaching practicum (PSYC 760) and TATTO, students then serve as a teaching assistant (TATT 605) 

for one section of the undergraduate statistics lab (PSYCH 230) either in the fall or spring of their second year.  

Students then serve as a teaching associate (TATT 610) for the undergraduate Methods course (PSYCH 200) 

during the spring of their second year or the fall of their third year. Once these requirements are met, students have 

the opportunity to become teaching assistants for a variety of undergraduate courses, upon approval from their 

faculty advisor.  Students interested in pursuing these additional opportunities should speak to the chair of the 

department.  Students may also have the opportunity to take full responsibility for a course in their 4
th
 or 5

th
 year of 

study, depending on their interests and departmental needs.  Students can also apply for a Deanôs Teaching 

Fellowship for financial support during their 5
th
 year of study.  Information on these fellowships is provided in the 

Graduate School Handbook.  
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 III.  COURSEWORK REQUIREMENTS F OR THE Ph.D. 

 

NOTE THAT THESE ARE DEPARTMENTAL REQUIREMENTS.  YOUR PROGRAM MAY HAVE 

ADDITIONAL COURSE REQUIREMENTS.   

 

A. Required courses: 

 

Students are required to take a total of 13 content courses, including the following required courses: 

 

1. Advanced Statistics.  All students must take Advanced Statistics, Psychology 560 during their first semester 

at Emory.  This course begins with a survey of analysis of variance procedures and assumes, as a 

prerequisite, that students have previously taken an undergraduate course covering inferential statistics.  If 

you are not certain if you have met the prerequisite, please contact the instructor of the course. 

 

2.    History of Psychology.  All students are required to complete a one-semester course on the History of 

Psychology, Psychology 580.  This course may be taken at any time prior to the dissertation defense. 

 

3. Teaching Practicum. All students are required to complete the teaching practicum, Psychology 760, fall 

semester of their second year.  

 

4. Program Seminars.  Every semester, each program offers a weekly seminar series, in which graduate 

students, faculty, and local scholars are invited to present their recent research.  Students are required to 

register for and attend their programôs seminar series every semester, although this does not count toward the 

13 required courses. The seminar schedules from each program are distributed to all students and faculty in 

the department; students are encouraged to attend seminars in other programs.    

 

5. Breadth Requirement.  In addition to the required courses, in order to assure a broad range of knowledge, 

students are required to take a minimum of two courses outside their program.  These courses can be selected 

from those offered by the other programs in the department or may come from other departments (e.g.,  

Biology, Anthropology, Linguistics, Philosophy, etc.).  

 

B. Research Credits 

 

       Students must take a minimum of 12 credits per semester.  In any given semester in which the student does not 

       register for three content courses, they may fill their 12 credits with Research Credits: 

 

1. During the first year, students register for Directed Research, Psychology 597, which is taken for a letter 

grade. 

 

2. During the second year, when students are working on their masterôs research, they register for Masterôs 

Research, Psychology 599R.  Although students register for a letter grade, a grade cannot be assigned until 

the thesis is completed.   Thus, students receive a grade of ñPò (Progress).  Once the thesis is completed all 

ñPò grades are converted to letter grades.  

 

3. Upon completion of the masterôs thesis, students are encouraged to enroll in Psychology 797R, Directed 

Study, while completing their qualifying exam.  Students may take this as graded or as S/U. 

4. Once students have successfully defended their quals paper, students are encouraged to enroll in Psychology 

799R, Dissertation Research.   Although students register for a letter grade, a grade cannot be assigned until 

the thesis is completed.   Thus, students receive a grade of ñPò (Progress).  Once the thesis is completed all 

ñPò grades are converted to letter grades. 

 

5. Students are also encouraged to apply to Candidacy if all requirements have been met following the 

completion of the Qualifying Exam. 

 

C. Grades 

 

       All  courses taken during the first year must be taken for a letter grade, unless otherwise indicated by the instructor 

       of the course. Students may not take a grade of "incomplete" in any regularly scheduled course during their first 

       year.  After the first year, courses may be taken for a letter grade or pass/fail at the discretion of the program and/or 

       the instructor. 
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     PLEASE NOTE:   It is not possible to change your registration for any given semester after the official add/drop 

    period.  You cannot retroactively enroll in or drop courses and you cannot retroactively change from a letter grade  

      to S/U.  It is your responsibility to check your registration every semester to make sure you are correctly registered. 

 

D. Courses at other Universities: 

 

      The Department of Psychology and Emory University have arrangements that allow students to take courses at 

      specific Universities in the Atlanta area.  Please discuss these arrangements with your program head if you are 

      interested in this possibility. 

 

E. Transfer of credits from other graduate programs. 

 

       Students who have attended other graduate programs before coming to Emory may be eligible to transfer some 

       graduate credits toward their degree at Emory.   

 

A. Students wishing to waive the Advanced Statistics or the History of Psychology course, but who still plan on 

taking a minimum of 13 courses at Emory must get a waiver from both the instructor of the course and their 

program head. 

B. Students wishing to transfer credit toward their 13 course requirement must write a letter to the Director of 

Graduate Studies (DGS) stating which courses are requested for transfer, and attach a graduate transcript.  

The DGS will then petition on the studentôs behalf to the Graduate Dean.  Once the dean decides how many 

credits the graduate school will accept, it is up to the program head to determine which courses can be 

credited toward the Ph.D.  

F.  Application for Degree 

         For a degree to be conferred, an application of degree must be completed and submitted to your school dean prior  

         to the degree application deadline for the Semester you apply to graduate. (See Application for Degree, Appendix 

         8). 

 

IV.  YEARLY EVALUATION  

 

The faculty is responsible for evaluating each studentôs potential for Ph.D. level scholarship.  Research and grades are 

of the utmost importance, but we also carefully consider a studentôs performance in teaching and in all other activities 

that might bear on scholarship potential.  At the end of each Spring semester, the entire faculty meet to review each 

studentôs research and academic performance.  All students, who have not yet passed their qualifying exam, will receive 

written feedback from the Director of Graduate Studies (DGS).  In addition, any student who is considered by the 

faculty not to be making satisfactory progress will also be notified in writing by the DGS.  A studentôs association with 

the department will not be terminated without a review by the entire faculty. 

 

A. Research Performance. Evaluation and review of studentôs research progress will be the responsibility of his 

or her program.  Decisions concerning continuation of students, however, will remain the responsibility of 

the faculty as a whole.  A satisfactory evaluation of research progress during the first year will be dependent 

upon concrete evidence of research activity.    The masterôs proposal is due October 1
st
 of your second year 

and must be defended by November 1
st
 of your third year, for students entering as of Fall 1999. 

 

B. Academic Performance.  All students, following the course selection procedure noted in Section III of this 

manual, must have a minimum grade point average of greater than 3.0 (A = 4, B = 3, C = 2) in substantive  

          courses to remain in good standing.  Courses included in your GPA include all core courses and seminars.  

Courses not included in your GPA include program seminar series, research credit and lab/research meetings. 

                 Students may not take a grade of "incomplete" in any regularly scheduled course during their first year.  For 

                 the purpose of evaluation, grade point averages will be based on grades in all graduate level psychology 

                 courses.  Please note that this grade standard is higher than the minimum standard set by the Graduate 

                 School (See Graduate School Guidelines for Standards of Academic Performance and Conduct Appendix1). 

                Although graduate students may receive limited graduate credit for some undergraduate courses taken at  

                Emory, those courses will not be computed in the GPA for the first year, for students entering as of Fall, 1999. 
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 V.  STEPS IN THE COMPLETION OF MASTER'S DEGREE  

 

Students entering with a bachelor's degree are required to write a Master's thesis.  Students who enter with a masterôs 

degree should check with their program director to determine if some post Master's research project is required.  The 

Master's thesis is an original research project, supervised by a department faculty member, written up in "Master's thesis 

form" (which may vary among programs), and orally defended. 

 

Deadlines for students entering Fall 1999 or after: Your completed masterôs thesis proposal must be handed in to 

your committee by October 1 of your second year and defended by November 1 of your second year.  Your 

completed masterôs thesis must be handed into your committee by October 1 of your third year and defended by 

November 1 of your third year.  For any deadline falling on a weekend or holiday, students are required to meet 

that deadline by 5:00 p.m. of the first following weekday.  If one of these deadlines is not met, then you will be 

automatically placed on probation for 4 months (from the date of that missed deadline.)  Failure to complete the 

requirement during the probationary period will result in your case being forwarded to the full faculty for a vote on 

expulsion from the department.  Once you have been placed on probation for one missed deadline, any future failures to 

meet other Master's thesis, Quals, or dissertation proposal deadlines will result in your case being immediately 

forwarded to the full faculty for a vote on expulsion from the department. 

 

A. The Master's Proposal Meeting   
 

In general, the proposal should include an introduction to the research area and the methodology you plan to use to 

investigate your research question.  The specific format of your proposal should be discussed with your faculty advisor.  

After choosing a Master's committee, arrange a meeting time and place for the Master's proposal meeting and give each 

member on your committee a copy of your proposal at least one week prior to the meeting. Your program may require 

its approval of your committee.  (You should anticipate that it might take a minimum of one week for the program to 

evaluate your proposed committee.)  The Master's committee must be composed of at least three members, including 

the student's faculty advisor, one faculty member within the department but outside the advisor's program, and one 

unspecified member.  Additionally, at least one member must be tenured and all committee members must be appointed 

to the graduate faculty.  Thus, if the unspecified member is not currently a member of the graduate faculty of Emory 

University, the advisor must request that the DGS petition the Graduate School to temporarily appoint that member to 

the faculty.  Additional members of the graduate faculty may be appointed to the committee beyond these three 

members.  In addition to serving on the studentôs committee, committee members other than the studentôs primary 

mentor may serve as advisors to students on their projects outside the context of the proposal meeting and defense.  In 

effect, committee members can serve as secondary advisors to the student if both the student and committee member 

agree. 

 

B. The Master's Thesis and Oral Defense 

 

Information regarding the format of the thesis can be found in the Graduate School of Arts and Sciences Handbook.  

The section is titled 'Important Information for Degree Candidates.  Additionally, if you would like to receive your 

Master's degree at the end of the semester during which you orally defend your thesis, be sure to refer to the academic 

calendar for the deadline for submitting the thesis to the Dean. Before the oral defense, you should pick up a "Master's 

Degree" packet at the Graduate School Office.  This packet contains a degree application, a Report of Completion of 

Requirements for Master's Degree form (Appendix 3), a checklist for submission of thesis, and information on the 

thesis format required by the graduate school.   

 

Arrange a time and meeting place for the oral defense of your thesis. Give a copy of the completed thesis to each 

member of the committee, at least one week before the proposed oral defense.  Put an abstract of your thesis in the 

mailboxes of all departmental faculty, announcing the time and place of your oral defense.  Following the oral defense, 

your committee may recommend (or even require) that some changes be made in the manuscript.  Be sure to bring the 

Approval Sheet, printed on the appropriate paper as required by the graduate school, and the form Report of Completion 

of Requirements for Master's Degree to your oral defense.  You must complete and file these two forms, signed by all 

committee members, with the Graduate School Office.  As of Fall 2008, all theses will be submitted electronically to 

the Graduate School.  Details of electronic submission are available at (https://etd.library.emory.edu).  
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 VI.  THE QUALIFYING EXAMINATION  

 

In the Qualifying Examination (also known as "Quals") candidates demonstrate one aspect of their scholarly capabilities 

by independently preparing a critical, theoretical, and empirical review of the literature on a problem in scientific 

psychology and defending that paper before a faculty committee.  The writing of this paper and its defense before a 

committee tests the candidate's ability to: (1) define a problem of workable proportions: (2) identify the relevant 

literature, discriminating between more and less important contributions; (3) summarize and present prior work both in 

terms of its empirical detail and its theoretical significance; and (4) synthesize, evaluate and select or discover some 

contribution to new knowledge.  This final requirement may take many forms but includes: deciding which theoretical 

position is sustained by the weight of the evidence; suggesting new theories or methodologies; discovering flaws in 

methodologies or logic and suggesting ways in which they can be ameliorated; discovering gaps in the stream of 

knowledge and providing reasons why these gaps should be filled; and proposing research to address issues that emerge 

from the review.  The overall goal is to achieve the sort of paper that is regularly published in the Psychological 

Bulletin; candidates are encouraged to examine a sample of these papers in their own area to provide a model for this 

work. Candidates are free to consult their advisors and other faculty in the selection of a Quals topic. (See Appendix 5 

for recommendations from senior graduate students concerning Quals.) 

 

The deadline for submitting a proposal for the qualifying exam is the Spring semester of your third year in the 

program. For any deadline falling on a weekend or holiday, students are required to meet that deadline by 5:00 

p.m. of the first following weekday.  At the candidate's option, the examination process can be initiated at an earlier 

point in graduate study, with the provision that a Masterôs thesis proposal has been submitted and approved before 

the Quals proposal may be submitted. 

 

The qualifying examination process as a whole involves four steps: 

 

A.  The Proposal.  The proposal is a brief statement (a maximum of 4 pages - double-spaced, 12 point type, with at 

least 1 inch margins, excluding references and tables) that defines the problem area and its significance and indicates 

the scope of the literature to be reviewed.  An outline for the proposed paper and proposed list of references are 

required.  The proposal should directly address the following: 

 

(i) What is the question? 

(ii)  Are there existing theoretical approaches to the question?  If so, what are 

 they?  If not, how will you supply some theoretical perspective? 

(iii)  What are the existing data relevant to the question? 

(iv) Has there been a previous review of the question?  If so, what has happened 

 since that time to justify the current review? 

(v) What previous written work have you done on the question?  

 

 

A special form, Cover Sheet for Qualifying Exam Proposal, appended here (Appendix 4) and available in the 

department office, is used as the first page of the proposal.  In preparing the proposal, students are free to consult 

any source, including faculty members with expertise in the chosen area.  After the proposal has been approved and 

the student has had the preliminary meeting with the examining committee (see below), all subsequent work must be 

done independently. 

 

 Students submit a Quals proposal to the graduate program that is most appropriate in terms of scientific content  

      of the topic.  The procedure is to submit a copy of the proposal to each member of the program selected.  If the 

      program members feel the topic is more appropriate for another program, the student will be so informed.  Program 

      action is either to approve the proposal, tentatively approve it providing revisions are made, or reject it.  The 

      program's decisions are communicated in writing.   

 

Students are encouraged to get their proposals written and submitted to their program early in the semester so that 

there is time for possible revisions.  However, for the appropriate committee to have adequate time to review  

proposals and, in some cases, to suggest revisions, students must submit their initial proposal to the appropriate 

program no later than 5 p.m. on October 15 of the Fall semester, or on March 15 of the Spring semester.  (If 

these dates fall on a weekend, the next official school day will be the due date.)  The committee may ask for 

revisions of the proposal or even reject it if it does not seem suitable for one reason or another.  Some reasons for 

rejecting or requesting modifications of a topic are: 
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 1. The topic, as presented, has been treated recently in the literature or has 

been done for another qualifying examination. 

2. The candidate has already done a paper on this topic. 

3. The topic is covered in detail in a course taken by the student. 

4. The topic is not primarily in Psychology (the major thrust of the paper 

should have something to do with understanding behavior). 

5. The topic is too broad or narrow; i.e., as presented there is too much or 

too little relevant literature. 

6. The topic does not lend itself to a research review because its literature 

does not contain much systematic, planned research.  

 

Deadlines for decisions on proposals are November 15 for the Fall semester and April 15 for the Spring semester.  

The program will make a decision on the acceptability of the proposal within 7 days of receiving the proposal or 

revision.  A consequence of this policy is that the students must submit any requested revisions to the proposal at 

least 7 days before April 15/November 15 deadline.  There is no penalty associated with the rejection of a proposal 

submitted earlier than the Spring semester of your third year.  However, if you do not have a proposal accepted by 

April 15 of your third year, this will count as your first qualifying exam failure.  If you then do not have a 

proposal accepted by November 15 of your fourth year, this will result in your second qualifying exam failure 

and expulsion from the department. 

 

B. The Examining Committee.  When a program accepts a proposal, it suggests a possible examining committee and 

communicates this recommendation to the DGS who makes the appointments.  The examining committee will 

include two members of the approving program, and two other faculty from outside the program.  The candidate's 

advisor may not serve.  One member of the examining committee is designated "recorder" and that individual is 

responsible for communicating committee actions.  The recorder will be responsible for setting up both the initial 

and final meetings of the examining committee.  Following approval of the proposal and before the end of the 

semester (preferably as soon as possible), the recorder arranges a preliminary meeting with the examining 

committee.  Students are to make sure that each member has a copy of the approved proposal several days before 

the meeting.  The purpose of this meeting is to ensure that the examiners and candidate jointly understand what the 

candidate is planning to do.  Examining Committee members who are on sabbatical leave in the semester of the 

proposal meeting are not required to attend the meeting.  These members can choose to attend or alternatively, to 

send comments or requests for clarification to the recorder prior to the proposal meeting.  The recorder is 

responsible for arranging the final defense meeting.  Further, the recorder will be responsible for communicating 

the opinions of the committee to the student in writing after the initial meeting with the examining committee.  

After the final defense, verbal feedback is given.  A formal letter will be sent to the student from the DGS, which 

will be based on the comments from the examining committee.  The student may speak with the recorder at any 

time during the period of independent work if a problem arises.  The recorder will determine, in conjunction with 

the student, whether the committee needs to be consulted or reconvened.  If there is a disagreement between the 

recorder and the student that cannot be resolved, the situation will be brought to the attention of the department 

chair, who will attempt to serve as intermediary. 

 

C. The Paper.  Once the proposal has been approved and the student has met with the examining committee, the 

student's work in preparing the paper itself should be entirely independent.  Candidates are not to consult anyone 

else about it, either while doing the research or while writing.  (They may consult members of the Examining 

Committee if there are procedural questions.)  Candidates are not to show drafts of the paper to others or receive 

advice, even about such minor matters as formatting or spelling. The Examining Committee will expect the paper  

to be entirely the student's own work.  This is referred to as the ñrule of independence.ò  Normal and reasonable 

collegial communication between faculty and students is permissible, but students and faculty must be guided by 

principles of fairness, honesty and individual responsibility in any interaction that might ultimately be relevant to 

qualifying exam papers. Once the paper is submitted to the Examining Committee, however, the candidate is then 

free to show it to others; that is, it is legitimate to ask others to help prepare for the oral examination at that point if 

the student wishes. Frequently, senior students assist a candidate at this point by reading the paper and participating 

in a mock defense.   

 

Writing style, clarity of exposition, organization, orderliness, adequate orienting sentences, paragraph headings, 

and the like are all important.  The student should be able to produce a readable document.  The paper should not 

exceed 50 typewritten pages (double-spaced, 12 point type, with at least 1 inch margins) excluding references and 
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 tables.  Students will need to include the letterform they received during the preliminary meeting and qualifying exam 

criteria sheet with the final paper. 

  

Papers must be given to all members of the examining committee no later than 5 PM on September 1 for the 

Fall semester and February 1 for the Spring semester.  (If these dates fall on a weekend, the next official 

school day will be the due date.) 

 

D. The Oral Examination.  The oral examination takes place within two weeks after the final paper has been 

submitted.  It is the responsibility of the faculty recorder to schedule the meeting for the oral examination.  At the 

appointed time, the student meets with the examining committee for one hour.  There will be no oral summary of 

the paper and the student may not bring any reference materials other than the Quals paper to the meeting.  In the 

unusual situation that one faculty member on the committee does not attend the scheduled defense, the student will 

have the option of going forward with the exam at that time or postponing the exam to a later date when all of the 

faculty on the committee are in attendance.  Should more than one faculty member not attend the scheduled 

defense, the exam will automatically be rescheduled to a later date.  During the exam, the student will be 

questioned about the paper and the scientific issues it presents.  When this is completed, the student will leave the 

room.  Without further discussion each examiner will independently score (in writing) the examination.  The score 

is an evaluation of the written paper and the oral exam and ranges from 1.0 through 3.0 with increments of 0.1.  A 

score of 2.0 or better is considered a passing grade.  A student passes if s/he receives three or four passing grades 

and fails if s/he receives three or four failing grades.  Formerly, in the event a student received two passing grades 

and two failing grades, the exam outcome was determined by averaging the grades: passing required an average of 

2.0 or better. In the fall of 2005, the faculty approved a change in the QUALS exam scoring. Beginning with 

QUALS defenses in the Fall 2006 semester, in cases where there are two failing grades the median of the 

four scores will determine the outcome: 2.0 or better results in a pass. This change in scoring was implemented 

to lessen the impact of outlier scores. The examining committee will complete a feedback form to be given to the 

DGS, who will then send an official letter of feedback to the student.  The student can learn whether they have 

passed or failed immediately by talking to the recorder after the exam.  Students may obtain additional feedback 

about their work by meeting with the members of their committee in the days and weeks following the completion 

of Quals. 

 

E. In Case of Failure: The qualifying examination may be taken twice.  A candidate who has failed and chooses to 

take the examination again simply initiates the process a second time by submitting a new proposal by the Spring 

semester of the third year or the semester following the one in which the failure occurred, whichever is later.  The 

second qualifying examination must be on a new topic.  Whenever feasible, the examining committee will consist 

of entirely different faculty members.  A second failure of the qualifying examination, or failure to meet the April 

15/November 15 deadline for an accepted proposal in the semester following the first qualifying exam failure, will 

   result in the termination of candidacy for the Ph.D.  

  

II.  STEPS IN THE COMPLETION OF THE DOCTORAL DEGREE  

 

Students should apply for Admission to Candidacy for Doctor of Philosophy (Appendix 6) once they have successfully 

defended their Qualifying Exam and after a dissertation committee chair has been designated and a dissertation research 

plan approved.  In addition, early in the semester in which the Ph.D. is to be awarded, the student must submit an 

Application for Degree to the Graduate School Office.  The deadlines for these applications are given each year in the 

Graduate School of Arts and Sciences Handbook.  It is necessary to record accurate, complete dissertation titles on the 

application for the degree to the Graduate School; therefore, there can be no changes in the dissertation title after the 

application has been submitted.  Dissertation copies should be legible and readable.   

 

Students must complete a doctoral thesis under the supervision of, and meeting with the approval of, a faculty advisor 

and dissertation committee.  The doctoral thesis consists of a substantial program of original research that is presented 

to the faculty in writing and defended orally.  Deadline for students entering Fall 1999 or after: the deadline for 

committee approval of your dissertation proposal is March 1 of your fourth year, or 4 months after a successful 

pass of the qualifying exam (whichever is later). For any deadline falling on a weekend or holiday, students are 

required to meet that deadline by 5:00 p.m. of the first following weekday.  If the deadline is not met, the student is 

placed on probation for a period of 4 months (from the date of that missed deadline).  Failure to gain approval for the 

dissertation proposal during the probationary period will result in the case being forwarded to the full faculty for a vote 

on expulsion from the department.  If the student has previously been placed on probation for a missed deadline in 

relation to the master's thesis, then failure to submit the dissertation proposal by the deadline will result in the case 

being forwarded immediately to the full faculty for a vote on expulsion from the department. 
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 A. Committee Formation and the Dissertation Proposal Defense 

 

The specific format of your proposal should be discussed with your faculty advisor and/or your program 

director and committee.  In some cases, in addition to a traditional format, students may opt to complete a series of 

related journal articles with a substantial Introduction and General Discussion with the approval of their advisor and 

committee.  After choosing a Dissertation committee, arrange a meeting time and place for the Dissertation proposal 

defense and give each member on your committee a copy of your proposal at least one week before the meeting. Your 

program may require its approval of your committee.  (You should anticipate that it might take a minimum of one week 

for the program to evaluate your proposed committee.)  The Dissertation committee is to be composed of at least five 

members: the student's faculty advisor, another faculty member from the advisor's program, one tenured faculty 

member from the Psychology department but outside the advisor's program, and two other members unrestricted as to 

program or department.  (NOTE:  The requirement that at least one committee member from outside the advisorôs 

program be tenured was approved by the faculty in the Spring of 2006 and is in effect for all committees formed 

thereafter). Students are encouraged to appoint individuals from outside the Psychology department to serve as 

unrestricted members. All committee members must hold appointments to the Emory graduate faculty.  If the 

unrestricted member (or anyone else) is not currently a member of the graduate faculty of Emory University, the 

advisor should request that the DGS petition the Graduate School to extend an appointment to that individual.  

Additional members of the graduate faculty may be appointed to the committee beyond the requisite five members.  In 

addition to serving on the studentôs committee, committee members other than the studentôs primary mentor may serve 

as advisors to students on their projects outside the context of the proposal meeting and defense.  In effect, committee 

members can serve as secondary advisors to the student if both the student and committee member agree. 

It is desirable, but not necessary, that all committee members be present at the dissertation proposal defense. 

Importantly, selection of committees should be made with the explicit understanding that the five primary members will 

be able to attend the dissertation defense, or be able to participate in the defense via a conference call. It is the student's 

responsibility to make the arrangements for the conference call in the event that it is needed. If more than one member 

is unavailable, the orals should be rescheduled or a replacement committee member selected by the student in 

consultation with the existing committee. It is not acceptable for committee members to submit written comments on 

the dissertation in lieu of participating in the defense. Exceptions to this requirement will be made only when 

unexpected events, such as a medical emergency, prevent a committee member from attending the defense. Exceptions 

must be approved by the Chair or DGS. The requirement that committee members be present at the dissertation            

defense does not apply to any additional members beyond the requisite five. 

 

B. The Dissertation and Oral Defense 

 

Information regarding the format of the dissertation can be found in the Graduate School of Arts and Sciences 

Handbook.  The section is titled ñImportant Information for Degree Candidatesò.  Additionally, if you would like to 

receive your doctoral degree in the same semester in which you defend your dissertation, be sure to refer to the 

academic calendar for the deadline for submitting the dissertation to the Dean.  Before the oral defense, you should 

pick up a Ph.D. Degree packet at the Graduate School office.  This packet contains forms for application for degree, 

Report of Completion of Requirements for Doctoral Degree (See Appendix 7), a checklist for submission of 

dissertation, and information on the dissertation format required by the Graduate School.  Also included in the packet 

is a sample approval sheet. 

 

Arrange a time and meeting place for the oral defense of your dissertation.  Give a copy of the completed dissertation 

to each member of the committee, at least one week before the proposed oral defense.  Put an abstract of your 

dissertation in the mailboxes of all departmental faculty, announcing the time and place of your oral defense.  

Following the oral defense, your committee may recommend (or even require) that some changes be made in the 

manuscript.  Be sure to bring the approval sheet, printed on the appropriate paper as required by the Graduate School, 

and the form, Report of Completion of Requirements for Doctoral Degree, to your oral defense.  You must complete 

and file these two forms, signed by all committee members, with the Graduate School office. As of Fall 2008, all 

dissertations will be submitted electronically to the Graduate School.  Details of electronic submission are available 

from the Graduate School.  
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 VIII.  GENERAL DEPARTMENTAL INFORMATION  

 

A. Jobs.  The department receives numerous announcements of available positions for students who are seeking job 

placement.  These job openings are posted on the bulletin board in the Copy Room.   

B. Computers.  The department operates a computer laboratory consisting of several Microsoft Windows ï based and 

Macintosh personal computers equipped with word processing and statistical software and terminals for accessing 

University servers.  Psychology graduate students are welcome to use these computing facilities located in room 

405 of the Psychology Bldg. 

C. Office Procedures.  No typing, copying, or duplicating will be done for students unless it is directly related to a 

course in which they are assisting or research papers with which they are assisting a member of the faculty.  

Students have access to a copier on the 4
th
 floor and are permitted to use the copy machine in the mailroom.  (See 

Emily Stills in the main Psychology Office about acquiring a copy code.). 

Card-keys are available to graduate students that unlock the front door of the building and the graduate student 

lounge.  Please see Emily Stills for those keys.  Keys to the labs will be received from the faculty members 

themselves. 

Mailboxes for graduate students are located in the mail/copy room.  Telephone messages for students will be 

placed in student mailboxes.  To make personal calls, students are to use the telephone in the faculty-student lounge 

(Room 201) or the ñGrad Atticò (Room 407). 

D. Student Activity Fee.  The Dean of Campus Life has determined that two groups of graduate students will not be 

required to pay the student activity fee.  These are students who have completed the required tuition payment for 

their degrees (Ph.D. tuition paid) and students who, for a full semester, will be required by their program or 

approved for their program to be outside the five-county metropolitan Atlanta area.  

E. Petitioning the Faculty.   Any requests from students pertaining to academic requirements (e.g., course waivers, 

deadlines, etc.) should be put in writing to the Director of Graduate Studies (DGS).  Some requests are handled 

directly by the DGS; if the request concerns departmental policy, the DGS will bring it to the full faculty for 

discussion and decision.  

F. Evaluation of Faculty by Students.  Each semester, during the last week of classes, professors will distribute 

teacher evaluation forms to students enrolled in each of their classes.  These forms are filled out anonymously and 

returned directly to the department office.  Faculty members are not allowed to see these forms until final grades 

have been turned into the Registrar's Office (to insure that grades are not influenced by student evaluations).  After 

this, a faculty member is allowed to review student evaluations of his/her classes, and many professors use these 

comments to evaluate and improve the quality of their teaching.  Student evaluations of faculty teaching are used in 

making decisions about promotion and tenure and are thus very important.  The following is taken from the 

Statement of Principles Used for Appointment, Promotion, and Tenure in Emory College: "To be eligible for tenure 

and promotion a faculty member should combine strength in teaching and research, showing excellent achievement 

and promise in at least one of these and very good achievement and promise in the other.ò  

G.   Problems and Student Appeals.  Any problems, questions or concerns students may have about their treatment in 

the department should be brought to the Director of Graduate Studies or the Chair.  All possible precautions will be 

taken to assure student confidentiality. Should resolutions to a studentôs concerns not come from these contacts, 

students may present grievances to the Graduate School Committee on Grievances. Contact the Graduate School 

for details as to how to proceed (and see GSAS Handbook). 

H. Travel to Conferences.  Students are eligible to apply for Professional Development Funds through the Graduate 

School.  The Graduate School provides funds for conference travel and supplementary training (as well as for 

research, see below).  For conference travel, students may request up to a maximum of $650 per year with a limit 

of no more than $2500 over their Emory careers. Students who are authors on papers or posters should complete a 

travel request form available at the Graduate School website and once completed, obtain approval from their 

advisors and the DGS.  Funds for supplementary training (e.g., statistics workshops) are also available with advisor 

and DGS approval up to $2500.  Complete descriptions of funding criteria and application forms and materials are 

available on the Graduate School website (http://www.emory.edu/GSOAS/current/forms/). In addition to funds 

distributed through the Graduate School, a limited pool of funds is available through the Psychology Department.  
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 Students who have sought external funding for conference travel may apply for these funds. (See Appendix 9 for 

details).  Requests should take the form of a letter to the DGS.  Note that reimbursements can only be made if 

accompanied by receipts and submitted to the department accountant, Sheila Rotter in room 329 of the Psychology 

Bldg. 

I. Masterôs and Doctoral Research Funds.   Graduate students may apply for funds to help with their Masterôs 

Thesis and Doctoral Dissertation research expenses (note: reimbursements for post-research costs, such as copying 

theses, are not covered).  Funding requests under $2500 are approved by the studentsô advisor and the DGS and 

submitted to the Graduate School.  Funding requests that exceed $2500 are reviewed by a Graduate School faculty 

committee and awarded on a competitive basis.  Details of research funding criteria and application forms are 

available on the Graduate School website (http://www.emory.edu/GSOAS/current/forms/).  In addition to research 

funds distributed through the Graduate School, supplementary research funds are available through the 

department.  Students who have sought external funding may apply for department funds.  Requests should take 

the form of a letter to the DGS (See Appendix 9 for details). 

J. Departmental Committees.  Much departmental business is conducted via committees.  Since several of these 

committees directly concern graduate training, graduate students are selected to represent the student perspective 

on several departmental committees.  Students select student representatives to these committees early in the Fall 

semester. 
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 Appendix 2 

 

 

 

Important Dates for Psychology Graduate Students 

Fall 1999 Students and Beyond 

 

Year One 
 

Fall 

Advanced Statistics must be taken. 

 

Spring 

Enroll in Teaching Practicum, Psychology 760 

 

Summer 

Mandatory attendance of the Teaching Assistant Training and Teaching Opportunities (TATTO) program in 

August. 

 

Year Two 
 

Fall 

October 1:  Deadline for handing in Masterôs Thesis proposal to your examining committee. You cannot submit a 

Quals proposal until the Masterôs Thesis proposal has been approved.   

October 15: Can submit Quals proposal to Program for Nov. 15 approval, if Masterôs proposal was approved. 

November 1:  Deadline for successfully defending your Masterôs Thesis proposal. 

 

Fall or Spring  

Serve as a Teaching Assistant (TA) in PSYC 230 (Statistics). This is a prerequisite to the required teaching of a 

section of PSYC 200 (Methodology). 

 

Spring 

If you were a TA in PSYC 230 in the Fall, you should teach a section of PSYC 200 in the Spring. 

February 1: Quals paper due if proposal was approved in November. 

March 15:  Can submit Quals proposal for April 15 approval. 

 

Year Three 
 

Fall 

If you were a TA in PSYC 230 in Spring of year two, you should teach a section of PSYC 200 this Fall. 

September 1: Quals paper due if proposal was approved in April. 

 

October 1:  Deadline for handing in Masterôs Thesis. 

October 15:  Can submit Quals proposal to Program for Nov. 15 approval. 

November 1:  Deadline for successfully defending your Masters Thesis. 

 

Spring 

February 1:  Quals paper due if proposal was approved in November. 

March 15:   Can submit Quals proposal to program for April 15 approval.   If not approved, counts as first Quals 

failure. 

 

Year Four 
 

Fall 

September 1: Quals paper due if proposal was approved in April. 

October 15:   Deadline for 2
nd

 Quals proposal for Nov. 15
th
 approval if initial proposal was not approved.  

November 15: Second and absolute last deadline for Quals approval. If not done, the result is expulsion. 

      

           Spring 

      February 1: Deadline for Quals paper. 

      March 1:  Deadline for approval of Ph.D. dissertation proposal, or 4 months after passing Quals, whichever is later. 
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APPENDIX:  SAMPLE COVER SHEET FOR QUALIFYING EXAM PROPOSAL  

 

Name: 

 

Program: 

 

Academic Advisor: 

 

Members of Masters Committee: 

 

Master's Thesis Title:  (Please attach abstract) Date Proposal Accepted 

 

Doctoral Dissertation Title:  (Please attach abstract) 

 

Title of Qualifying Examination: 

 

Description of Qualifying Examination Proposal (Please attach) 

 

Have you ever treated this topic in any previous assignment or work?  Yes_____ No_____.  If yes, please explain how 

the present proposal will be an independent effort. 

 

 

 

 

 

  

 

Date:  Signature: 

 

  

 

 

Committee Action: 

 

Name of Committee: 

 

 

Comments: 
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       Advice on the Qualifying Exam from Senior Graduate Students 
 
         Suggestions for topic selection and proposal prep: 

 

 Start early ï simply talking to friends, lab mates, and faculty (including, but not restricted to, your advisor) can 

be useful. 

 

 Keep a running list of potential ideas ï you are likely to go through many before settling on one. 

 

 Plan something manageable that has enough literature 

 

 It is a good idea to choose a topic related to your future research or one that will expedite your dissertation 

proposal-writing.   

 

 Obtain examples of successful proposals and papers to get a better sense of the whole process. 

 

 Stay focused as you explore topics ï donôt get too ambitious and try to tackle a topic that is too large or 

diffuse.   

 

 Try not to compare your style/plan with those of other students doing quals ï it will likely only stress you out. 

 

 Talk to more experienced mentors and good mentors in the department - they likely have sound advice. 

 

 Talk to people who are likely to be on your committee, given the topic or area that you are considering. 

 

 Get as much input as possible beforehand and make sure to constrain the topic so that it is manageable. 

 

 Work hard on the outline and proposal so that you can get as much feedback as possible early on ï an outline 

is a way to provide more details of your planned paper that wonôt fit into the proposalôs length limits.   

 

 An outline, with planned allotted pages will help prevent you from getting overwhelmed or paralyzed by 

anxiety ï it will just seem like several smaller papers, and you can always just work on a ñpieceò 

 
 

For the writing process: 

 

 Start the actual writing part early ï write a little each day ï it will help you organize your thoughts rather than 

reading, reading, reading, and then trying to write it all at the very end.   

 

 Back up your writing very regularly and in several locations. 

 

 Keep track of what advice your committee gave you in your initial meeting and make sure you include all of 

those items. 

 

 If, as you write the paper, an unexpected question or issue arises that causes you to rethink your approach, 

donôt hesitate to contact your recorder for advice. 

 

 Obtain examples of successful quals papers ï all completed quals are available in the Psychology office. 

 

 Do write close to the 50 page limit. 

 

 Be very familiar with each study that you cite in your paper. 

 
 Point our areas that need to be addressed and suggest experiments that should be done ï this is often an 

extremely important part of the paper. 

 
 Point out why the area you have chosen is an important one. 
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  Know more about the background than what you put into your paper ï be able to talk more broadly about the 

topic. 

 

 Finish it early so that you are able to set it aside and then come back to it after some time away ï this way you 

will catch more spelling or grammatical mistakes and any formatting problems. 

 

 

For the defense: 

 

 Do a mock defense (or even two).  Get individuals outside of your topic area, too, because they will be more 

like the make-up of your committee! 

 

 During the defense, make sure to acknowledge each committee member and engage each one 

 

 Try to be very articulate and answer each question honestly ï if you donôt know, say so, but do discuss what 

you know.  

 
 Sometimes the faculty talk a lot ï donôt try to speak over them, just let them finish and then respond. 

 

 Even though it is a defense, do not be overly defensive. 

 

 Be formal, and thank everyone. 

 

 Defend your ideas, but donôt be afraid to acknowledge that there are alternatives you might not have 

considered. 
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