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College of Liberal Arts Graduate Program Procedures
I. DEGREE PROGRAM FORMS, THESIS TITLE FORMS, PRELIMINARY AND FINAL ORAL COMMITTEE FORMS AND SUBSTITUTIONS, DEGREE PROGRAM FORM CHANGES

Degree Program Forms: Due to the Graduate School Transition, the GS no longer maintains membership levels (e.g. Senior Member) for faculty on the List of Faculty with Graduate Education Responsibilities. For that reason, our office will confirm the membership levels of the committee members proposed to serve on preliminary oral and final exam committees and forward the form to the Graduate School for final approval. 
Procedure: The original completed form should be sent to the CLA Office of Graduate Programs (attn: Wendy Friedmeyer) for approval. Please do not send a copy to the Graduate School; doing so only creates confusion. Our office will forward the original Degree Program Forms to the Graduate School. We will also keep a copy for our records. Once the Graduate School receives and approves the form, the Graduate School will send a .pdf copy of the form to the student and photocopy of the form to the department DGS. The photocopy may take 3-4 weeks to arrive since they are mailed in batches about every two weeks. But, the student should be notified as soon as the Graduate School has completed the approval process.
Thesis Title Forms: Original completed forms should be sent to the CLA Office of Graduate Programs (attn: Wendy Friedmeyer) for approval. Please do not send a copy to the Graduate School; doing so only creates confusion. Our office will forward the original forms to the Graduate School. We also will keep a copy for our records. Once the Graduate School receives and approves the form, the Graduate School will send a .pdf copy of the form to the student and photocopy of the form to the department DGS. The photocopy may take 3-4 weeks to arrive since they are mailed in batches about every two weeks. But, the student should be notified as soon as the Graduate School has completed the approval process.

Appointing Faculty External to the University to Committees: Detailed instructions for appointing preliminary and final oral committee members from outside the University are found at the CLA Intranet Graduate Programs webpage (http://cla.umn.edu/intranet/grad/).

Petitions for Degree Program Form Course Change requests: If a student wants to change a course on their degree program form, continue to submit completed Petition Forms designating the change to the Graduate School. The Graduate School will notify the student that the change has been approved.    

Committee Change requests:  Committee Change requests still should be sent by email directly to the Graduate School for approval. Please copy CLA (fried053@umn.edu) on the change request. List the original committee and their roles and the new committee and their respective roles in the email as well as 1 or 2 sentences explaining the need for the change. Due to staffing reductions at the GS, it may take up to 3 weeks for the change to appear in UMReports. 

Emergency Committee substitutions: Continue to call the Graduate School Directly: (612) 625-5833. Once approved, please send CLA an email (fried053@umn.edu) indicating who was deleted and who was added.
Signed Preliminary and Final Oral Examination Forms:  Continue to submit the original, signed preliminary and final oral examination forms to the Graduate School within 24 hours of the exam.
Language Certification:  Follow Graduate School procedures http://www.grad.umn.edu/current_students/forms/gs83.pdf
II. GRADUATE FACULTY

Adding new faculty to the Graduate Faculty roster

Using previous Graduate School membership criteria, DGSs should submit names and levels of membership to the CLA Office of Graduate Programs by email (to fried053@umn.edu) and also submit the name to the Graduate School, per the Graduate School’s online form. The faculty form asks for the faculty member's name, home campus and graduate program for which the submission is made.  The information is still routed electronically to the DGS for his/her approval.  The online system automatically sends names to the Graduate School's Systems and Data Management Office once the DGS approves the information in the online form. CLA also maintains a list of graduate faculty on its Graduate Program’s web page (http://cla.umn.edu/intranet/grad/); CLA will update this page as new faculty are approved for graduate status.
Changing the membership level of Graduate Faculty

Using previous Graduate School membership criteria, DGSs should submit names and the new levels of membership to the CLA Office of Graduate Program (fried053@umn.edu ). We will make these changes to the CLA Graduate Faculty roster (available on our web site). These changes do not go through the Graduate School.

Removing Graduate Faculty from the roster

Please submit the faculty member's name and the program name to the CLA Office of Graduate Programs and we will remove the name from our roster. We in turn will notify the Graduate School that the faculty name should be removed from their roster. 

Retaining Departing Faculty on Student Committees

If a faculty member with Graduate faculty status is leaving the University (i.e., retiring or accepting employment elsewhere) and wishes to fulfill current commitments to serve on preliminary and final oral committees to which he or she is already assigned, and if departments wish to have the departing faculty continue in this role, then a letter of agreement between the faculty member and the department must be prepared by the department and submitted to the college.  The letter of agreement should a) stipulate that the departing faculty member agrees to continue to serve on committees to which she or he has currently been appointed, b) list the names of the students, c) the committee (e.g., preliminary or final oral), and d) the role (e.g., advisor, member, reader, inside, outside) she/he will fulfill.  The agreement must stipulate that neither the college nor the graduate school will pay travel expenses or an honorarium. This letter of agreement should be submitted to the Associate Dean for Research and Graduate Programs (attn: Wendy Friedmeyer) with a copy to CLA Associate Dean for Faculty. 
Once all committee assignments at the time of departure are completed, the department may consider inviting the individual to be appointed as an On-Going External Faculty Member.  These procedures are found at http://cla.umn.edu/assets/doc/ohr_42177.pdf. The department is not obligated to continue the association with the departed faculty member once the original committee assignments are complete. 
III. NEW COURSES, CHANGE IN PROGRAMS, NEW PROGRAMS
These functions will be integrated into the current process used for CLA undergraduate courses and programs.  For Graduate Program information and processes, please contact Wendy Friedmeyer (fried053@umn.edu).  Once the procedures are finalized they will be posted on the CLA Graduate Programs webpage (http://cla.umn.edu/intranet/grad/).
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