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Overview

 Where to access Petitions and Other Forms

o Petition: Assistantship Policy (ASST)

o Transfer of Graduate Credit Towards a Doctoral Degree
(TRANS)

o Petition: Course(s) Exceeding Time Limitation (TIME)

o Doctoral Degree to Interim Master’s Degree Request (INTRM)

o Change from Doctoral to Master's Degree (CHANGE)

o Graduate Student Course Add Form (ADD)




Overview Continued
o Leave of Absence for Doctoral Students (LOA)/Leave of

Absence Extension Request for Doctoral Students (LOAX)

o Petition For Waiver of University Wide Requirements (PET)
o Voluntary Withdrawal from University (WITH)

o Permission For Enrolling In Undergraduate Courses While A

Graduate Form (PEUC)
o Change of Grade Form (COG)




Where to access Petitions & Other Forms

m Ornentation GRAD.Space CurrentStudents Tuition & Funding Postdoctoral Affairs AboutUs News

The Graduate School

resources

» Automated Student Access Program (ASAF)

B Graduats Catzlog

The Graduate Schoo! is committed to advancing academic
excellence in graduate and postdectoral education and
training. We have several departments that can assist you with
questions regarding professional development activities,
administrative processes, and graduate student success
initiatives,

Office Hours: 8 AM. to 5 P.M., Monday through Friday
Campus Location: GSR 2,116

Phone:210-458-4331

Questions regarding admissions, transcripts and recruiting,

1tan

fudent:

o
2
faculty/staff resources

UTSA is an emerging res2arch university and one of the fastest-growing public universities in Taxas. Our top-tier yrfversity currently offers over 100 graduate programs across our
colleges including: Carlos Alvarsz College of Business, Collegs of Education and Human Devalopment, Margi=and Bill Klesse Collzge of Enginsering and Integrated Design, Collegs of
Liberal & Fine Arts, College of Health Community and Policy, College of Sciences and the School of Daga’Science.

Excellence, innovation. and creativity are abundant at our University. A prime example of th#€1s UTSA's recent ranking as one of the bast young universities in the nation by Times Higher
Education. UTSA has also been recognized as 2 Global Leader and highly rankad the pegt University for Vaterans by Military Times and “Best of the Bast™ U.S. universities for Hispanics
African-Americans and Females by the =ispanic Network Magazins.

Graduate Council ) Propose and Evaluate »

Mentoring >

Petitions and Other Forms

Doctoral Committee Forms Institutional Training Grant Resources >

Graduate Reinstatement Forms

Graduate Faculty Special and Adjoint Membership Forms

Petitions and Other Forms Deadlines

Faculty/Staff




Where to Access Petitions & Other Forms Cont.

Petitions and Other Forms

Doctoral and Master's Forms

Ass

istantships: Students requesting reduced course load or on academic probation must submit this petition to hold an assistantship.

Course(s) Exceeding Time Limitation: This form is required to approve courses that have exceeded either the Master's (6 year) or

Doctoral (8 year) time limitation.

Graduate Student Course Add Form: Doctoral/Master's student to add a course for any of the following: (1) ASAP registration has
closed, requiring Department Chair and Instructor signature. (2) One Month after Fall/Spring Semester Census date has passed
requiring Departmental, Academic College, and Graduate School Approval. (3)10 Days after Summer Term Census requiring
Departmental, Academic College, and Graduate School Approval. (4) Student is unable to add Undergraduate course for
Undergraduate credit due to Graduate level restriction. (5) Class does not have an active Waitlist. (6) Prepayment has not been

received prior to Census date.

Petition for Waiver of University Wide Requirements: This form must be completed in order to petition to waive university wide

requirements.

Voluntary Withdrawal from a Graduate Degree Program: This form should be completed by the student when he or she wishes to

withdraw permanently from a graduate degree program. Once this request is approved, the student must reapply and be readmitted

to UTSA to resume graduate enrollment.

Doctoral Forms

Change from Doctoral to Master's Degree: This form must be completed to change a student’s level from Doctoral to Master's. Changes

in level are permanent--should a student wish to return to their original doctoral program after the change in level has been

approved, they must reapply to the doctoral program.

Doctoral Degree to Interim Master's Degree Request: This form must be completed to request an Interim Master's Degree for a student

currently in a doctoral program.

Leave of Absence for Doctoral Students: Students enrolled in a doctoral program may apply for a leave of absence each term (Fall or

Spring), not to exceed one year, when events such as illness or injury, active military service, or the need to provide care for a family
member prevent active participation in the degree program. A Leave of Absence Request should be submitted no later than or during
the semester prior to the requested leave. In the event that this is not possible, the request should be submitted as soon as the

student is aware that he or she will not be able to register for any given semester.

Leave of Absence Extension Request for Doctoral Students: Students must currently be on an approved Leave of Absence in order to

request an extension. The total time for a leave of absence may not exceed one year throughout the degree program. Under no
circumstances may a leave of absence be applied retroactively.

Transfer of Credit towards Doctoral Degree: Students are expected to complete all coursework at UTSA. Exceptions require completion of

this form and must meet conditions for transfer of credit.




Petition: Assistantship Policy (ASST)

Quick Points

* Department will need to complete form and route the college for Graduate UTSA The Graduate school

School approval.

° Deadhnes PETITION: ASSISTANTSHIP POLICY

o Fall: November 1st STUDENT INFORMATION

o Spring: April 1st S —

o Summer: July st o | o
« ASST for FFDR Students: Is needed when Full-Time Fully Funded Doctoral JUSTIFICATION -

Student(s) hold an assistantship and are requesting to be under enrolled in 9
SCH for Fall and Spring semesters and 3 SCH for Summer semester.

GRADUATE ADVISOR OF RECORD OR DOCTORAL COMMITTEE CHAIR

o ASST for All Other Students: Is needed when Graduate Student(s) hold an - S

assistantship and are requesting to be under enrolled in 6 SCH for Fall and DEPARTHENT CHAR |
ir, Signature Date —Aoprove L Disapprove

Spring semesters. S

» ASSTs will also need to be submitted if the student is on Academic Probation. S e SemeTosmoe

. ’ . . o DEAN OF THE GRADUATE SCHOOL

* Under enrollment in the student’s graduating semester is a one-time approval - L T——

request.

Comments:

* International students will also need to confirm with Global Affairs that they are

Revised: July 2024

allowed to be under enrolled based on the type of Visa they hold.

Policy on Assistantships HOP Policy on Assistantships



https://graduateschool.utsa.edu/tuition-funding/assistantships/
https://www.utsa.edu/hop/chapter4/4.09.html

Transfier of Graduate Credit Towards Doctoral Degree (TRANS)

Quick Points Y
* Department will need to complete form and route the college for Graduate TRANSFER OF GRADUATE CREDIT TOWARDS DOCTORAL DEGREE
School approval | UTSA, T Sraduate school
* Deadlines:
TRANSFER OF GRADUATE CREDIT TOWARDS DOCTORAL DEGREE
o Fall: November Ist T
O Sprlng: Aprll 1St mmrdszpdegmemannﬂmin;?uﬁmnan'mbelnznsferrzg. I )
STUDENT INFORMATION
o Summer: July st I I
 TRANS forms are utilized when the department would like to transfer in e =
graduate level courses to apply to the student’s catalog. e oo o oot
) . . . APPROVALS It I5 required fo aftach franscrplfs), the syliabus or course gescription, and evidence that the uniersiTy whers the course was faken [s accredien!
* Transcripts and Syllabi/Course Descriptions must be attached to the form it compn]  COURSES TO BE TRANSFERRED
before moving forward. B e B e i =l R g -
[C G 5320 } _ BA 5 Saction w_
* Programs that offer a post baccalaureate and post graduate POS must adhereto| e |+ | | L e
e Seeton
the appropriate POS. Sepaiment G, Sine _—
Cataog
* Courses that were used towards another doctoral degree cannot be transferred | == === 2o
and applied to the student’s current POS. o o
= Saction
* Only graduate level courses earned at a “B” or higher qualify for transfer. Ve Pt o e P
« If UTSA courses need to be changed from 02 to 03, a TRANS request will needto| e
be submitted. =
* The cowrses Wsted above must have & grade of B or bedter, be from an accrediied University, and nol Nave been wssd in another degree program.

Policy on Transfer of Credit: Graduate Catalog Policy

10


https://catalog.utsa.edu/graduate/doctoraldegreeregulations/transferofcredit/

Petition: Course(s) Exceeding Time Limitation (TIME)

Quick Points
* Department will need to complete form and route the college for Graduate

School approval.
Deadlines:

o Fall: November 1st
o Spring: April 1st
o Summer: July Ist

TIME form is used when the course exceeds the below time limit:
o Doctoral - 8 years

Course name, number, title, semester taken, and grade earned should match the
Banner SHACRSE screen.
The department will need to provide the anticipated semester

and year of when the student will graduate.
 LOA & LOAX will have an effect on the course exceeding the time limit.

Policy on Doctoral Time Limitation: Graduate Catalog Policy

PETITION: COURSE(S) EXCEEDING TIME LIMITATION

GRADUATE AD

= |
Graduate Agvisor of R

Comments:

DEPARTMENT

= |
Department Chair, Sigy

Comments:

ASSOCIATE DE]

LSRN
Associate Dean, Signa

Comments:

DEAN OF THE (
[

Vice Provest and Dear

Revised July 2024

UTSA The Graduate School
The University of Texas at San Antonio T~

PETITION: COURSE(S) EXCEEDING TIME LIMITATION

Name

Degree Program

COURSE(S) EXCEEDING TIME LIMIT

Justification:

Banmner IDY

Anticipafed Graduation Date
__Master's || Doctoral

Course/Number Name of Course

Semester Taken Grade

Example: EDU 5003 Research Methods

Fall 2004 A

DEPARTMENT COMMITTEE MEMBERS

Name Signature

Approve Disapprove

Example: Henry Ford Henry Ford

EDU 5003

11



https://catalog.utsa.edu/graduate/doctoraldegreeregulations/completingthedegree/#:~:text=Time%20Limit%20for,Graduate%20School.

Doctoral Degree to Interim Master’s Degree (INTRM)

Quick Points

Department will need to complete form and route the college for Graduate
School approval.
Deadlines:

o Fall: October 15th

o Spring: March 15th

o Summer: June 15th
INTRM form allows a doctoral student to be awarded a Master's degree while
they are pursuing their PhD.

An approved Master's POS, QUAL, Transcript/Unofficial Transcript or SHACRSE &
SHATERM Banner screen must be attached before sending forward,

o Certification of Removal of Conditions, Petition of University Wide

Requirements, and Transfer of Credit are applicable when needed.

INTRM request cannot be awarded retroactively.

INTRM request cannot be awarded in the same semester or after the student
has earned their PhD.
Courses for an INTRM request have to be within the 6 year time limit to apply

towards the Master's Degree.

Policy on Interim Master’s Request: Graduate Catalog Policy

lm The Graduate School
The University of Texas at San Antonio

DOCTORAL DEGREE TO INTERIM MASTER'S DEGREE REQUEST

The following items must be attached to this form
] Approved Program of Study for the Master's Degree
| Certification of having passed the Qualifying Exam
] TranscriptiUnofiicial Transcript or SHACRSE &
SHATERM Banner Screens

STUDENT INFORMATION

The following items can be attached if applicable

] Certification of removal of any conditions imposed on admission
[ Petition(s) of University Wide Requirements for substitutions

[ Approved Transfer of Credit form

Name Banner ID

Date

Intemnational Student? “JYes [ Mo MNOTE: intemational students must contact the Office of Intemational Programe before changing their degree.

INTERIM MASTER’'S REQUEST
Courses counted toward the Masters degree may also be included in the overall requirements for the doctorale, but may not be used
towards a second Masfer's degree.

Highest Degree Eamed: Program:
Current Degree: in beginning

Example: Ph.D. Program Conceniration (if applicable) Termn
Interim Master's: in graduating

Example: M.S. Prograrm Caoncentration (if applicabls) Term
APPROVALS
[ —_ —

_ Approve _| Disapprove
Print Name Date

Graduate Advisor of Record, Signaiure
[~

] Approve [ Disapprove

Degari.rmnf Chair, Signature Print Name Date

] Approve ] Disapprove

Associate Dean, Signature Print Name Date

THE GRADUATE SCHOOL

Based on the Caollege’s recommendation, | hereby

[ Approve ] Deny the request.

Vice Provost and Dean of The Graduate School Date

Revised July 2024

12



https://catalog.utsa.edu/graduate/mastersdegreeregulations/degreerequirements/#:~:text=Subject%20to%20the%20six%2Dyear%20time%20limitation%2C%20the%20student%20must%20%C2%ADsatisfactorily%20complete%20all%20coursework%20as%20specified%20in%20his%20or%20her%20discipline%E2%80%99s%20program%20of%20study%2C%20and%2C%20if%20Option%20I%20is%20selected%2C%20must%20satisfactorily%20complete%20the%20thesis%20as%20outlined%20in%20the%20Options%20for%20Master%E2%80%99s%20Degrees%20section%20of%20this%20chapter.

Change from Doctoral to Master’s Degree (CHANGE)

Quick Points

Department will need to complete form and route the college for Graduate
School approval.
Deadlines:

o Fall: November 1st

o Spring: April 1st

o Summer: July 1st

CHANGE form allows a doctoral student to change from pursuing a doctoral

degree to a master's degree.
CHANGE requests cannot be applied to the student’s profile retroactively.
Once a CHANGE request has been approved, it is a permanent change. The

student will have to reapply to the PhD program if they wish to pursue their
doctoral degree.

Policy on Change Request: Graduate Catalog Policy

Imme Graduate School
The University of Texas at San Antonio ™~

CHANGE FROM DOCTORAL TO MASTER'S DEGREE

This request is for students who wish fo permanently change their level from the doctoral degree to the

master's degree

STUDENT INFO

. This formis to be completed by the department.

Name

Intemational Student? ] Yes INo

NOTE: intemational st

RMATION
Banner ID
Date
udents must contact the Office of International Programs before changing their classification

CHANGE IN CLASSIFICATION

Please note: A change from the doctoral level fo the master’s level is permanent. Should a student wish fo refumn

to his or her original (doctoral) program after the request has been approved, he or she must reapply to the doctoral

program.

T Student has been notified of the above palicy.

Current Degree: in
Example: Ph.D. Program

Change to: in

Example: ML5. Frogram
Effective Term: Fall Spring Summer Year
Term of Expected Graduation: Fall Spring Summer Year:
APPROVALS
[C
Student, Signature Print Name Date
(—
Graduate Advisor of Record, Signature  Print Name Date
(—
Department Chair, Signature Frint Name Date
(—
Associate Dean, Signature Print Name Date

THE GRADUATE SCHOOL

Based on the Colleg

e's recommendation, | hereby ] Approve ] Disapprove

Vice Provost and Dean of The Graduate School Date

Revised July 2024

] Approve ] Disapprove

] Approve _ Disapprove

] Approve ] Disapprove

13



https://catalog.utsa.edu/graduate/mastersdegreeregulations/degreerequirements/#:~:text=Subject%20to%20the%20six%2Dyear%20time%20limitation%2C%20the%20student%20must%20%C2%ADsatisfactorily%20complete%20all%20coursework%20as%20specified%20in%20his%20or%20her%20discipline%E2%80%99s%20program%20of%20study%2C%20and%2C%20if%20Option%20I%20is%20selected%2C%20must%20satisfactorily%20complete%20the%20thesis%20as%20outlined%20in%20the%20Options%20for%20Master%E2%80%99s%20Degrees%20section%20of%20this%20chapter.
https://catalog.utsa.edu/graduate/doctoraldegreeregulations/admissiontocandidacy/

Graduate Student Course Add Form (ADD)

Quick Points
« Students will need to complete form and department will route
to the college for Graduate School approval.
 ADD forms are sent for Graduate School approval if the census
date has passed and the student needs to be added to a course
or if the student was dropped for non-payment.
o Aletter from either the student or the department must be
attached explaining why they would like to be added to the

course.
 ADD forms are also used if the student is are trying to register for

a course but are unable to due to level restrictions.

Policy on Late Registration: Student Policy

m The Graduate School
The University of Texas at San Antonio

GRADUATE STUDENT COURSE ADD FORM

DocloralMasier's student to add 1. ASAP registration has closed, requiring Depariment Chair and Instruclor signature.

a course for any of the following: 2. Afler Semester Census date has passed requires Deparimental, Academic College, and Graduate

Schoal Agprowval.

3. Student is unable o add Undergraduate course Tor Undergraduate credit due to Graduabe level
resiniction.

4. Class does nal have an active 'Waillisl.

5. Prepayment has nol been recsived priar 1o Census dabe.

Mavme meyUTSA ID
Phons Email

Term: |Fall [ Speing ] Sumimer Yeaar __|

CRN. Subjact Course & Saction #
HOTICE TO STUDENT: Oree all signatures are ablainad, submil form (o the Ore Siop Enralimeant

Center for Processing. Losations: Main Campus JPL 1.01.04  Dawnbown Campus FS 1.500

MOTE: Even il all sigralures ans oblaired, you cannol be added if dass capacily if reachad

APPROVALS

REQLUNRED UNTIL CLOSE OF BUSINESS ON CENSUS DATE:

Dat
Instrucion, Signadurs Priri Nare =
Draparfment Chair, Sigralure Print Mame Date
NOTICE TO INSTRUCTOR AMD CHAIR: By signing you are aulharizing the enroliment of the student ino She section induding
overriding all resticions | pre-requisile, major, dosed classes) EXCEPT fire code and fiscal holds that prevent registration.

Sludeant, Signafurs Prird Narms Daj

REQUIRED OMLY AFTER CENSUS DATE: Approval signatures and justification memo. NOTE: After Cansus day, you are required ba
1. obfain approvals fram the colege and uriversity and 2. wiite and aftach a mema explaining why you wanl to add a dass o kale in the
semester. The class will only be added if thare is a credil on your accounl far this course and classroom capacity has nol been reached.

Dafe
Dean of Collegs, Sigrafure Friat Name

Dean The Graduste School, Signature Prrirat Mams Date

* Fiscal Services Stamp for prepayment {only necessary after census date)

OFFICE USE ONLY

One Stap lniiais Dale: Capacity.

14



https://catalog.utsa.edu/policies/generalacademicregulations/registration/

Leave of Absence (LOA)/ Leave of Absence Extension (LOAX)

Quick Points
e Student must complete the form(s) and obtain signatures and route to

department for The Graduate School approval.
Deadlines:
o Fall: November 1st
o Spring: April 1st
o Summer: July st
Leave of Absence (LOA): Is applied for one semester under special

circumstances. Funding may be affected, encourage student to reach out to the
Office of Financial Aid.

Leave of Absence Extension (LOAX]): Is applied to extend a previous LOA request.

It must be submitted before previous LOA ends. A leave of absence may not
exceed one year throughout the student’s degree program.

Students that do not secure approved LOA or LOAX each semester may not return to
the University without applying for readmission into graduate program.

Policy on Leave of Absence: Graduate Catalog Policy

The Graduate School
The University of Texas at San Antonio I

LEAVE OF ABSENCE REQUEST FOR DOCTORAL STUDENTS

studem enmued in @ doctoral program may Epplyfor aleave of absence each term (Fall or Spring), not to exceed one year, when events

rinjury, active military service, or the need to provide care for a family member prevent active participation in the degree:
progmm |r the student has not yet boen admitiod to canmuacy for the doctoral degree, this request must be apprwed in advance of the
leave by the graduate advisor. I the student has been admitted to candidacy, the application must be approved in advance by the
graduate advisor and the graduate Associate Dean of the college, and Dean of the Graduate School. A leave of absence i required for
Fall and Spring semesters (andlor Summer if doctoral program mandates Summer enroliment). Under no circumstances may a leave of
absence be applied retroactively.

A leave of absence will prevent the student from receiving student funding from his or her program and may aflect ability to receive
financial aid or loans andlor to defer payments on loans. Students should contact the Office of Financial Aid with questions regarding
financial aid or loan status.

A student rerummg from a leave of absence must enroll for the fallowing Fall or Spring semester or provide a written request for a leave of

absence extension (a leave of absence may not exceed one year throughout the student's degree program). A student who does not
register or who does not secure an approved leave of absence extension will be considered to have withdrawn and will be dropped from the
program.

Time for Submission: A Leave of Absence request should be submitted no later than or during the semester prior to the requested leave.
In the event that this is not possible, the request should be submitted as soon as the student is aware that he or she will not be able to
register for any given semester

Procedure for Fill out form, ignatures from the Graduate Advisor and the Graduate Associate Dear
the College, and submit the original sign Edf\:rmlayuurmlleqe along with the following documents
“Student: why aLeave of needed

“Supporting tiers (i appicabie)

STUDENT INFORMATION

Name Banner ID

Degree Program College

Intemational Student?
NOTE: Intemn:

Have you previously been granted a leave. ceat UTSA? [J¥es [No Ifyes, dates

Date Admitted to Program:

LEAVE OF ABSENCE PERIOD REQUESTED
*Please attach a letter detailing your reason for requesting leave.

Leave of Absence Requested: to Plan to Return:

OhNo

The Graduate School

The University of Texas at San Antonio

If you have an please see the Leave of Absence Extension Under no circumstance may a lsave of absence be applied retroactively

Student Signaturs Date STUDENT INFORMATION

LEAVE OF ABSENCE EXTENSION REQUEST FOR DOCTORAL
STUDENTS

Doctoral students may apply for a leave of absence extension. The total time for a leave of absence may not excesd one year
throughout the degree program. Students must currently be on an approved Leave of Absence in order to request an extension

Name

Banner [D

Degres Program

Original Request

%{) Return:

[ =3

International Student?
NOTE: International student:

Date Admitted to Program:

College

(Semester/Year)

OvYes :l Nc
's must inform

fo

mational Programs office prioy

REQUEST LEAVE OF ABSENCE TO BE EXTENDED

+Please attach a letter specifying why you need an extension for your currentieave ofabsence.

Request Extension

to

Student Signature

APPROVALS

ave of absen

Date

-

[ =3

Graduate Advisor of Record, Signature

Program Director (if applicabie), Signaturs

Print Name

Print Name

Date

[ =)

Department Chair, Signature

Print Name

Date

=3

Associate Dean, Signature

THE GRADUATE SCHOOL
Based on the College’s recommendation, | hereby [ Approve

Print Name

Date

[ Deny the request.

1 Approve [ Disapprove

[ Approve (] Disapprove

] Approve ] Disapprove

T Approve ] Disapprove

Vice Provost and Dean of The Graduate Sehool, Signature
Revised July 2024

Date

15



https://catalog.utsa.edu/graduate/doctoraldegreeregulations/degreerequirements/

Petition for Waiver of University Wide Requirements (PET)

Quick Points

e Department will need to complete form and route the college for Graduate
School approval.
Deadlines:

o Fall: November 1st
o Spring: April 1st
o Summer: July st

PET form(s) are submitted by the department who would like to request exceptions
to certificate, masters, or doctoral policies or to student’s catalog.

The form will need to indicate if the student is post masters or post
baccalaureate and, if applicable, the concentration of their degree.

It is imperative that the correct catalog is listed on the form and should be listed
in the following format:
o C(atalog Year
= Example!: 23-25
= Example 2: 2023 -2025

Current Catalog Previous Catalogs

UTSA The Graduate School
The University of Texas at San Antonio T~

PETITION FOR WAIVER OF UNIVERSITY WIDE REQUIREMENTS

Check all that apphy:
Substitubon of Courses: Core | Elective | Other|

College of Department:
STUDENT INFORMATION
Name ) Date
Banmer DY Degree Program ) Catalog Year | Werster = Doctoral
Ex: 23-25 Seiect if Mash__x Seiect If Dock_>
Concenirafion (if applicable)
JUSTIFICATION
APPROVALS
e _| Approve | Disapprove
Graduate Advisor of Record , Signafurs Print Name Date
- __|Approve | Disapprove
Department Chair, Signature Print Name Date
[— __ Approve || Disapprove
Associate Dean, Signature Print Name Diate:
THE GRADUATE SCHOOL
= | Approwve || Disapprove

Vice Provost and Dean of The Graduate School, Signafure Date

Revised July 2024



https://catalog.utsa.edu/graduate/
https://catalog.utsa.edu/previouscatalogs/

Petition for Waiver of University Wide Requirements (PET)

General Policies (Other)

Quick Points
* Department will need to complete form and

Master's Degree Regulations

route the college for Graduate School approval. Degree Requirements

Introduction

* If petitioning for any policy found in Certificate Certificate Program Regulations Transfer of Credit
Program Regulations, Master's Degree
Regulations, or Doctoral Degree Regulations Certificate Program Regulations Master’s Program Regulations

the justification must be able to answer the

following questions:
o What does the p0|icy state? Doctoral Degree Regulations

' i D Requi t
o What did the student do instead? egree Requirements
Transfer of Credit

o Why did the student pursue this course of

' Graduate Program Committee
action? Requirements

* Thejustification will be completed by the Admission to Candidacy

department and not the student. Completing the Degree

Doctoral Program Regulations

17



https://catalog.utsa.edu/graduate/certificateprograms/
https://catalog.utsa.edu/graduate/mastersdegreeregulations/
https://catalog.utsa.edu/graduate/doctoraldegreeregulations/

Petition for Waiver of University Wide Requirements (PET)

Core Course Substitution

Quick Points
* Department will need to complete form and route the

college for Graduate School approval.
« |f petitioning for any core course(s) substitution listed in the

catalog, the justification must include the following
information:
o Both of the course's abbreviations, numbers, and
course titles.
o Why did the student not take the required course?
o Was the core course content covered in the requested
substituted course?
* Thejustification will be completed by the department and
not the student.

A. Required courses (27 semester credit hours):

CHE 5263 Advanced Analytical Chemistry

CHE 5313 Advanced Biochemistry

CHE 5453 Advanced Inorganic Chemistry

CHE 5643 Advanced Organic Chemistry

CHE 5843 Advanced Physical Chemistry

CHE 5981 Graduate Seminar in Chemistry (repeated for a total of 3 hours) ?

Example of Core Core Courses in Catalog

27
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Petition for Waiver of University Wide Requirements (PET)

Prescribed Elective Substitution

Quick Points

* Department will need to complete form and route the
college for Graduate School approval.
* |f petitioning for any prescribed elective course(s)

substitution listed in the catalog, the justification must

include the following information:

o State which part of the PQOS this will impact.

o The course(s) abbreviation(s), number(s), and course
title(s).

o Why the student was unable to take any of the
prescribed elective courses?

o |f the PQOS states that these courses cover a particular
topic/theme, the justification will also need to indicate
that the content of the substituted course will also
cover this topic/theme.

* The justification will be completed by the department
and not the student.

2. Prescribed electives (12 semester credit hours):

a. ENG literary study from before 1700, at least 3 semester credit hours must be ENG 5943 Topics in
Major English Authors (minimum 3 semester credit hours)

b. ENG literary study between 1700 and 1900 (minimum 3 semester credit hours)
c. ENG literary study after 1900 (minimum 3 semester credit hours)

At least 3 hours of the above prescribed electives must include the study of literatures of the U.S., 3 of
which must include the study of multiethnic literatures of the U.S. after 1900.

Example of Prescribed Elective Courses in Catalog

19




Petition for Waiver of University Wide Requirements (PET)
Elective Substitution

Quick Points

* Department will need to complete form and route the
college for Graduate School approval.
* |f petitioning for any elective course(s) substitution listed

in the catalog, the justification must include the following
information:
o The course(s) abbreviation(s), number(s), and course
title(s).
o State which course or part of the POS that will the
substitution will apply to.
o Why the student has taken this course instead.
* |f the catalog states verbiage that is or similar to
"...subsiution as approved by GAR, program director, PhD
Committee, etc.’, then a PET is not neded.

* Thejustification will be completed by the department and

not the student.

B. Electives: 12
Students must complete at least 12 semester credit hours of additional eligible, organized graduate

courses in the Department of Computer Science

Example of Elective Courses in Catalog. PET would be needed if the student
has taken any courses outside of Computer Science Department.
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Petition for Waiver of University Wide Requirements (PET)

Ouick Points Cohort Petition | ymm—wps—m"
* Department will need to complete form and route the college for
Graduate SChOOl approval. PETITION FOR WAIVER OF UNIVERSITY WIDE REQUIREMENTS
» Cohort Petition(s) can only be used when it effects 10 or more Crec s epy |
students who follow different catalogs and are impacted by the Z:Tcm B N
same course/policy. The justification must be able to answer the o
questions below: COHORT PET -
o What coursel(s] or portion of the catalog is affected? oD Dogres Pragem G M Do
o Why s this no longer being offered or provided? ustcATOy | o e ._
o Whatis the alternative that the students will need to do in order
to fulfill this portion of their catalog?
* Alist with the students first name, last name, banner ID, and catalog
year will need to be attached to the PET.
e |f there are less than 10 students who are affected by a
policy/catalog, individual PET(s] will need to be completed with gw&s | | BT
their student information. % An::i - ::: : 1 Approve Do
e The justification will be completed by the department and not the = &wm m— - = Approve (] issprone
student. THE GRADUATE scHooL




Petition for Waiver of University Wide Requirements (PET)

Blanket Petition|| ||}~ Gty

Quick Points
* Department will need to complete form and route the college for FPETITION FOR WAIVER OF UNIVERSITY WIDE REQUIREMENTS
Graduate School approval. cesbay
e Blanket petition(s) can only be used when it effects one entire Cotege e
catalog. The justification must be able to answer the questions U INEORMATION
below: BLANKET PET -
o What coursels] or portion of the catalog is effected? GamerD  Degre Pragem | Cokgver M= Coeces
o Why is this no longer being offered or provided? JUSTIFICATION o e
o Whatis the alternative that the students will need to do in order
to fulfill this portion of the catalog?
* |f there are a few students who follow different catalogs, but it does
not specifically impact one catalog, either individual PET(s) or
Cohort PET(s) will need to be completed.
* The justification will be completed by the department and not the g:ﬁimmm — - ) Approve D
student. = S S S—

Vice FProvost and Dean of The Graduafe School, Signafure Date

Revised July 2024




Voluntary Withdrawal From a Graduate Degree Program (WITH)
-

VOLUNTARY WITHDRAWAL FROM A GRADUATE DEGREE

Quick Points
* Department will need to complete form and route the college for

Graduate School approval.
* Deadlines:
o Fall: November 1st
o Spring: April 1st
o Summer: July Ist
« WITH form are submitted by the department for students who would
like to voluntarily withdraw from their program and UTSA.
* The student must either not be enrolled or withdrawn from all
coursels) before moving forward for processing.
« A WITH request is not the same as an LOA/LOAX request.
* Once the request has been approved it is a permanent request. The

student would have to reapply to their graduate program if they are

interested in pursuing it at a later time.

Policy on Withdrawal from the University: Student Policy

PROGRAM

J

Graduste Advisor

Print Name

!

Department Chair,

THE GRADU
Based on the Collg

[y

\Vice Provost and

Revised July 20

APPROVALS| The Graduate School
. .I-

VOLUNTARY WITHDRAWAL FROM A GRADUATE DEGREE
PROGRAM

This form should be completed only if you wish to withdraw permanently from a graduate degree program. Once this request is approved,
you must reapply and be readmitted to the University of Texas at San Antonio if you wish to resume your graduate enroliment.

Please note: This form does not withdraw you from your course{s ) for this or any semester. if you wish to withdraw from your courses for
this semester only, please contact the Registrar's Office.

This is not the Leave of Absence form.

STUDENT INFORMATION

NOTE: Infemational students must contact the Office of Infernational Frograms. Withdrawal may affect visa siafus.

VOLUNTARY WITHDRAWAL FROM GRADUATE DEGREE PROGRAM

College: Degree:
Program: Reason for
Withdrawal: Effective (Date )

Semester and Year:

| l'have dropped all courses for this and future terms.
__ lam voluntarily withdrawing from the graduate degree program listed above.

Student Signature Daie

23



https://catalog.utsa.edu/graduate/mastersdegreeregulations/degreerequirements/#:~:text=Subject%20to%20the%20six%2Dyear%20time%20limitation%2C%20the%20student%20must%20%C2%ADsatisfactorily%20complete%20all%20coursework%20as%20specified%20in%20his%20or%20her%20discipline%E2%80%99s%20program%20of%20study%2C%20and%2C%20if%20Option%20I%20is%20selected%2C%20must%20satisfactorily%20complete%20the%20thesis%20as%20outlined%20in%20the%20Options%20for%20Master%E2%80%99s%20Degrees%20section%20of%20this%20chapter.
https://catalog.utsa.edu/policies/generalacademicregulations/withdrawal/

Permission for Enrolling in Undergraduate Courses While a

Graduate (PEUC)
Quick Points
* Department will need to complete form and route the college for Graduate

School approval.

 PEUC form(s) are submitted by the department for students who would like to
take an undergraduate course and earn it for graduate credit to apply it to their
catalog.

* A course syllabus, with clear indication of additional course work or graduate
level course work which will be completed to earn the course for graduate
credit must be attached to the form.

* |f the student would like to be enrolled in an undergraduate course and not
receive graaduate credit, then an ADD form will need to be submitted.

Policy on Enrolling in Undergrad Courses: Student Policy

mylITSA ID:

Student’s First Name: Last:

myUTSA 1D: Student’s Fiest Name:

UTSA

Registrar

Permission for Enrolling in Undergraduate Courses While

a Graduate

How to Submit Form: Submat completed form thaugh the Docume P

for processing.

* Figlds to select on the Docement Uploader: Department: Registrar; Term: Select Applicabie Term; Category: Registration Forms: Docement: Permission

for Envolliag ln Undergraduate courses while o Graduote

Directions:

1A graduaie student may enroll in an undergraduate course and apply the credit eamed 10 his/her graduate degree.

2. Students taking an undesgraduale course for graduate credit mest obtain all signatures on foem

3. Syfabus indicating graduate level work in undergraduate course must be atached 10 this form at the time of submitling

Tem: Ofal OSpeing O Summer

ed Ema
Undergraduate Cosrse to be Taken
RN Subjea
Explain the rexsons for this request AND attach copy of the syflabus that indicates graduate kved work 1o be completed
uden
Received Processed By vsed Page 1
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https://catalog.utsa.edu/graduate/mastersdegreeregulations/degreerequirements/#:~:text=Subject%20to%20the%20six%2Dyear%20time%20limitation%2C%20the%20student%20must%20%C2%ADsatisfactorily%20complete%20all%20coursework%20as%20specified%20in%20his%20or%20her%20discipline%E2%80%99s%20program%20of%20study%2C%20and%2C%20if%20Option%20I%20is%20selected%2C%20must%20satisfactorily%20complete%20the%20thesis%20as%20outlined%20in%20the%20Options%20for%20Master%E2%80%99s%20Degrees%20section%20of%20this%20chapter.
https://catalog.utsa.edu/policies/generalacademicregulations/grades/

Change of Grade Form (COG)

Quick Points
* Department will need to complete form and route the college for Graduate

School approval.
* COG form must be requested through Office of the Registrar.
* COG(s) forms only need Graduate School approval once they have exceeded

an academic year.
o The justification will need to indicate why it took over a year to complete

the course work.
= The entire text of the justification will need to fit within the “Reason
for the Change of Grade” section without having to scroll/expand the
text box or add a letter with the explanation if additional room is
needed.

Policy on Change of Grades: Student Policy

Please

smding be charged fromm
Irvemury Forrs snd ‘Weh/Thanss of Gioade FormaFiRey. 123020

m The University of Texas at San Antonio

Change of Grade Form

WHEN APFROVED, FORWARD T THE OFFICE OF THE REGISTRAR
For Keglsirar's (ffiee Use Cenly

Processead by

SUBIECT CHIRSE Mk SECTHIN RD0) Instrucior
Iph Nmmric Numeric Frint L
- | Cirade 1o be changed ic
letizr geade, 1M, MR, e leteal
e
Drae
I Prind Mas
Dsie
e D F
Dime
[ Prind Narr
ul b ld approved by Undergradusse Ssedies (for usdergradegies) or the Graduae Sob g L
Drae
Vax: F F Prisd N
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https://catalog.utsa.edu/graduate/mastersdegreeregulations/degreerequirements/#:~:text=Subject%20to%20the%20six%2Dyear%20time%20limitation%2C%20the%20student%20must%20%C2%ADsatisfactorily%20complete%20all%20coursework%20as%20specified%20in%20his%20or%20her%20discipline%E2%80%99s%20program%20of%20study%2C%20and%2C%20if%20Option%20I%20is%20selected%2C%20must%20satisfactorily%20complete%20the%20thesis%20as%20outlined%20in%20the%20Options%20for%20Master%E2%80%99s%20Degrees%20section%20of%20this%20chapter.
https://catalog.utsa.edu/policies/generalacademicregulations/grades/#:~:text=toward%20the%20degree.-,Change%20of%20Grades,Under%20no%20circumstances%20will%20grades%20be%20changed%20after%20one%20calendar%20year.,-Contact%20Us

Petition for Reinstatement

=




Where to access Petition for Reinstatement

The University of Texas
at San Antonio

The Graduate School

resources

k Automarted Student Access Program (ASAP)

B8 Graduate Cawlog

contact us

The Graduate School is committed to advancing
academic excellence in graduate and postdoctoral
education and training. We have several departments
that can assist you with questions regarding
professional development activities, administrative
processes, and graduate student success initiatives,

Office Hours: 8 A.M. to 5 PM, Monday through
Friday

Orientation G.R.A.I Space CurrentStudents [uition & Funding Postdoctoral Affairs About Us News

arrent st

The Graduate School at The University
The Graduate School is dedicated to
graduate students through professior

Graduate and Postdocto

dents

| and interpersonal develcpment cpportunities.

Thesis & Dissertation >

Academic Resources >
A mic Hol

Uneofficial Transcripts

Studens Forms

Student Policies

G.R.A.D. Space >

Graduate Advisors >

Student Services >

Graduate School Newsletter >

Annual Review and IDP >

f Texas at San Antonio is here to ensure you have the necessary resources and support to ensure a successful graduate education experience,
viding innovative and quality education for students through professional develiopment and life-iong leaming. Our mission is to empower UTSA

The Graduate School

resources

R Aytomated Student Access Program (ASAP)

B Graduste Catzlog

contact us

The Graduate School is committed to advancing
academic excellence in graduate and postdoctoral
education and training. We have several departments
that can assist you with questions regarding
professional development activities, administrative
processes, and graduate student success initiatives,

Office Hours: 8 AM. to 5 BM., Monday through
Friday

Campus Location: GSR 2.116

Phone:210-458-4331

Orientation G.RA.D.Space CurrentStudents Tuition & Funding Postdoctoral Affairs About Us News

Petition for Reinstatement

A student who has been dismissed academically may petition for reinstatement after one semester (Fall, Spring, or Summer) has elapsed from the date of dismissal. Under excepticna
circumstances, an Early Consideration Waiver may be considered for possibie reinstatement the following semester. For exampie: 3 student who is academically dismissed in Spring 2023
may submit their petition for reinstatement during the Summer semester for possible reinstatement for Fall 2023, pending the approval of the Reinstatement Committee.

Deadlines

Students are required to complete a reinstatement packet along with 3 letter containing a!l explanations, recommendations, or other supporting documentation for the reinstatement
request and submit them to the Senicr Vice Provost & Dean of The Graduate Schoo! on or before the following deadlines:

® June 15 for Fall Semesters

* October 15 for Spring Semesters

* March 15 for Summer Semesters

Before you fill out the form +
Completing the form -+
Decision and Next Steps +

Click here to view the Graduate Reinstatement Step.by-Step Guide.

Questions?

If you have questions on the reinstatement process, please contact:

gradschooladmin@utsa.edu or (210) 458.4331

As a graduate student, you are responsit'e for reading and completing the Petition for Reinstatement Packet
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Quick Points

e Student must completed the packet and route to The Graduate School.

e Workflow Process

 Deadlines:
o Fall: June 15th
o Spring: October 15th
o Summer: March 15th

Petition for Reinstatement

Reinstatement Process
UTSA Graduate Schoo| | May 21, 2024
2 S Recieves Complete Incomplete
g & | Reinstatement packets are _ | packets sent
TG | Packetfrom sent to back to
@ @ Student college student
%", Send to
Q Complete? Graduate
8 School
Y
. ( Reviews reinstatement decision |
-t E i
g E Not Reinstated but
o ; allowed permission Denied Denial sent to
g 0 R to apply to new reinstatement student
program
— a .
p E Academic Academic Standing
© ﬁ Standing updated by
E E updated by Admissions upon
& E Records application approval
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E\ The Graduate Council

Graduate Faculty




Whois it?

Graduate Faculty

Professor, Assistant Professor,
Associate Professor

The Graduate Faculty

(as defined by the Gradudate Council)

Graduate Faculty Scholars

Professor, Assistant Professor,
Associate Professor

Special Member of the
Graduate Faculty

FTT (Fixed-term track) and Faculty Members
from other institutions

Graduate Faculty Adjoint

Faculty Members from other institutions with an
Memorandum of Understanding (MOU)

What can | do?

* Sole chairing dissertations
for doctoral students

« Teaching graduate courses

« Can serve on thesis and
dissertation committees, and chair
on thesis for Master's students

With a Special Membership appointment
you may teach graduate courses or serve
on graduate committees.

Programs with an MOU with faculty from
another institution are eligible to be Members of
the Graduate Faculty. With an Adjoint
Membership appointment you may teach
graduate courses, serve on graduate
committees, and chair thesis and dissertation
committees.

Committee Role

No membership needed to

No membership needed to serve on a

With a Special Membership you may co-

With an Adjoint Membership you may sole chair

serve/chair a committee committee chair a committee. a committee
Will remain in effect until the next Graduate Faculty Scholars may
Term request a vote for Graduate Faculty 3-year term S-year term

academic program review

status annually

30



https://graduateschool.utsa.edu/faculty-staff/graduate-council-bylaws-3.3.22.pdf

I am UTSA Faculty. Do I Need a Special Membership?

Does not need a special

membership

Needs a special membership

UTSA Faculty Titles

Tenure/Tenure-Track (TT) Academic Titles

Professor

e Associate Professor

 Assistant Professor

Fixed-Term Track (FTT) Academic Titles

Professor of Instruction

Professor for Research

Professor of Practice

Lecturer

Clinical Professor

Full list of Fixed-Term Track Titles:
https://www.utsa.edu/hop/chapter2/2.02.html

People outside UTSA or retired UTSA faculty
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Special Membership (SM) Application

Quick Points it il A
* Must be completed and submitted by the department. iR
* Deadlines are every 15th of the following months: ] AamacaTion FOR CRADUATE FACULTY SPECIAL
o Fall: August-November a— ™
. S mﬂle Graduate SC"hool
= (October 15th: Deadline for Fall Graduates "—EE S
o Spring: January-April | T Smadhan roR cRACUATE FacuLTY speciaL
= February 15th: Deadline for Spring Graduates =
= April 15th: Deadline for Summer Graduates " e R
* You need a Special Membership if you do not hold one of the following Graduate = — D
Faculty at UTSA titles: [ R
o Professor . =
o Assistant Professor :
o Associate Professor g R
Information on Committee Composition: Graduate Catalog Policy L —
Information on Adjoint/ Special Memberships: Graduate Council Bylaws e

Information on Graduate Faculty Titles: Handbook of Operating Procedures (HOP)
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https://catalog.utsa.edu/graduate/doctoraldegreeregulations/admissiontocandidacy/
https://graduateschool.utsa.edu/faculty-staff/
https://www.utsa.edu/hop/chapter2/2.02.html#:~:text=Tenure/Tenure%2DTrack,of%20Assistant%20Professor.

Adjoint Membership (AM) Application

Quick Points
* Must be completed and submitted by the department.
e Deadlines are every 15th of the following months:

o Fall: August-November
= (October 15th: Deadline for Fall Graduates
o Spring: January-April
= February 15th: Deadline for Spring Graduates
= April 15th: Deadline for Summer Graduates
* You need an Adjoint Membership if you are from a program with a Memorandum
of Understanding (MOU) with another institution.

Information on Committee Composition: Graduate Catalog Policy

Information on Adjoint/ Special Memberships: Graduate Council Bylaws

Information on Graduate Faculty Titles: Handbook of Operating Procedures (HOP)

The Graduate School
The University of Texas at San Antonio -

APPLICATION FOR ADJOINT FACULTY FOR GRADUATE
FACULTY MEMBERSHIP

APPLICANT

Full Name Requasiing Deparmant

Requesting Cofiege

Saaus: [ Inital Appointment as a Special Member to the Graduate Faculty
] Reappoimment a8 a Special Membér to the Graduate Facully

Drate of instinl sppointment:

CURRICULUM VITA
* Ploase attach a copy of & current Curricufum Vita,

Cumant Non-U'TSA PosfioryTing  (if appilcabie) Curren Non-UT SA AMatonEmEIoyer [If apphcabie)

a} HighestCegrew Eoenet
L L LR —

&) Areaof Special@aben:

d} Does the applicant hold a terminal degree in the Beld of this application? Yes ] Mo Explanaton of the

spplicant's qualfication for this special membarship if the spplicant does not currgntly possess a terminad degree in the field of this
BppaCEDOn

SIGNATURES & RECOMMEMNDATIONS

Kumber of Depariment Graduate Program Commifiee members

Vele (for/against)

Cate of Vote
[ Approwe | Disapprove
Graduwale Program Char, Signalure Prinf Nare Dale
. [ Approwe [] Disapprove
Depariment Char, Signarure Prirt Name Dale
[l Appreve [ Disapprove
Associate Dean, Signature Prnt Mame Date
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https://catalog.utsa.edu/graduate/doctoraldegreeregulations/admissiontocandidacy/
https://graduateschool.utsa.edu/faculty-staff/
https://www.utsa.edu/hop/chapter2/2.02.html#:~:text=Tenure/Tenure%2DTrack,of%20Assistant%20Professor.

Where to access Membership Applications

The Graduate School

Located here
is the

, 19 B TR membership

resources Special and Adjoint Members of the Graduate Process,
R Automated Student Access Program (ASAP) FaCUIty d e ad li n e s,

8 Graduste Catalog How do department's request special or adjoint membership for a faculty member?

° °
1. An application for Special Membership or an application for Adjoint Membership must be filled out and current Vita must be attached. a p p ll Catl o n S,

2. The completed application must be submitted by department in which the applicant would like to be a Special or Adjoint member.

The Graduate School is committed to advancing academic

excellence in graduate and postdoctoral education and APProval PrOCESS: a n d Co m m 0 n

training. We have several departments that can assist you with

§ ; \ S 1. The application must be approved by the Graduate Program Chair, the Department Chair, and the Associate Dean of the college.
guestions regarding professional development activities, . !
S0 3 2. After all the signatures have been gathered at the department and college level, the form must be routed to the Graduate School.
administrative processes, and graduate student success =
initiatives, 3. The Graduate Council's Membership committee will vote on the application, and if it is approved by the majority of the committee, it will go before the

council at the next Graduate Council meeting for final approval.
4, If the council approves the application at their monthly meeting, a monthly membership list will be updated here: List of Approved Special and Adjoint
Office Hours: 8 AM. to 5 P.M., Monday through Friday Members

Campus Location: GSR 2.116 o Application Deadlines

e Dates of Graduate Council Meetings

Phone:210-458-4331
e Applications for Adjoint and Special Membership

Questions regarding admissions, transcripts and recruiting.

e FAQs on Special Membership of the Graduate Faculty

e FAQs on Adjoint Members of the Graduste Faculty

https://graduateschool.utsa.edu/faculty-staff/council/special- 34
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Doctoral Committee

Forms
Ao




Overview

 Where to access Doctoral Committee Forms

o Additional Website Information

« Completion of Qualifying Exam (QUAL)

* Application for Candidacy For the Doctoral Degree (CAND)
* Application of Doctoral Dissertation Committee (DISS)

» Dissertation Proposal Approval (PROP)

* Certification of Completion of Dissertation Requirements for

Doctoral Degree (CERT)
* Program of Study (P0OS)
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Where to access Doctoral Forms

Orientation G.R.A.D.Space CurrentStudents Tuition & Funding Postdoctoral Affairs AboutUs News

Faculty/Staff

gy,

Eculty/staff resources

resources

k Automated Student Access Program (ASAP) UTSA is an emerging research university and one of the fastest-growing public universities in Texas, Our top-tier university currently offers over 100 graduate programs across our
colleges including: Carlos Alvarez College of Business, College of Education and Human Development, Margie and Bill Kiesse College of Engineering and Integrated Design, Coliege of

B Graduate Catslog Liberal & Fine Arts, College of Health Community and Policy, College of Sciences and the School of Data Science.

Excellence, innovation, and creativity are abundant at our University. A prime example of this is UTSA’s recent ranking as one of the best young universities in the nation by Times Higher
Education. UTSA has also been recognized as a Global Leader and highly ranked the best University for Veterans by Military Times and “Best of the Best” U.S. universities for Hispanics,

& . 2 - African-Americans and Females by the Hispanic Network Magazine.
The Graduate School is committed to advancing academic

excellence in graduate and postdoctoral education and
training. We have several departments that can assist you with
questions regarding professional development activities,

R Graduate Council > Propose and Evaluate >
administrative processes, and graduate student success
initiatives.
Forms ) Mentoring »
Office Hours: 8 AM. to 5 P.M., Monday through Friday Petitions and Other Forms
Campus Location: GSR 2.116 Doctoral Committee Forms Institutional Training Grant Resources >

Graduate Reinstatement Forms

Phone:210-458-4331

Graduate Faculty Special and Adjoint Membership Forms

Questions regarding admissions, transcripts and recruiting.

Petitions and Other Forms Deadlines




Where to access Doctoral Commi

ttee

Forms

Y A

The Graduate chool

resources

k Automated Student Access Program (ASAP)

@ Graduste Catslog

rhe Graduate School is committed to advancing academic
axcellence in graduate and postdoctoral education and
rraining. We have several depariments that can assist you with
juestions regarding professional development activities,
administrative processes, and graduate student success
nitiatives.

Dffice Hours: 8 A.M. to 5 P.M., Monday through Friday
Zampus Location: GSR 2.116

>hone:210-458-4331

Orientation G.RA.D.Space CurrentStudents Tuition & Funding Postdoctoral Affairs AboutUs News

Vi

Doctoral Committee Forms

Doctoral forms are required for all doctoral students, These forms must be routed to The Graduate School for approval.

Interim Program of Study: This form should be obtained from the department, as the form length and structure varies from program to program. The Interim Program of Study is
required and is to be established very early in the student’s doctoral career. The student's advisor completes this form.

Program of Study: This form should be cbtained frem the department, as the form length and structure varies from program to program. The Program of Study is compieted in the
final semester of the student’'s doctera! career by the student’s advisor or department administrator.

Application for Candidacy: This form must be filled out by the student and advisor to establish that the student is ready to begin work on the dissertation.

Appointment of Doctoral Dissertation Committee: This form establishes the student's disseriation committee,

Certification of Completion of Dissertation Requirements: The department will complete this form and route to The Graduate Schoel for approval once the student has met all
requirements to graduate.

Completion of the Qualifying Exam: This form must be completed after the student has successfully completed all parts of the qualifying exam,

Dissertation Proposal Approval: This form should be submitted to the advisor, dissertation commitiee, and The Graduate School for approval.

Faculty/Staff
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Completion of Qualifying Exam

Quick Points (QUAL)

* Must be submitted by department after the student has successfully
completed all parts of the qualifying exam.
* Deadlines:
o Fall: November 1st
o Spring: April 1st
o Summer: July st
* Committee Composition:
o Majority (51%) must be graduate faculty or adjoint Faculty:
= Professor
= Assistant Professor
= Associate Professor
= Adjoint Graduate Faculty ("Adjoint Members”)
o Special Members of the Graduate Faculty ("Special Members”)

Information on Committee Composition: Graduate Catalog Policy

Information on Adjoint/ Special Memberships: Graduate Council Bylaws

Information on Graduate Faculty Titles: Handbook of Operating Procedures (HOP)

l’m The Graduate School
> The University of Texas at San Antonio

COMPLETION OF QUALIFYING EXAM

STUDENT INFORMATION

Name

Bann ID
er

Passed Qualifying Exam: Written: Oral: Cumulative GPA: __________

Date Date

SIGNATURES OF QUALIFYING EXAM COMMITTEE MEMBERS

Exam Committee Chair, Signature Print Name Dat
Exam Committee, Signature Print Name Date
Exam Committee, Signature Print Name Dat
Exam Committee, Signature Print Name Dat
Exam . Signat Dpate -
Committee print Nam
DEPARTMENT
Print Name Dat
Department Chair, Signature Print Name Dat
COLLEGE
Associate Dean of the College, Signature Print Name Dati
THE GRADUATE SCHOOL

Vice Provost and Dean of The Graduate School, Signature
Form Updated 9.11.2023

39



https://catalog.utsa.edu/graduate/doctoraldegreeregulations/admissiontocandidacy/
https://graduateschool.utsa.edu/faculty-staff/
https://www.utsa.edu/hop/chapter2/2.02.html#:~:text=Tenure/Tenure%2DTrack,of%20Assistant%20Professor.

Application for Candidacy For the Doctoral

bt Degree (CAND)

* Must be filled out by the student and advisor to establish that student is working on

dissertation. Completed form must be submitted by the department.

e Deadlines:
o Fall: November 1st

o Spring: April 1st
o Summer: July st
» Committee Composition:
o Majority (51%) must be graduate faculty or adjoint Faculty:

= Professor
= Assistant Professor
= Associate Professor
= Adjoint Graduate Faculty ("Adjoint Members”)

o Special Members of the Graduate Faculty ("Special Members”)

Information on Committee Composition: Graduate Catalog Policy

Information on Adjoint/ Special Memberships: Graduate Council Bylaws

Information on Graduate Faculty Titles: Handbook of Operating Procedures (HOP)

UTSA The Graduate School
The University of Texas at San Antonio =

APPLICATION FOR CANDIDACY FOR THE DOCTORAL DEGREE
STUDENT INFORMATION

Name Banner ID
Anticpated Graduason Date Degreo Sought Program of Study
Degree Name
Signature Date
Lovel of English proficiency is sabsfactory 1 Program of Study is satisfactory
Scholarship 10 date is satsfactory Quaidying exam adminstered

v Pnt Name O3t
v Pnn¢ Name Da
- Print Neme Dt
v Print Nam Dete
v Print N Da

DOCTORAL PROGRAM COMMITTEE RECOMMENDATIONS
Sasod upon this student's performance to date

We recommend that the student be advanced to candidacy We do not recommend advancement to candidacy at ths tme

- Pnnt Name Date
Dapartment Chaw, Signsture Prot ame Da- = - -
Associate Dean of the College. Signsture Prnt Name Dare
THE GRADUATE SCHOOL
Based on the College’s recommendation, | hereby Approve [ | Deny Candidacy
Vice Provost and Dean of The Graduate Scheol, Signature Date

Form Updated 9.11.2023
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Application of Doctoral Dissertation

- Committee (DISS)
uick Points

e Must be submitted by department. This form establishes the student’s
dissertation committee. Must be re-submitted anytime committee changes.

e Deadlines:

o Fall: November 1st

o Spring: April 1st

o Summer: July Ist
* Committee Composition:

o Majority (51%) must be graduate Faculty or adjoint faculty:
= Professor

m  Assistant Professor
= Associate Professor
= Adjoint Graduate Faculty ("Adjoint Members”)

o Special Members of the Graduate Faculty ("Special Members”)

Information on Committee Composition: Graduate Catalog Policy

UM The Graduate School
The University of Texas at San Antonio

APPOINTMENT OF DOCTORAL DISSERTATION COMMITTEE

Please Choose One: []New appoiniment of committee 0 Change of committee member(s)

STUDENT INFORMATION

N Baoner D

Program Nare Oepartomm

Proposed Dissertation Committee:

ulty
(JYes[INo
- Depavume:
O CINo
- Depavime
No
Y PintNeee =000 Depatrent
No
- Depatme
No
- Dopatme
______
. Depavtme
DOCTORAL PROGRAM COMMITTEE RECOMMENDATIONS
We recommend that the Dissertation Commteebe approved | |We do not o m Oh e
““““ v it N T D
Dep natire Pring Al D
Dx Collegyy +] Priet N o
THE GRADUATESCHOOL
Based on the College srecommendation, | hereby Approve Denythe request
Vice Provost and Dean of the Graduste Schao, Signatre Date

Form Updated 9.11.2023

Information on Adjoint/ Special Memberships: Graduate Council Bylaws

Information on Graduate Faculty Titles: Handbook of Operating Procedures (HOP)
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https://catalog.utsa.edu/graduate/doctoraldegreeregulations/admissiontocandidacy/
https://graduateschool.utsa.edu/faculty-staff/
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Dissertation Proposal Approval

(PROP)
Quick Points

e Must be submitted to advisor, dissertation committee and The Graduate School

for approval. Must be routed and submitted by the department.
* Deadlines:
o Fall: November 1st
o Spring: April Ist
o Summer: July st
* Committee Composition:
o Majority (51%) must be graduate Faculty or adjoint faculty:
= Professor
= Assistant Professor
= Associate Professor
= Adjoint Graduate Faculty ("Adjoint Members”)
o Special Members of the Graduate Faculty ("Special Members”)

Information on Committee Composition: Graduate Catalog Policy

Information on Adjoint/ Special Memberships: Graduate Council Bylaws

Information on Graduate Faculty Titles: Handbook of Operating Procedures (HOP)

lm The Graduate School
The University of Texas at San Antonio

DISSERTATION PROPOSAL APPROVAL FORM

STUDENT INFORMATION

M

Depantment

le of Dissertation Prapasal

DISSERTATION COMMITTEE MEMEERS

DOCTORAL PROGRAM COMMITTEE ACTION

-

Depanment Charr, Sigratire

Assgeiate Dean, Signative

THE GRADUATE SCHOOL

Hazed an the College's recormmendation, | hereby ] Approve

Vice Provost aid Dean of The Garduake Scham, Sigrsfune

[ Deapprove DEseriaton Froposal
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Certification of Completion of Dissertation
Requirements for Doctoral Degree (CERT)

Quick Points
 Must be completed and routed by department to The Graduate School for

approval once student has met all requirements to graduate.
e Deadlines:
o Fall: December 1st
o Spring: May Ist
o Summer: August 1st
* Committee Composition:
o Majority (51%) must be graduate faculty or adjoint faculty:
= Professor
= Assistant Professor
= Associate Professor
= Adjoint Graduate Faculty ("Adjoint Members”)
o Special Members of the Graduate Faculty ("Special Members”)

Information on Committee Composition: Graduate Catalog Policy

Information on Adjoint/ Special Memberships: Graduate Council Bylaws

Information on Graduate Faculty Titles: Handbook of Operating Procedures (HOP)

The Graduate School

The University of Texas at San Antonio

CERTIFICATION OF COMPLETION OF DISSERTATION REQUIREMENTS
FOR DOCTORAL DEGREE

STUDENT INFORMATION
Ny

Dissertation Tille (a5 it is fo be listed on the student's official records)

Semester howrs of credi to be aw ardedfor dssenaton Grade 10 be aw arded [or dSSeraton crede.

Dute dssenaton approved by commitee

DISSERTATION COMMITTEE MEMBERS

DEPARTMENT

Depastreat Chair, Signatre

COLLEGE
Associnte Dean of the College, Signatine

THE GRADUATESCHOOL

Based on the Colege's recommendaton, | hereby ] Approve 7 Deny the request

nnnnn
OFFICE OF THE REGISTRAR

A} Credit and grade entered on student's record? 8] Dissectaton tie entered on student's recced?

] Graduaton check updated? O} Student notified?. £] Notes

Form Updated 9.11.2023
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Program of Study (POS)

Quick Points
* Thisis a department form. Must be routed and submitted by the department for

Graduate School approval.
* Deadlines for POS:
o Fall: December 1st
o Spring: May Ist
o Summer: August Ist
* For Degree Works purposes, it is recommended that all Petition
substitutions (PET), Transfer of Credits (TRANS), Exceeding Time (TIME)
limit petitions, Blanket/Cohort Petitions (BLANKET) are indicated on the
POS.

You can find your Program of Study here: Graduate Catalog

Example of a typical POS:

[THE UNIVERSITY OF TEXAS AT SAN ANTOMIOD

Program of Study for the Doctor of Philosophy
Student Name  _ jciaSnige—

Program of Stady for Doctor of  Philosophy
Catalog  2018-2021 Major Compuater Scisnce
The followins courses are required for the degree indicated below:

Setndent ID

Concentration m'a

Sem. Hr
Dmwpline tnd Nurnbes owcs Tille Credil

CORE COURSES (17 hrs. required)

C5 5363 Programmimz Lang & Cempiler 3
55513 Computer Architecnme 3
55523 Operating Systems 3
5 5633 Aralysis of Algorithms 3
ELECTIVES (12 hr=. required)

C5ci 713 Sofiware Development Processes 3
CHciTll Sofiware Testing and Debugging 3
CHel 724 Armificial Infelligence 3
CHel 846 Development of Dismibuted Systems 3
EESEARCH SEMINAR (2 brs. minimum)

C57123 Fesearch Seminar 3
DOCTORAL RESEARCH (18 brs. minimum)

57216 Dioctoral Fesearch ]
57216 Dioctoral Fesearch ]
C5 7216 Dioctoral Research ]
DOCTOFRAL DISSERTATION (¥ brs. minimum)

C5 7316 Dactoral Disseration b
C5 7313 Duactoral Dissertation 3
FLEXIELE ELECTIVES {18 brs. minimum})

C5 7216 Dactoral Fesearch b
C57213 Dioctoral Research 3
C5 7213 Dactoral Fesearch 3
C5 7213 Duactoral Fesearch 3
C57213 Dioctoral Fesearch 3
C5 7311 Diactoral Disser@rion 1

* Minisum af T2 hows of counes: with 2 B or abave

o~

He i i i

e Ml g e e e e

5 i

i i e e e e

made

When and Where Compleial
of masl Lakem @l LITSA

Spring 2020 UTSA
Fall 2020 UTSA
Fall 2019 UTSA
Fall 2019 UTSA

Fall 2018 NDU (Petdon Aporoved)

Spring 2019 WD'U (Pedtion Approved)
Spring 2019 WDU (Pedtion Approved)
Spring 2019 WDU (Pedtion Approved)

Spring 2000 UTSA

Spring 2022 UTSA
Fall 2022 UTSA
Spring 2023 UTSA

Fall 2023 UTSA
Fall 2023 UTSA

Fall 2021 UTSA
Spring 2002 UTSA
Summer 2022 UTSA
Fall 2021 UUTSA
Spring 2003 UTSA
Spring 2004

Tomal* 73
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Forms Approval Process

=




Overview

* Process for Submitting Forms
* Updated Forms
* Where to access Deadlines
o Additional Graduate School Website Information

* Delays to Avoid
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Forms Approval Process

* Meets with GAR
* Requests petition/form

e Prepares petition/form
e Department level review/approval

Department

e Associate Dean review/approval

Co"ege e Submits petition/forms in GS Documents
Teams folder

* Graduate School reviews

Graduate

e Approved petitions/forms are
School returned to the college (GS
Documents)
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Additional Website Information: Deadlines

The Graduate School

apply online

resources

Rk Automated Student Access Program (ASAP)

B Graduate Catalog

The Graduate School is committed to advancing academic
excellence in graduate and postdoctoral education and
training. We have several departments that can assist you with
questions regarding professional development activities,
administrative processes, and graduate student success
initiatives.

Office Hours: 8 A.M. to 5 P.M., Monday through Friday

Campus Location: GSR 2.116

Phone:210-458-4331
Questions regarding admissions, transcripts and recruitiz )

international
students

aculty/staff resources

UTSA is an emerging research university and one of the fastest-growing public universities in Texas. Our top-tier university currepy# offers over 100 graduate programs across our
colleges including: Carlos Alvarez College of Business, College of Education and Human Development, Margie and Bill Klesseg#llege of Engineering and Integrated Design, College of
Liberal & Fine Arts, College of Health Community and Policy, College of Sciences and the School of Data Science.

Excellence, innovation, and creativity are abundant at our University. A prime example of this is UTSA's recent rggfing as one of the best young universities in the nation by Times Higher
Education. UTSA has also been recognized as a Global Leader and highly ranked the best University for Vetggs by Military Times and "Best of the Best” U.S. universities for Hispanics,
African-Americans and Females by the Hispanic Network Magazine.

Graduate Council ) Policy >

Forms > Propose and Evaluate >
Doctoral Forms

Graduate Faculty Special and Adjoint Membership Form Mentoring >

Institutional Training Grant Resources >
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Additional Website Information: Deadlines

Drientatio RAD DECE e gents on &8 ding Fostdoctoral Affairs ADO

miiica! internastionai
SEUGEnt. 147((11%

S P_etitions and Other Forms Deadlines

k Automated Student Access Program {ASAP)

B Graduate Catalog Fall
% Deadlines for Submitting Paperwork to the Graduate School
Semester
Oct. 15 Special Membership Applications for Fall Graduates due to Graduate School
he Graduéte Schaol 1s committed to ad"a"c'“‘% academnic Oct. 15 Interim Master's Request due to the Graduate Scheol
excellence in graduate and postdoctoral education and
raining. We have several departments that can assist you with Nov. 1 All Petitions (substitutions, transfer of credit, etc)) due to Graduate School
questions regarding professional development activities, : - , :
administrative processes, and graduate student success o Doctoral Forms (Interim POS, Qualifying Exam, Candidacy, Appeintment of
nitiatives. Committee, Proposal Approval, Leave of Absence) due to Graduate School
Certification of Completion Thesis and Dissertation and Final POS due to the
Dec. 1
Graduate School
Office Hours: 8 A.M. to 5 P.M., Monday through Friday
Spring : i i
Campus Location: GSR 2.116 Sariasturt Deadlines for Submitting Paperwork to the Graduate School
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Updated Forms

Petition for Waiver of University Wide Requirements for now asks:
* For concentration
* For master's: thesis or non-thesis
* For doctoral: post master’s or post baccalaureate
 Changed to Banner ID

Transfer of Graduate Credit Towards Doctoral Degree now asks:
» Catalog section

Petition: Course(s) Exceeding Time Limitation:
 Changed to Banner ID
« Removed student email address
« Removed Semester admitted

Voluntary Withdrawal form a Graduate Degree Program:
 Changed to Banner ID
* Removed student contact information
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Updated Forms Continued

Petition: Assistantship Policy:
» Removed Semester Admitted

Change From Doctoral to Master's Degree:
« Removed student email address
 Changed to Banner ID

Doctoral Degree to Interim Master’'s Degree Request:
» Removed student email address
 Changed to Banner ID
* Leave of Absence for Doctoral Students:
« Removed student contact information
 Changed to Banner ID

Leave of Absence of Extension Request for Doctoral Students:
« Removed student contact information
 Changed to Banner ID
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Delays to Avoid
Quick Points

o All petitions/forms need to be submitted in the GS Documents Teams folder.

o Do not email forms.

o Especially not directly to Dr. Mathur for her review or approval.

o |f formis time-sensitive, you can message your respective POC on Teams when form is uploaded.
* Ensure forms are submitted in the current version.
* Forms in the older version will be returned.

o Forms are dated with the last update.
 Submit forms by deadline.

o All deadlines bolded and in red are firm deadlines.

o |f revisions/additional information is requested, form must be resubmitted in a timely manner.

Otherwise, requests could be delayed to the following semester.
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Delays to Avoid
Quick Points
 Ensure all forms needed for updating Degree Works are submitted.

o Thisincludes transfer petitions, substitutions, and exceeding time for courses on final program of study.
o If final POSis approved but did not note petitions, you will be required to correct and resubmit along with
the appropriate paperwork.
* Delays can slow updates to student’s academic record in Degree Works.
o Approved forms are used to update Degree Works.
o Copy of approved forms are indexed in Xtender.
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What is DegreeWorks (DW)?

An unofficial advising and planning tool

Can use it to easily identify which courses have been completed, and which ones are still needed to fulfill
degree requirements

JegreeWorks is now updated, so graduate students can now use it

DegreeWorks is scribed to match catalog degree requirements

For DW scribing: Retention and Graduation Program Coordinators (RGs) will reach out for additional degree
requirement information not available in the catalog, such as “approved electives by GAR", free electives,
ist of course options, so DegreeWorks can be updated.

For additional general information on DegreeWorks

nttps://onestop.utsa.edu/registration/degree-planning/degreeworks/
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Access DegreeWorks

All students

Some staff

To request access to DegreeWorks, submit SIS - Security Access Request
https://www.utsa.edu/enrollment/sissecurity/access/

DegreeWorks worksheet view is the same for all
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Data refreshed 05/03/2024 11:44 AM

DW Worksheet View — Doctoral

Classification Doctors Major Environmental Sci&Engin:

Your GPA is below 3.0 - plea

Athletic Eligibility

Degree progress
[

0.00

Requirements

5till needed: See Maj

Studies, Graduate Studies, Graduate Studies, HS - Tubercule:

contact your advisor
the time of graduation.

Dactor of Philosophy

College E

eering & Integr Design

Screening, Internstional Programs

08 v

/2024 at 11:02 AM 03/P...

Fraregisterad clazs: PROCESS

0, you still need 80 more hours.

ny questions about your degree progress*** You are

Hours required for major

CORE CURRICULUM

lebal Changs

DOCTORAL RESEARCH AND DISSERTATION

) Environmental Science Engin

Research

(J Environmental Science Engin:

1 Gensrianrs Frninsaring Nizsartatinn

Major in Environmental Science and Engineering

Still needed
Still needed
Still needed
Still needed
Still needed
Still needed
Still needed
Still needed
Still needed

&0 hours

1 Class in CE 5001

& hours must be d from 5000-7000
Engineering or other department

You currently have 0, you still need 6 more hours

2 Classes in CE 6221 or ES 5981

Choaose from 1 of the following:

You must complete all of the follow]

omplete all of the following:

itz in GEO 7211 or 7212 o

quired.You currently have 0. you st

from one of the following tracks: Environmenta
Enginesring. Cour

Doctoral Studies Committ,

the approval of the

(O OPTION I

)} Geoscience Engineering R

i

search

(O Geosdence Engineering Dissertation

DOCTORAL MILESTOMES

() Complete Qualifying Exam

Form your Dissertation Committee

() Defend your Dissertation Proposal

O Ad

ce to Candidacy

() Defend your Dissertation

() Complete Final Submission of

Documentation to the Graduate School

You must complete all of the following

15 Credits in GEO 7211 or 7212 or 7213

15 Credits in GEO 7313 or 7312 or 7311
If you have completed any of the Doctoral Milestones and they are not checked, please contact your advisor or
department and make sure they have submitted the appropriate Doctoral Committee forms o the Graduate School. If
you have any questions email us at Graduate.School@utsa.edu.
Still needed:
Still needed:
Still needed:
Still needed:

Still needed:

Still needed:
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DegreeWorks — other sections Doctoral

s soiee & Clatees spaies 2 ~  Currently enrolled courses

Course Title Grade Credits Term Repeated

(3] Fall 2024

Not Counted

Course Title Reason Grade Credits Term Repeated CDU rses nDt applylng tﬂwa rdS degree rEqUIrementS
istorical Approach& Interpret Max of zero claszes/credits excesded W 0 Spring 2004 or degree hDu rs

HI= =115 H

HIS 5653 Modern Chinese History Max of zero classes/credits exceeded Spring 2004

Extra Courses - Credits Not Applied to Graduation Requirements

Course Title Grade Credits Term Repeated

Courses that the student has completed or has in progress, but

ANT 6603 Zcological Antnropaiogy 3 Spring 2023 they are not applying to their degree requirements.
ANT €953 Independent Study A 3 Spring 2023
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Petition forms used to update DW

Transfer of Graduate Credit Towards a Doctoral Degree (TRANS)
Petition For Waiver of University Wide Requirements (PET)

Core Course Substitution

Prescribed Elective Substitution

F lective Substitution

Blanket Petition

Cohort Petition
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Transfier of Graduate Credit Towards a Doctoral Degree (TRANS)
(Transier credit irom other institutions)

» Student’s degree requirements on DegreeWorks are updated according to the approved transfer credit
petition.

o Forexample, a student has 15 hours from UT Arlington approved to count towards their core and
elective requirements. We did a “Remove Course and/or Change the Limit” exception to adjust the
hours required for the electives section to account for the 3 hours of approved transfer credit.

o (ourses are not actually transferred, so you won't actually see a course applied to the area

o You will notice there are up to 3 exceptions on a student’s DegreeWorks

 Adjusted degree required hours

* Adjusted program hours
 and sometimes adjusted for a specific degree requirement
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Example:
Transier Credit Exception on DegreeWorks
(Credit earned at Other Institutions)

Degree in Doctor of Philosophy [iov: ]

":‘ -\ - - v -
- -
“44<Please note that DegreeWorks has not been validated for graduate degrees. Please contact your adviso ou have any questions about your degree prog
| - = - - - - - -
equired to be enrolled in doctoral level classes each Fall and Spring semester until the time of graduation
- o~ e e mirimiim AP - mant
v - - ece e - GFMA Tedgui'™e e
A - = - - : - C A | - - - - - - - BN - 2 - -
Major Requirements Still needed: See Ma 8 ed Engineering, PH D section
Major in Bi dical Engi [ PHD
ajor In piomeaical csngineering, | ]
- pem— oo 8 4 apoes o ~c _
eQdits requirec - €0 ppilie -3la0g Year. JULL-LULS S FAL &
v : s . R = - - DAE A =24 ¥ | ¢ TS - - = £ - - - =
Unmet conditions for this set of requirements: Research seminar (BME 6011 or BIME 6090 at UTHS(SA) is to be registered for during each Fall a
NI
nile in the BME Doctoral program
B
- caT MUt Rae ramrmelarad ol = mras - T mr mar - " Aus GPA Af 20 .
All COUrses Ust De CcOompieteC a8 gragde OFf C Or Detle an overail CFA OF 5.0 Or Detle

rame
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Example:
Transfier Credit Exception on DegreeWorks
(Credit earned at Other Institutions)

REQUIRED CORE COURSES Still needed: 5 Credits in BME 6033 or 6303 or 6703 or 6803 or 6903 or BIME £004 or 6006 or CSBL 5095
]

Exception by Saucedo, Susie On: 0a/23/2024 Remove Course 12hrs transfer petition approved

and/or Change the

APPROVED ELECTIVES Still needed:

\ . . . . - - -
W er ramalars 8% = \ rmiirmae frmmm Razasrch Camimar Pracerbad Elarthias
10U MUSt CO ete ol 1o ¥ courses 0 R arcn >emina efCrbed Eleltnjes
[ - - - -
rrae EleCtives your agvisor

Exception by Saucedo, Susie On: 04/23/2024 Remove Course 3hrs transfer petition approved
and/or Change the

Limit

Exceptions A

Type Description Created on  Created by Block Enforced

Remove Course and/or Change the Limit 12hrs transfer petition approved 04/23/202a Saucedo, Susie  Major in Biomedical Engineering, PH D Yes
Remove Course and/or Change the Limit 3hrs transfer petition approved 04/23/2024 Saucedo, Susie Major in Biomedical Engineering, PH D Yes
Remove Course and/or Change the Limit shrs transfer credit p on approved 04/23/2024 Saucedo, Susie  Major in Biomedical Engineering, PH D Yes
Remove Course and/or Change the Limit shrs transfer credit petition approved 04/23/2024 Saucedo, Susie  Degree in Doctor of Philosophy Yes
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Transfier of Graduate Credit Towards a Doctoral Degree (TRANS)
(Credit earned at UTSA)

‘We send the approved form to Registrar/Graduation Coordination, and they change the course level from 02 to 03
(Master’'s --> Doctoral)
-Once they make the course level change, then it will apply as expected in DegreeWorks
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Transfier of Graduate Credit Towards a Doctoral Degree (TRANS)
(Credit earned at UTSA)

Things to keep in mind:

e Student completed a different course than what is
stated in the catalog degree requirements for the new
degree. Make sure you indicate the substitution.

 Example: Student will be using ANT 6953 to

substitute for ANT 5023.
 Master’'s degree has elective options and it states,
“chosen in consultation with your advisor” (or similar

verbiage). Indicate on form where you want the
course applied, otherwise if not indicated then you
will need to email RG with additional information or,
RG will be reaching out for clarification on petition
applicability.

Still needed:

Still needed:

AFPROVED DEDICATED METHODS CLASS — Still needed

Still needed:

Still needed:

Still needed:;

Credits

A\
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Certificates

Cert in Real Estate Finance and Development [ couveoe]

- 20I1S quirec - TS0 RKS appiied pa -a.d 0Q eal. &VLS-LVULS Cid .03
A FEureat must Re romnletes o = mrada - - Ar mnatrtar
Vi aTs oo weE WV eSS ¥ ¢ JaeUe - - VeSS
=
Limssre ramiirad far rarsifeass
V') - - eqQuired - - cate
= o < At =
Bas mrrars Dome m oaw - s PDas rrrars Do s o
V) eal cstate Cipies iN 2&8U3 eal £stat e cipies
- - - s SAmA 1
o cas mTrRtE L ASIATE oM T - tdas - | = el 4 e - amHanmr .|
V) eal s3tat 2 ance ang investment iN ©953 Jepenge >tWug
= =
Exception by Saucedo, Sus On: 02/16/202
> = - 2 . e sAA v
Baal Cerara CAnetrsetinn E £Qe2 LEL Y T I Sy~ TR
V) eal tstate Lonstructio iN D523 ingepenge >tug
c . - - ¢ '
Exception by Saucedo, Susie On: 02/16/2024
it - - e e e o o
Raal Eerate Davalanmant c cAz? Daal Cerara avalanmant
v eal t3tate Veveopme IN 2823 eal t3tate vevelopme

n
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Petition For Waiver of University Wide Requirements (PET)

* Information on form is detrimental in ensuring a student's DegreeWorks is updated accurately
o Program (include: thesis/non-thesis, concentration)
o The coursels]) abbreviation(s), number(s), and course title(s)
o Which part of the catalog the substitution or approval will apply to. The more specific the better.
= |fthere are several elective sections, indicate which elective section
= (lder petitions: Retention and Graduate Program Coordinator may reach out for additional
information if it is unclear from the petition where a course should be applied on DegreeWorks, or
if that section has been satisfied so the course is not applicable, etc...
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Examples: DegreeWorks updated with petitions

Substitutions of core courses

Major in Interdisciplinary Learning and Teaching

All courses must be completed with a grade of ‘B’ or better,

(O Hours Required for Major

(O RESEARCH METHODS COURSES

(O Advanced Research on Instruction

@ Overview of Research Design for

Instructional Inquiry

() Research Methods Electives

(O CORE COURSES

@ Exploration of Interdisciplinary Learning

and Teaching

@ Socio-constructivist and Cognitivist

Perspectives on ILT
n_/ il‘.h-rn',}'up

Critical Cultural Perspectives on [L

(O Behavioral and Contextual Perspectives

on ILT

@ Evaluation of Research

Still needed:

Still needed:

Still needed:

60 hours are required.You currently have

1 Class in ILR

Overview: Res Des/Instret Ing

Mixed Method Analysis and

App

51, you still need 9 more hours.

A=

A+ 3 Fall 2023

6 hours of approved research methods courses must be selected from within the College

3

You currently have 3, you still need 3 more hours.

Exploration of ILT

ILY 7133 Sr:-t::);'(,n:_;r:l: Persp ILY At 3 Spring 2023

ILY 7143 Internship A+ 3 Spring 2023

EGR 6183 Engineering Education A+ 3 Fall 2022
Methods

Exception by On Substitute

Still needed: 1 Class in ILT

EGR 6653 Found Engr Ed Research A+ 3 Fall 2023
Methods

Exception by: On Substitute: SR6 b f
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Major in Biology, MS
Credits required: 36

Unmet conditions for this set of requirements:

Credits applied: 24

Examples: DegreeWorks updated with petitions

[ INCOMPLETE |

All courses must be completed with a grade of 'C' or better.

O

Thesis Option:Emphasis in Microbiology

and Immunology

© Core Lecture Courses

© Research Support Courses

Major in Cybersecurity Science [mcowrier:

e
Credits required: 30  Credits applied: 30  Catalog year: 2023-2024  GPA: 3.72
A
Course Title Grade Credits Term Repeated
Catalog year: 2021-2022  GPA: 3.66
@©  Hours required for major
36 hours are required.You currently have 24, you still need 12 more hours.
Principles of Cyber Security CS 5323 Principles of Cybersecurity A- 3 Fall 2023
Course Title Grade Credits Term Repeated
Practical Attack and Defense Techniques CS 5713 PractAttack&DefenseTechniques A 3 Fall 2023
Computer Science Courses CS 5233 Artificial Intelligence B+ 3 Spring 2024
BIO 5133 Principles of Cell Biology A 3 Fall 2021 €S 5523 Operating Systems B+ 3 Spring 2024
BIO 5213 Principles of Chemical Biology A 3 Spring 2022 @©  Required Electives CS 5343 Secure Systems & Software P (3) Fall 2024
BIO 7041 Drug Dev from Natural CR 1 Fall 2022 CS 6353 Network and System Security P 3) Fall 2024
Sources
@©  Other Electives CS 6343 Cyber Risk Management A 3 Spring 2024
BIO 7041 Drug Dev from Natural CR 1 Spring 2023
SBUECES CS 5173 Steganography P (3) Summer 2024
BIO 7041 Drug Dev from Natural CR 1 Fall 2023 . " ) .
SHiiFeas Exception by: Saucedo, Susie On: 04/23/2024 Apply Here: approved petition CS 5173 apply
BIO 6953 Independent Study B+ Spring 2024 @© Master's thesis or Additional Electives CS 5723 Crypto Currencies & Bitcoins P (3) Fall 2024
Exception by: Saucedo, Susie On: 02/19/2024  Apply Here: BIO6953 sub for BIO7051 approved €S 5733 Privacy Enhancing Techniques A 3 Spring 2024
O  Comprehensive Oral Examination Still needed: Student must pass a final comprehensive oral examination for completion of the degree

program.

Why it is important to be specific on course applicability.
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Blanket & Cohort Petition

* Blanket petition

o Applies to ALL students in that catalog(s) and program (include thesis/non-thesis, concentration, track
etc...).

o We use this approval to scribe DegreeWorks. This means that this course will automatically pull into the
approved degree requirement area on DegreeWorks once a student is enrolled and/or has completed
the course.

 Cohort petition
o We will do a manual exception for each student on the list of approved students




Doctoral Committee Forms used to update DegreeWorks

Application for Candidacy For the Doctoral Degree (CAND)

Application of Doctoral Dissertation Committee (DISS)

Completion of Qualifying Exam (QUAL)

Dissertation Proposal Approval (PROP)

Certification of Completion of Dissertation Requirements for Doctoral Degree (CERT)
» Used as final check for ProQuest submissions
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Doctoral Committee Forms on DegreeWorks

Force complete exception applied once the approved form is received by the GS DW Team

DOCTORAL MILESTONES

Complete Qualifying Exam

Form your Dissertation Committee

Defend your Dissertation Proposal

Advance to Candidacy

Defend your Dissertation

Complete Final Submission of

Documentation to the Graduate School

If you have completed any of the Doctoral Milestones and they are not checked, please contact your advisor or
department and make sure they have submitted the appropriate Doctoral Committee forms to the Graduate School. If
you have any questions email us at Graduate.School@utsa.edu.

Exception by: Saucedo, Susie On: 05/01/2024 Force Complete: Milestone Completed/Xtender

Still needed:

Still needed:

Exception by: vaucedo, Susie On: 04/22/2024 Force Complete: Milestone Completed/Xtender

Still needed:

Still needed:
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Forms updated by Registrar

* Doctoral Degree to Interim Master’s Degree Request (INTRM)

o Sent to Registrar and they change 03 applicable courses to 02 for the term in which they will award
the Master’s and then they change the courses back to 03 the semester after the degree has been
conferred.

o Currently, we have noticed that sometimes the changing back to 03 for these courses does not occur.
We will be meeting with their office to reassess the process. If you notice this for a student, let your RG
know or email graduate.school@utsa.edu.

 Change from Doctoral to Master’s Degree (CHANGE

o Once we receive this form we update the student’s record in Banner.

= NOTE: Typically, a Transfer of Graduate Credit Towards a Masters Degree form is submitted
indicating courses that should be changed from 03 to 02. If the Registrar hasn't updated the
Banner record yet, then we provide this information to them and they will update the students
course record as requested. Once they complete their process, then you will see the 03 courses
on the students new Master's DegreeWorks worksheet.
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e Petition: Course(s) Exceeding Time Limitation (TIME

Forms updated by Registrar

o Formis sent to the Registrar and they confirm that the courses can be used in the degree.

o (Courses that have exceeded the time limit are list at the bottom of Degree Works.

Extra Courses - Credits Not Applied to Graduation Requirements

ren

Course

DEM 7803

Title Grade
DrRes: Comprehensive Exam Prep A-
Policy Development A

m

Urban Planning Methods II

Credits

-
-
-

-
-

Term Repeated
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Alert: Extra Courses

* |f you see a course in the Extra Courses section on their
DW, and it should apply to a specific degree requirement,
then consider either:

o the petition process for prescribed catalog

Extra Courses - Credits Not Applied to Graduation Requirements

Course Tithe Grade Credits Tee'!m = Repeated

_ i requirements (course listed, course options listed)

: ; o orif the catalog states “as approved by GAR" or
similar verbiage, then email assigned Retention and
Graduation Program Coordinators (RG) with official
approval, they will share with Graduate School DW
Team and we will update DW as requested.
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DegreeWorks Workilow

Need DW update RG will communicate with We will update the student’s

Graduate School DW team your DW as requested, if
concern/issue/question/request approved/applicable and notify
for update etc... RG of completion

RG will provide you with
Email RG of

concern/issue/question

information, update, etc...

Example: this can be missing previously
approved petitions, courses in extra
courses that should apply, etc...




Clarification requests

 RG's may reach out for additional clarification on the applicability of petitions.
o Example: Petition states elective but there are three elective sections (prescribed, free, and additional
electives). More typical of older petitions since new petition form requests more detailed information.
o Example: SOC 5113 approved to sub for a core course, but the student ended up completing the
required core course, so technically the petition is no longer applicable.
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Catalog degree requirement
states “approved by GAR” or similar verbiage

* Follow DegreeWorks Workflow
o Provide email to RG from GAR stating they have approved the course to count towards that specific
area of the catalog degree requirements.

* |f there is a blanket approval, then you can indicate this on the email to RG and we will scribe it in DW, so
that the course pulls in automatically for ALL students in the specified catalog year and program (include
thesis/non-thesis, concentration etc...).

e |f there is a chorot approval for a specific group of students, then indicate that on the email and we will
manually update each student provided on that list.

o Example: 10 PhD students were told to take a specific course to satisfy electives area, which in the
catalog states “as approved by GAR,” or similar verbiage, then you can include in an email to RG all
students who are approved to use this course for that area indicated.
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Student Academic Progress

Quick Points
 Forms were updated to make it easier to apply approved petitions to Degree Works.
o This will help alleviate confusion and the need to reach out for clarification.

o Delays can slow updates to student’s academic record.
o When forms are not submitted in a timely manner, students may become concerned about the
progress they see in Degree Works.
* The Graduate School received over 2200 forms this academic year.
o |t's essential that we all work together to ensure that every necessary form is submitted and approved

in a timely manner.
o Your attention to detail and commitment to this process are vital. By collaborating effectively and

supporting one another, we can ensure Degree Works is accurately tracking student progress.
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Point of Contact (POC) within the Graduate School

Clarissa Benavides Gabby Zepeda Ginger Hernandez Jeff Ragsdale
* Doctoral Committee forms and + Petitions and Other Forms . . . . S
: aucedo
composition questions * POC - Form processing and Acade:mlc ROy Assistant Vice PI‘OYOSt
- Petition for Reinstatement academic policy questions questions of Graduate Studies Management Analyst

» Graduate Council & Memberships

. POC - Form Intake/processing  Oradschooladmin@utsa.edu Graduate.school@utsa.edu

Jo Ann Jones Sam Sifuentes German Medina Linda Dietzmann Molly Miller Eric Uriegas

COEHD HCAP KCEID ACOB COS & UC COLFA

Joann.Jones@utsa.edu Samantha.Sifuentes@utsa.edu German.Medina@utsa.edu Linda.Dietzmann@utsa.edu Molly.Miller@utsa.edu Eric.Uriegas@utsa.edu
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