	STEPS
	TIMELINE
	PROCEDURE
	√

	First Meeting with Advisor
	1ST semester
	Discuss requirements and timeline for PhD
	

	Initial “PhD Program Proposal” or “DrPH Program Proposal” is due with all “Transfer of Credit” and “Waiver of Required Courses.”
	8th week of second semester
	“Program Proposal” should be filled out in consultation with academic advisor and turned in to Iraida.  The program proposal can be found at http://www.uic.edu/sph/students_forms.htm 
	

	Student must complete and maintain IRB Training 101 and HIPPA
	2nd semester
	Instruct student to go to OPRS’s website: http://tigger.uic.edu/depts/ovcr/research/protocolreview/irb/index.shtml 
	

	All core, major, elective and collateral courses must be completed.
	Prior to sitting for the prelim exam
	Consult with student 1-2 times per semester.
	

	Teaching Experience if waiving, must be noted on “Program Proposal”
	Determined with advisor
	For those students without prior graduate instructional experience, they are required to teach in a classroom.
	

	Begin Preparation for prelims
	Begin preparation at least 1 semester prior to prelims
	Meet with advisor to begin planning and to process the committee recommendation prelim paperwork.  Students please go over the policy for the preliminary exam on blackboard. Once the graduate college approves the committee the Examination Report Form will be created and sent to the division.  Please note this form takes about 4-6 weeks to process so student should see Iraida at least 5-6 weeks in advance. 


	

	STEPS
	TIMELINE
	PROCEDURE
	√

	Selection of preliminary examining committee.  A minimum of 5 faculties, of whom at least 3 are UIC Graduate College faculty with full membership, and 2 of whom, must be tenured or tenure track.  The chair must be a full member of the UIC Graduate College faculty.
	The semester prior to sitting for the exam
	After agreement with student, each faculty member should be contacted to confirm his or her agreement to sit on the committee.  Student must complete the Committee Recommendation form  http://grad.uic.edu/pdfs/CommRecForm.pdf  check of Prelim and return form to Iraida.  Please note the graduate college takes about 4-6 weeks to process this form so turn in the form to Iraida at least 6 weeks in advance.
	

	A meeting with all the committee members and student to confer about testing structure (i.e. in-class, take-home, etc.) and test date for written and oral portion of the prelims.
	At least 1 month prior to sitting for the exam
	The student should ask the committee members for their availability.  Dates should be agreed upon for the written and oral portion of the preliminary exam.  Chair should email Iraida after the meeting so she can schedule the room and confirm that the Examination Report Form has been received.
	

	Written portion of the preliminary exam
	Taken the semester after course work has been completed
	Student must be registered for the semester he/she is sitting for the exam. (It could be IPHS 599; it doesn’t have to be a class)
	

	STEPS
	TIMELINE
	PROCEDURE
	√

	Oral portion of the preliminary exam.
	No more than 1 month after the written portion of the prelims
	Committee must sign “Examination Report Form” and returned to Iraida for processing.
	

	Select Dissertation Examining Committee- 5 members, at least 2 of who must be tenured faculty members and 1 must be outside EOHS. Dissertation Chair should be from the student’s division and a member of the UIC Graduate College faculty.
	After passing the preliminary exam and prior to defending the dissertation proposal.
	Student must complete the Committee Recommendation Form and turn in the form to Iraida for processing.  Note it takes graduate college 4-6 weeks to process this form.  Also, a CV must be submitted for any committee member outside of UIC.
	

	Obtain copy of Graduate College Thesis Manual
	
	It can be accessed at  http://grad.uic.edu/pdfs/thesismanual.pdf
	

	STEPS
	TIMELINE
	PROCEDURE
	√

	Meeting with committee
	Prior to student defending proposal
	Student and committee should come to agreement on dissertation topic.
	

	Draft Dissertation Proposal
	
	Generally consists of the first 1-3 chapters and literature review.
	

	Defend Dissertation Proposal
	Recommended to student within 1 year of sitting for his/her preliminary exam
	“Dissertation Proposal Approval” form http://www.uic.edu/sph/students_forms.htm  must be signed off by all committee members and returned to Iraida for further processing
	

	IRB Approval
	After the proposal is approved and prior to data collection
	Student should submit 1-2 months prior to beginning of data collection.  IRB must be submitted for review by SPH prior to UIC approval  http://tigger.uic.edu/depts/ovcr/research/protocolreview/irb/index.shtml 
	

	STEPS
	TIMELINE
	PROCEDURE
	√

	Data Collection
	Usually student should begin after IRB approval
	
	

	Data Analysis
	Student should begin after collecting data
	
	

	Student should keep in touch with advisor and committee
	Meet at least once a semester with student
	Committee should be informed about student’s progress or lack thereof
	

	Draft Dissertation (Student may submit many drafts)
	As frequently as student or the committee wishes
	Inform student to give faculty at least a month to read and respond to him/her.
	

	STEPS
	TIMELINE
	PROCEDURE
	√

	Dissertation Defense
	The semester prior to graduation or semester of graduation
	Student must be registered for the semester of his/her defense. Student is responsible for setting up the meeting.  The student must see Iraida for scheduling of the room.  Student obtains Examination Report and Red Borders from Iraida.  All committee members must sign off on forms and then they need to be returned to Iraida for further processing.
	

	Students should make any changes suggested by committee and check dissertation for correct formatting.
	Must be submitted by the deadlines posted on the SPH website http://www.uic.edu/sph/osa_dates.htm 
	Student should obtain the checklist from the thesis manual.  Student must submit all forms and dissertation must be turned into Julie Kong’s office (SPHPI Room 1154; jckong@uic.edu) for format approval and final approval prior to Graduate College deadline.  http://www.uic.edu/sph/students_thesis.htm 
	

	Student submits “Intent to Graduate” and an updated “Program Proposal”
	Student must submit by the last day of class, the semester prior to graduating 
	Instruct student to use Student UIC Web-for-students to complete the intent to grad form.  Also, the program proposal should be reviewed for any changes.  The program proposal needs to be turned into Iraida’s office.
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