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Note that TGS never admits PhD students to part-time course work.  Part-time work is a 
rare accommodation to a student’s changed circumstances. 

 

 

 

Part-Time Study 

PhD students typically register full time for every quarter. In rare and exceptional 
circumstances, and with approval of the program and Dean of The Graduate 
School, PhD students may be able to register part time.  

• Students who are approved to study on a part-time basis must complete the 
equivalent of eight quarters of residency, or 24 units, taken as coursework or 
590s within their programs. The distribution of those units will determine the 
amount of time required to complete residency 

• Note the continuous registration requirement 

Master's students may meet the minimum residency requirement by combinations 
of one-third or two-thirds quarters of residency - that is, one or two course units per 
quarter. 

http://www.tgs.northwestern.edu/academics/academic-services/registration/part-time-study/  

http://www.tgs.northwestern.edu/academics/academic-services/registration/part-time-
study/index.html 
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Graduate Courses Continue on next page 

Please see individual program websites for courses offered by the various programs 
in The Graduate School (TGS). Only courses listed in CAESAR with a career of “The 
Graduate School” are authorized for graduate credit. Undergraduate courses may 
not be used to fulfill graduate degree requirements. 

 Courses are arranged in levels designated by number: 

• 300-level courses are primarily for advanced undergraduate students; some 
300 level courses are approved for graduate credit. 

• 400-level courses or seminars are primarily for graduate students, but the 
major part of the work is not research; 

• 500-level courses are for graduate students only and are primarily research 
seminars or courses in which special research is done by an individual 
student under faculty direction. 

Each course identifier begins with the program/department code (SUBJECT) 
followed by three digits indicating the course level and course number. If the course 
continues for more than one quarter, a hyphen and sequence number(s) follow. For 
example, in ENGLISH 321-1,2 Old English, ENGLISH identifies the subject, 3 
identifies the course level, 21 identifies the course, and 1,2 indicates that the course 
is taught as a two-quarter sequence. Old English is the course title. 

The number of units for which a student is registered determines if a student is in 
full-time status. Most courses carry one unit. Students are considered to be full-time 
if they are registered for three to four units of credit. 

Some registrations (499 Independent Study or Projects, and 590 Research courses, 
for example) allow the student to register for anywhere from one to four units for the 
course. By registering for such courses for a total of three to four units, it is possible 
for a student to take only one or two courses and still be considered full-time. 

http://www.tgs.northwestern.edu/academics/academic-services/registration/graduate-courses/index.html  
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TGS Research and Continuation Courses Continued from previous page 

General courses of The Graduate School are designated TGS. For further 
information regarding the courses described below, see the Master's Degree 
Residency and Courses and Doctor of Philosophy Coursework sections of this 
website. 

TGS 500 Advanced Doctoral Study:  Available to doctoral students who have 
completed the residency requirement of eight quarters of full-tuition registration 
within their program and are receiving aid from the University. Provides full-time 
status. Students may register for TGS 500 via CAESAR. 

TGS 509 International Student Institute:  Required for all international PhD students 
designated as International Summer Institute Fellows. Intensive instruction in 
English; immersion into American social and academic culture and life. 

TGS 512 Continuous Registration:  For students who are continuing in their degree 
programs and are not registered in program coursework or any other TGS course 
(500, 588,). TGS 512 is $100/quarter and provides full time status. Students may 
register for TGS 512 via CAESAR. 

TGS 513 Advanced Continuous Registration:  Students who are not able to meet 
degree requirements within TGS’s allotted time limitation (view PhD and Master's 
timeline) are required to register for TGS 513 in each fall, winter, and spring 
quarter. TGS 513 is $1,000/quarter and is a less than part time registration. This 
registration requires TGS permission. 

TGS 588 Resident Master’s Study:  Available to master’s degree students who are 
receiving financial aid. Provides full-time status, but allows no accumulation of 
credit or residency toward the master’s degree 

http://www.tgs.northwestern.edu/academics/academic-services/registration/graduate-courses/index.html  
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Continuous Registration Policy Continue on next page 

Effective winter 2007, all active students in The Graduate School (TGS) must be 
registered at Northwestern University in each of the fall, winter and spring terms 
until all degree requirements have been completed.  See the Masters and PhD 
degree completion webpages for additional information.  Students in the following 
categories are in compliance with the continuous registration requirement: 

• Students who are registered for at least one Graduate School course, 
including courses, 590 courses, and TGS 500 

• Students who are registered as CIC Traveling Scholars 

Any student not satisfying one of these conditions during a fall, winter, or spring 
quarter must register for TGS 512, or TGS 513 if the student is beyond his/her 
degree deadline.  This applies to students who are continuing in their degree 
programs and are not funded, and students away from campus or on leave for any 
reason (medical, family, research, etc.). 

• Students in TGS 512 or TGS 513 may not register for any additional courses 

• Students in terminal master's degree programs and PhD students who have 
not yet reached candidacy must meet with their advisor or DGS before 
registering for TGS 512 

,--./001112-342567-,184-875289:0;<;98=><40;<;98=><?487@><840783>4-7;->650<65->5:6:4?783>4-7;->65?.6D><A0>598C2,-=D!!
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Continued from previous page 

TGS 512, Continuous Registration: Tuition for TGS 512 is currently $100 per 
quarter. The following benefits are provided to students registered for TGS 512. 

• Continuation of the student’s Net ID and email account 

• Access to university facilities such as libraries, labs, and sports facilities  

• Maintenance of one's visa status 

• The ability to defer student loans 

• The right to take additional cost-of-living loans (federal and alternative) as 
determined by their financial state, and 

• The right to buy into the Northwestern health insurance policy (but not to 
qualify for the subsidy) 

TGS 513, Advanced Continuous Registration:  Doctoral students after nine years 
from first term of enrollment and master’s students after five years from first term of 
enrollment are required to maintain their affiliation with Northwestern by 
registering for TGS 513. Students must maintain this registration until all degree 
requirements are complete. 

• Students are required to register for fall, winter, and spring quarters; the 
summer quarter is excluded. Any lapse in registration must be paid in full, 
including appropriate retroactive registration fees, or no degree will be 
awarded nor will a transcript be released. 

• Students in this advanced continuous registration status are not eligible to 
receive federal loans or to qualify for the University health insurance 
subsidy, nor will they be eligible for fellowships, traineeships, teaching or 
research assistantships, and scholarships. This status is considered less than 
half-time and therefore does not provide students with the ability to defer 
loans or extend visas 

,--./001112-342567-,184-875289:0;<;98=><40;<;98=><?487@><840783>4-7;->650<65->5:6:4?783>4-7;->65?.6D><A0>598C2,-=D!!
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Readmission 

Per The Graduate School's Continuous Registration policy, all active students in 
The Graduate School must be registered at Northwestern University in each of the 
fall, winter, and spring terms until all degree requirements have been completed. 

Students who miss one or more quarters of registration (excluding summer) will be 
discontinued from their program. Students who fall into this category and who wish 
to return to the University must submit the Application for Readmission form six 
weeks before the desired date of reentry. Once approved by the program the form 
must be sent to TGS for review no later than the first day of classes of the quarter in 
which the readmission is requested. 

All graduate students who have previously been enrolled at Northwestern 
University as degree-seeking students but have had a break in their enrollment will 
be subject to a readmission fee. Students applying for readmission must pay $250 
plus the equivalent of TGS 512 or TGS 513 tuition for each quarter of missed 
enrollment. 

http://www.tgs.northwestern.edu/academics/academic-services/readmission/  

!

Withdrawal 

Students who wish to cancel their entire registration must file a 
Withdrawal/Cancellation form or email his/her Student Services 
representative. International graduate students should also contact the 
International Office. 

The amount of tuition refunded depends on when during the quarter the 
withdrawal request is made.  View the refund schedule to determine how 
much tuition will be refunded based on what percentage of the quarter has 
elapsed. 

,--./001112-342567-,184-875289:0;<;98=><40;<;98=><?487@><8401>-,97;1;D0!!
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XVII. Grading 

1. P/N Courses 

During their first two years at Northwestern University, Religious Studies Ph.D. students 
may take up to 2 courses Pass/No Credit (P/N) in addition to 490 registrations for teaching 
assistantships, also P/N. No more than one course may be taken P/N in either Religious 
Studies or the secondary department. P/N courses may not include the following: 

• Religion 481-1,2 

• Religion 482 

Grading Systems 

 A minimum grade average of B is required for all work presented for a graduate 
degree.  Grades given for completed, credit-bearing graduate courses not taken on a 
pass/no credit (P/N) basis are A, A-, B+, B, B-, C+, C, C-, and F (for failing work). 

• Y Grades: given when a student does not submit all assigned work in a 
course. 

• X Grades: given when a student fails to take the final examination. 

• All X and Y grades are incompletes; work must be made up and grades 
changed within one calendar year of the date the X or Y grade is incurred 
(with the exception of 499 Projects in the Robert R. McCormick School of 
Engineering and Applied Science). After one calendar year, at the discretion 
of the associate dean for current students, the X or Y becomes a permanent 
grade on the record. 

• Each grade of F, N, X, or Y reduces the total credit toward residency for that 
quarter by one-third, regardless of the number of courses in the registration 
for the quarter. 

• Neither University scholarships nor teaching assistantships will provide 
tuition for any additional courses needed to complete the residency 
requirement when residency is reduced by a permanent F, N, X or Y grade. 

,--./001112-342567-,184-875289:0;<;98=><40;<;98=><?487@><84037;9>53?4A4-8=40>598C2,-=D!!
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• Religion 570-1, 2, 3 (unless the student takes 570-2 as a P/N overload during 
winter) 

• Required introductory classroom and research courses in the secondary department 
(typically, the introductory course or two-course sequence in that department) 

During their third year, students may take courses in any third department P/N. In 
addition, they may take P/N courses in Religious Studies if their Religious Studies 
requirements have been fulfilled, and they may take P/N courses in their second 
departments if their second department requirements have been fulfilled. 

However, all pre-candidacy students are strongly advised to take courses essential to their 
fields and concentrations for ABC/NC grades, even if Religious Studies and secondary 
departmental requirements have been fulfilled. 

In Religious Studies, students taking P/N courses are required to complete all 
requirements, including any final project. After candidacy students may take any course 
P/N. 

2. GA (TA) work: 

During course work: 490 (which is P/N) is used as the place-holder for teaching assistant 
(GA) work (this includes the period in which students are registering for 490, 499 or 590 
for exams and exam prep). 

 

 

 

 

• 590 research registrations must be taken on a P/N basis. A grade of K, not a 
Y, is given when the work for 590 is in progress. The one-year deadline to 
make up an incomplete does not apply to the K grade. 

• Except for 590, P/N courses cannot be counted in a program presented for a 
master's degree. 

http://www.tgs.northwestern.edu/academics/academic-services/grading-systems/index.html  
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TGS Forms for Graduate Students 

The following Graduate School (TGS) forms are available to students on CAESAR: 

• Application for Degree 

• Master's Degree Completion 

• PhD Prospectus 

• PhD Final Exam 

• Petition for Absence 

Once you submit a form on CAESAR, the information will be sent to your program 
for approval. Your program may have additional submission requirements so please 
be sure to communicate with program staff before submitting. Once your program 
approves, TGS will be notified and, barring any problems or holds, will also 
approve. You will receive emails notifying you of form submission and final 
approval.  All other TGS forms are in PDF format and should be submitted in hard 
copy: 

• Application for Readmission 

• Application for Department Transfer 

• General Petition 

To request a change in degree within your program, please contact your program 
directly to request that they submit a Change of Degree form online through TGS 
Forms. 

To enroll in or waive student health insurance please visit the Health Insurance 
office website. 

For fellowship, scholarship, and financial aid forms, see the Financial Aid webpage. 

http://www.tgs.northwestern.edu/academics/academic-services/forms/index.html  
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XVIII. Satisfactory Academic Progress Continue on next page 

 

Cases of improper academic and/or research conduct, and inappropriate or 
unprofessional behavior are considered outside the boundaries of “satisfactory 
academic progress”. These cases are covered separately under TGS’s Academic 
Integrity policy, as well as the published policies of the Office for Research 
Integrity, the Office of Equal Opportunity and Access, and the Student Handbook. 
These cases are addressed according to the University’s existing disciplinary 
procedures, and may result in a range of sanctions up to and including exclusion 
from the University. 

SATISFACTORY ACADEMIC PROGRESS 

TGS sets the minimum standard for satisfactory academic progress. Programs may 
have additional criteria beyond TGS’s for determining a student’s academic 
standing. There are four sets of criteria that are taken into account in determining 
satisfactory academic progress: 

Program length.  Doctoral students must complete all requirements for the Ph.D. 
within nine years of initial registration in TGS.  Master’s students must complete all 
requirements for the master's degree within five years of initial registration in TGS. 
Students who do not complete degree requirements by the established deadlines 
will not be considered in good academic standing and will not be eligible for 
financial aid. Students may submit a petition to extend the degree deadline, but 
those students will not be eligible for financial aid and will be subject to TGS 513, 
advanced continuous registration. 

Grades and cumulative GPA.  A student whose overall grade average is below B 
(3.0 GPA) or who has more than three incomplete grades is not making satisfactory 
academic progress and will be placed on probation by TGS.  Individual programs 
may have stricter criteria. 

Each student’s academic progress must be reported annually by the student’s 
program to the student and to TGS. 

Failure to make satisfactory academic progress will result in probation or exclusion.   
The Graduate School will notify students of probation status on a quarterly basis. 

,--./001112-342567-,184-875289:0;<;98=><40;<;98=><?487@><8404;->4B;<-67A0>598C2,-=D!!
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Continued from previous page 

 

Internal deadlines.  Doctoral students who have not been admitted to candidacy by 
the end of their third year*, or who have not passed the prospectus by the end of 
the fourth year* are not making satisfactory academic progress and will be placed 
on probation by TGS unless a petition for extension is approved by both the 
program of study and TGS. 

Program criteria.  Failure to make satisfactory academic progress, as determined by 
the program, may be a result of (but is not limited to):  unsatisfactory performance 
in classes, unsatisfactory performance on qualifying exams, unsatisfactory research 
progress, or failure to meet other program requirements (such as language 
proficiency). 

*Please note the end of the year is considered the end of summer quarter, generally 
the 3rd week of August  (not the beginning of the following year). 

PROBATION 

A student who is not making satisfactory academic progress due to one of the 
reasons outlined above will be placed on probation by The Graduate School and/or 
the program. 

When a decision to place a student on probation is made by the program, the 
student and The Graduate School must be notified in writing. 

When a decision to place a student on probation is made by The Graduate School, 
the student will be notified in writing, along with the program’s Director of 
Graduate Study, and will be given at most two quarters (excluding summers) to 
resume satisfactory academic standing.  

During the probationary period, students will remain eligible to receive federal and 
institutional assistance (except when they have exceeded their degree deadline).  At 
the end of the probationary period, progress will be reviewed.  If a student cannot 
re-establish satisfactory academic standing during the two probationary quarters, 
the student will become ineligible to receive financial aid and will be excluded 
from TGS. 

,--./001112-342567-,184-875289:0;<;98=><40;<;98=><?487@><8404;->4B;<-67A0>598C2,-=D!!
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EXCLUSION 

Exclusion is defined by the University in the Student Handbook.  

A student who fails to resume satisfactory academic standing after at most two 
quarters (excluding summers) after being notified of his or her placement on 
probation by either TGS or the program will be excluded from TGS.  

Under certain circumstances, a student can be excluded by a program without first 
being placed on probation.  This may occur only if the criteria for exclusion have 
been stated clearly by the program and have been disseminated to the students 
effectively.  Exclusion by the program always requires approval from both the 
director of graduate study and either the chair of the graduate program’s student 
advisory committee or the chair of the student’s department. 

Funding will cease on the effective date of the exclusion unless other arrangements 
are made. 

NOTIFICATION OF EXCLUSION 

When a decision to exclude is made by the program, both the student and TGS 
must be informed in writing within five business days of the decision. The 
notification must include the effective date of the exclusion and a clear statement of 
the reason(s) for exclusion. 

Similarly, when TGS determines that a student is to be excluded, the program and 
the student will be informed within five business days of the determination.  

http://www.tgs.northwestern.edu/academics/academic-services/satisfactory/index.html  
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APPEAL PROCESS 

Students wishing to appeal TGS’s probation or exclusion decision must submit their 
request in writing to The Graduate School’s Director of Student Services within ten 
days of the date of written notification of probation/exclusion to the student and 
include any supporting materials at that time.  If no appeal is filed within the ten-
day appeal period, TGS’s decision becomes final and not subject to appeal. 

Students wishing to appeal a program’s probation or exclusion decision must first 
appeal directly to the program by submitting a request in writing directly to the 
program’s Director of Graduate Studies within ten days of the date of written 
notification of probation/exclusion to the student.  The program must inform both 
the student and TGS of the outcome of the student’s appeal(s) in writing. 

A student may appeal final program probation or exclusion decisions to The 
Graduate School.  To appeal a program decision, students should submit a request 
in writing to the attention of the Director of Student Services within ten days of the 
date of the program’s final written determination of probation/exclusion to the 
student and include any supporting materials at that time.  If no appeal is filed 
within the ten-day appeal period, the program’s decision becomes final and not 
subject to appeal. 

Appeals will only be considered by TGS on the basis of procedural errors or failure 
to comply with established program or TGS policy. The Dean of The Graduate 
School may request additional information from, or a meeting with, the student 
and/or program before making a final decision. The Dean’s decision will be made 
in a timely manner, and will be communicated in writing to the student and 
program.  The Dean’s decision shall be final. 

http://www.tgs.northwestern.edu/academics/academic-services/satisfactory/index.html  

!



! %*!

XIX. Leave of Absence 

 

 

 

 

Leave of Absence 

A student who is working towards residency requirements and needs to take a leave 
from the university (general leave, medical leave, family leave, or childbirth 
accommodation), must request an official leave of absence. Students use the 
“Petition for Absence” form via TGS Forms in CAESAR to apply for a leave of 
absence, citing why leave is necessary. The form is reviewed by both the program 
and The Graduate School. 

No leave is granted for less than one quarter or more than one calendar year. If a 
student requests renewal of a leave of absence beyond one year, the student’s 
record will be reviewed to determine whether an extension of the leave will be 
approved. 

Any student who is granted a leave of absence must register for TGS 512 
Continuous Registration for each fall, winter and spring quarter the student is 
absent. 

All international students must consult with the International Office before applying 
for leave of absence. 

In Religious Studies, before requesting an official leave from TGS, the student 
should gain the written approval of the adviser and the DGS.  The approval should 
include the student’s reason for a leave; explicit plans for the leave; and a date and 
conditions for return to the program.  Under no circumstances should a student 
request an academic leave from TGS without having gained the support of the 
Department.  Students do not need the permission of the department for family 
leave or childbirth accommodation, but they should inform their advisers, the GPA, 
and the DGS and make plans for completing or postponing work. 

http://www.tgs.northwestern.edu/academics/academic-services/leave/index.html  
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Family Leave 

A graduate student will, on request, be given a one-quarter leave of absence to give 
birth, to care for the newborn or mother, or to or adopt a child. Prior to the end of 
the one quarter the student may request a one-quarter extension. Deadlines for 
candidacy and degree completion will be extended by the length of the leave. 

Any student who is granted a family leave must register for TGS 512 Continuous 
Registration for each quarter the student is absent. 

Those students wishing to request accommodations provided by the Childbirth 
Accommodation Policy must specifically indicate when filing out the Petition for 
Absence that they wish to make use of the Childbirth Accommodation Policy. 

International students must adhere to additional U.S. government requirements. 
Under SEVIS regulations, the mother may take medical leave authorized by a 
physician. Leaves for international students also must by authorized through the 
International Office. 

http://www.tgs.northwestern.edu/academics/academic-services/leave/family/  
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Childbirth Accommodation Policy Continue on next page 

The Graduate School's childbirth accommodation policy provides academic 
milestone extensions to eligible women graduate students. In addition, it provides 
continued financial support to funded graduate students who give birth during their 
eligibility. 

Family leave may be taken in addition to the accommodation period for childbirth, 
as set forth in this policy.  Additional information and resources for student parents 
can be found on the Student Parent webpage. 

Academic Accommodation 

An academic accommodation period of six weeks for childbirth is provided to 
eligible graduate students. This academic accommodation period may be taken 
before and/or after the birth. Students are expected to return to their studies/duties at 
the end of this six-week period. 

During this period, students may postpone course assignments, examinations and 
other academic requirements but remain eligible for enrollment and retain access to 
university facilities (including university housing, student health insurance, etc.) 

Any funded student granted this accommodation must maintain her regular 
coursework and/or research registrations during this period. 

This accommodation period will provide for an automatic extension of academic 
milestones for two academic quarters during which the same access provisions 
apply. 

http://www.tgs.northwestern.edu/academics/academic-services/leave/childbirth/index.html  
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Notification 

Eligible graduate students should notify their adviser, DGS, GPA and TGS of the date of 
their intended time away at least sixty days prior to the expected date of childbirth. 
Students must also indicate their intent via a request for Family Leave, specifically stating 
they wish to make use of the Childbirth Accommodation Policy. This request is made 
online through TGS Forms on CAESAR. 

XX. Getting Help 

The University is a big, sprawling place, and when you have a question or need help it is 
not always clear where to turn. Here are a few of the more common issues that you may 
encounter, and where to get help for them: 

Academic Advice  

Questions about schedule, exams, and general course of study should be directed toward 
students’ faculty advisers and the core faculty in their programs. Students pursuing a 

Financial Accommodation Continued from previous page 

Eligible women graduate students supported by fellowships, teaching assistantships, 
research assistantships, and/or receiving a tuition scholarship at the time of 
childbirth will be excused from regular teaching or research duties for a period of 
six weeks during which they will continue to receive support. 

Students receiving a financial accommodation must maintain their regular 
coursework and/or research registrations during this period. The funding source for 
the student’s aid at the time of childbirth (University, foundation, governmental) will 
be responsible to fund the student during the 6-week accommodation period. 

Eligible graduate students are required to notify their advisor/primary investigator, 
the DGS in their program, and TGS of the date of their intended time away at least 
sixty days prior to the expected date of childbirth. Students must indicate their 
intent via TGS Forms in CAESAR by submitting a Petition for Absence for Family 
Leave specifically stating they wish to make use of the Childbirth Accommodation 
Policy. 

http://www.tgs.northwestern.edu/academics/academic-services/leave/childbirth/index.html  
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second major model should also consult their second department mentors. The DGS is 
available for general consultation. Graduate school advisers solve registration problems. 

Career Advice/Placement 

Students should be in close consultation with the dissertation advisor about placement 
issues. They will need to contact Career Services to compile a dossier, and should be a 
member of the American Academy of Religion and possibly other relevant societies, such 
as the Society for Biblical Literature, North American Patristic Society, and Society of 
Christian Ethics. At any time students may direct questions to the DGS, who can help and 
advise them through this somewhat stressful process. 

For more information see: http://www.northwestern.edu/careers/  

Computing: 

All computing questions should be directed to NUIT Support Center 
http://www.it.northwestern.edu/supportcenter/   

NUIT's central helpdesk provides phone consulting on NUIT-supported software and 
services, wireless troubleshooting, and computer/network threat assistance for faculty, 
staff, and students of the University.  

The NUIT Support Center also accepts requests for new e-mail accounts and helps users 
manage their NetID passwords. For e-mail assistance, e-mail message can be sent to 
email-accounts@northwestern.edu, or fax request to 847-467-5988. 

Central helpdesk for faculty, staff, and students’ 847-491-HELP (4357) or 
consultant@northwestern.edu. 

Fellowship Opportunities: 
http://www.tgs.northwestern.edu/financial-aid/fello-schola-grants/index.html  
 
Formation of Dissertation Committee: 

You should first consult your adviser, and then the DGS to ensure that the committee’s 
composition fits TGS guidelines. Although the Committee first takes shape in the 
dissertation proposal defense, it is not formally constituted until the defense of the 
proposal. 

Graduate Student Travel: 

See Conference Funding 
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Grievances: 

If there is a conflict with a faculty member, the issue should be taken up directly with that 
faculty member. If the matter is not resolved, consultation can be made with the DGS, 
followed (if a resolution has not been made) by the Chair. 

Payroll inquires: http://www.northwestern.edu/hr/payroll/  

Consult the DA for questions about payroll and stipends. 

Reimbursements: 

Reimbursements for expenses related to funded travel and to departmental business must 
be approved in advance. Present original receipts to the GPA and sign the reimbursement 
form. 

Requirements: 

Questions about academic requirements, including fulfillment of language requirements, 
should be directed to the adviser and the DGS. 

Status: 

Questions regarding your status (e.g., funded research leaves, leaves of absence) should be 
directed to the DGS. 

TA Assignments: 

The DGS makes the TA assignments in consultation with the GPA, faculty, and students. 
Should you have any questions (or preferences), consult the DGS.  Once assignments are 
made, it is frequently possible to for students to initiate trades of assignments with other 
students.  If a trade is welcome to all students and professors involved, please inform the 
GPA, DGS, and DA of the change. 

Teaching Advice: 

Your work as a TA should be a collaboration between you and the supervising faculty 
member. You should feel free to consult your supervisor for discussions of your teaching. 
The Searle Center for Teaching Excellence is an excellent resource for teaching advice. It 
runs a variety of valuable seminars and certification programs for graduate students. 

http://teach.northwestern.edu/  
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Teaching Logistics: 

Issues dealing with the logistics of teaching (e.g., room assignments, copying, copyright 
permissions) should be directed toward the DA or GPA. 

XXI. The Graduate School Frequently Asked Questions continue on next page 

 

REGISTRATION 

Q: I need to enroll in TGS 512, Continuous Registration. Am I eligible for health 
insurance? 

A:  Yes, you are eligible for health insurance, but NOT for the health insurance 
subsidy. 

Q: I need to enroll in TGS 512, Continuous Registration. Am I eligible for the U 
Pass? 

A:  Students enrolled in TGS 512 do not pay the student activity fee and are not 
eligible for the U Pass. 

Q: Which courses are authorized for graduate credit? 

A:  Only courses listed in CAESAR with a career of “The Graduate School” (TGS) 
are authorized for graduate credit. 

Q: In which courses should I enroll? 

A:  Please consult with your program if you have questions about coursework or 
specific degree requirements.  For general registration and deadline questions, PhD 
students can consult the PhD timeline page and Masters students can consult the 
Residency page. 

Q: When can I register? 

A: Check the Office of the Registrar academic calendar for dates of registration as 
well as other important academic dates. 

http://www.tgs.northwestern.edu/academics/academic-services/faq/index.html  

!
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Continued from previous page 

 

Q: I’ve missed the registration deadline and can no longer register on CAESAR. 
How do I register? 

A: Students must register before or during the add/drop period of each quarter.  Not 
registering on time will result in discontinuation.  If you have been discontinued 
due to non-enrollment, please see the readmission policy. 

RESIDENCY and FULL-TIME REGISTRATION 

Q: When am I considered to be in full-time status? 

A: Full-time registration is defined as no fewer than three and no more than four 
graduate course units per quarter. TGS 500, 588, and 512 all convey full-time 
status. 

Q: What is the required residency for the Doctor of Philosophy? 

A: Eight quarters of residency to be completed consecutively over two years, 
including summers, in courses authorized by the Graduate Faculty for graduate 
credit. 

Q: I’m taking time off and/or working only on my dissertation. Do I need to be 
registered? 

A: Yes – per the continuous registration policy, you must be registered in each fall, 
winter and spring term in which you are still working towards degree completion.  

HEALTH INSURANCE: 

Q: I do not need the NU insurance because I have coverage from a provider outside 
of NU. Do I need to inform anyone? 

A:  Graduate students registered full time are automatically enrolled in the 
Northwestern University student health insurance program unless they fill out the 
coverage selection waiver. The coverage selection form can be accessed via 
CAESAR. For more information visit the health insurance website. 

http://www.tgs.northwestern.edu/academics/academic-services/faq/index.html  
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Continued from previous page 

 

Q: How do I cancel my health insurance coverage because I am graduating or have 
had a change in status? 

A: Students enrolled in the NU health plan, who are graduating or leaving the 
University at the end of a term and wish to cancel their enrollment in the plan, must 
submit a request in writing to the Health Insurance office at 633 Emerson Street by 
last day of each term. 

DEGREE REQUIREMENTS 

Q: What forms do I need to submit for the Master’s Degree? 

A: Using TGS Forms in CAESAR, the Application for a Degree and Master’s Degree 
Completion must be completed for the Master’s Degree. 

Q: What forms do I need to submit for the Doctor of Philosophy? 

A: Using TGS Forms in CAESAR, the following forms will need to be submitted over 
the course of your studies: Candidacy (submitted by your program by the beginning 
of your fourth year), Prospectus (submitted by the beginning of your fifth year), Final 
Exam form, Application for Degree form.  In addition, you should submit your 
dissertation through UMI ProQuest and complete the Survey of Earned Doctorates.  
See the PhD checklist for additional information. 

Q: I accidentally submitted a form via CAESAR -> TGS Forms. How can I delete the 
form? 

A: Send an email to gradservices@northwestern.edu to request help with a form 
submitted in error. 

Q: What is candidacy and what is the filing requirement for candidacy? 

A: Students must be admitted to candidacy no later than the beginning of their 
fourth year of study.  The program (DGS or DGS designate) should submit the 
Qualifying Exam form via TGS Forms in CAESAR to indicate that a student has been 
admitted to candidacy.  

http://www.tgs.northwestern.edu/academics/academic-services/faq/index.html  

!
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Continued from previous page 

 

 

 

 

 

Q: What is the prospectus and what is the filing requirement for the prospectus? 

A: Students must have a prospectus (dissertation proposal) approved by their 
committee no later than the beginning of the fifth year of study. Students must 
submit the Prospectus Form via TGS Forms in CAESAR.  

Q: What are the deadlines for filling forms? 

A: Deadlines for filing forms can be found on TGS academic calendar.  

Q: How do I submit my dissertation, and where can I find the formatting 
requirements? 

A: Dissertations must be submitted electronically through the UMI/ProQuest 
website.  Dissertations should be formatted according to the dissertation formatting 
guidelines. 

GRADUATION AND HOODING CEREMONIES 

Q: When are degrees awarded? 

A: Degrees are awarded in August, December, March, and June. 

Q: Is there a graduation and hooding ceremony in August, December, or March? 

A: No, neither the Commencement nor hooding ceremonies take place at any time 
other than June. August, December, and March graduates are encouraged to 
participate in the following June ceremonies. 

http://www.tgs.northwestern.edu/academics/academic-services/faq/index.html 
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XXII. Appendix 

Courses relevant to students in all areas: 

*REL 440 Topics in Buddhism 

*REL 446 Sanskrit Texts 

*REL 447 Exegesis of Islamic Texts 

*REL 460 Topics in Christianity 

*REL 462 Topics in American Religious History & Contemporary Practice 

*REL 471 Studies in the History of Religions 

*REL 472 Studies in the Literature of Religions 

*REL 473 Studies in Buddhism 

*REL 474 Studies in Judaism 

*REL 475 Studies in Christianity 

*REL 476 Studies in Islam 

REL 481-1,2 Theories of Religion 

First quarter: Classical theories of religion from the 18th through 20th century. Second 
quarter: Contemporary issues and methods in the study of religion. 

*REL 482 Themes in Comparative Religion 

Theoretical and methodological approaches to comparative work in religious studies. 
Content varies. 

REL 490 Independent Reading- Permission of instructor and department required. This 
course number is used during teaching assistantships. 

*REL 499 Independent Study- Permission of instructor and department required.  

REL 570 Research Seminar (1)- Research seminar for advanced graduate students. Two 
quarters of registration required for completion of the second-year paper. 

REL 590 Dissertation Research (1,2,or 3)- Independent investigation of selected problems 
pertaining to thesis or dissertation.  

Note: Many upper-level undergraduate courses are approved for graduate credit. Typically 
they are altered for graduate students with some additional reading, occasional tutorial 
discussions with the professor, and weightier writing projects. 

* = May be repeated for credit with change of topic. 
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MODELS FOR FIELD EXAMINATIONS IN OTHER DEPARTMENTS 

Please check with departments for the most up to date, current tests. 

1. The Philosophy external examination will consist of an oral examination.   During their 
third year, students enroll in Philosophy 590 (Research) for one unit of credit during each 
of three terms; and they participate in a dissertation research seminar.    See the 
Department of Philosophy website [make a link] for further information. 

2. The Anthropology external examination will consist of a detailed proposal for funded 
research worthy of submission to a funding agency. For Religious Studies students this 
proposal does not typically serve as a dissertation proposal but demonstrates the student’s 
knowledge of the field, including research design. Students prepare a formal proposal that 
will be presented before the student's Anthropology mentor and one additional member 
each from Religious Studies and Anthropology at a formal defense. Each student should 
work closely with his/ her Anthropology adviser on the preparation of the dissertation 
proposal. Ideally, the proposal should be started during the second year and completed 
early in the third year of graduate work. 

Students who wish to use the proposal as a funding proposal must adhere to this schedule 
carefully, as most deadlines cluster in October to early January. Special care should be 
taken with this requirement since the funding of fieldwork depends almost entirely on the 
quality of the proposal. Students should be prepared to adapt the form of the proposal to 
the differing requirements of various funding agencies, and should bear in mind that 
preparation of an acceptable proposal is time-consuming for both students and faculty. 

3. The History external field exam will be an oral examination based on a short list of 
major secondary works (see below for the relevant list on medieval Christianity), 
supplemented by a list of further primary and secondary works chosen in accordance with 
each student's interests (with particular focus on materials relevant to the proposed 
dissertation topic) and needs (with attention to important subjects not covered in any other 
examination). The examiners may include members of the Religious Studies faculty, but 
the examination will be administered by a member of the History faculty. 

4. The English qualifying examination has two parts. At the end of the second year, the 
student takes a two-hour oral exam on a set canon of primary texts in the field of 
specialization. This list of texts is distributed when students matriculate. The oral exam 
tests specific, detailed recall of literary works and an ability to offer a textured reading of 
the works at hand. The second part of the qualifying exam is based on a longer, but also 
more specialized reading list prepared by the student, in consultation with his or her 
committee, during the summer after the second year. The written qualifying exam consists 
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of take-home essays (totaling 25 to 28 pages) to be written between Thanksgiving and the 
end of Reading Week in the fall quarter. Both parts of the exam are graded on a Pass/Fail 
basis. More detailed information is available in the English Department Website. 

5. The Art History qualifying examination has three parts. The student takes a 48-hour, 
take-home written qualifying exam during reading week of the spring quarter of the first 
year. In addition, the student selects an Art History seminar paper to revise during the first-
year writing course; it must be submitted by the last day of spring quarter of the first year. 
Finally, during reading week of winter quarter of the third year students take a major field 
oral examination in their Art History major field on a list of texts selected in collaboration 
with the Art History advisor. The examiners may include members of the Religious Studies 
faculty, but a member of the Art History faculty will administer the examination. 

6. The Human Development and Social Policy examination is a course outline structured 
as an extended syllabus for an integrative course that the student might conceivably teach 
some day. The topic of the course should be focused enough so that it might be well-
covered in a quarter-long (e.g., approximately 11-week) or semester long (e.g., 
approximately 14-week) course, but broad enough to allow the student to integrate 
perspectives from both the human-development and the social-policy sides of HDSP. The 
Course Outline should provide a week-by-week listing of topics and readings, and it 
should discuss in some detail how those topics and readings will be discussed and 
considered along the way. The Course Outline provides the HDSP student with an 
opportunity to make an argument about some topic or set of topics in the field, 
incorporating ideas that come from research, theory, and policy considerations. As such, 
the Course Outline is not unlike an integrative conceptual paper that might be submitted 
to a review journal: It should be broadly integrative; it should present a coherent 
argument; it should elaborate upon a thesis or idea that brings together important 
perspectives from the study of human development and social policy. The Course Outline 
should be approximately 30 pages in length and double-spaced. 

 



GRADUATE EDUCATION EXPECTATIONS  

REVISED DRAFT 06/10/10 

 

Northwestern University has long provided high quality graduate education due to its ability to 

foster intellectual growth and dynamic collaboration among members of its community.  Its 

continued success is directly rooted in establishing positive mentoring relationships between 

graduate students and faculty, which produces talented, innovative research scholars and prepares 

mentors for future graduate students.   

 

The Graduate Leadership Council is committed to maintaining this community of scholars, which 

will continue to guide the university toward the research frontiers of the future.  We recognize the 

need to allow varying mentoring styles across graduate departments to best facilitate academic 

success.  In order to better strengthen this personal freedom and encourage unique problem-solving 

approaches, we submit these recommendations to assist students, faculty, and staff in their 

constructive working relationships. 

 

ADVISORS and STUDENTS: 

 

 Students and faculty should establish appropriate communication guidelines when first 

joining a research group and be open to communication throughout the course of a student’s 

tenure. 

 

 Faculty advisors should be familiar with the core curriculum of the department and should 

be available to discuss the student’s academic progress throughout the year.  

 

 At the end of each academic year, students and advisors should meet to determine whether 

certain goals and expectations have been realized. Students should receive written 

confirmation that their progress is satisfactory or written notice that they are failing to meet 

expectations. Further, details concerning certain milestones should be thoroughly discussed. 

These milestones include but are not limited to core course requirements, qualifying exams, 

dissertation prospectus, and dissertation progress.  At this time, expectations for the 

following year should be discussed. Success or failure to meet those goals should be 

discussed at the following year’s meeting, but can certainly be discussed beforehand. 

 

 Students should update faculty advisors regularly regarding their progress to ensure that the 

program requirements are being met.  Furthermore, students should proactively develop 

research projects in consultation with their faculty advisor.   

 

 Students and faculty should openly discuss expectations regarding vacation time, 

maternity/paternity leave, leaves of absence, conflicts, etc.   

 

 Faculty members should refrain from assigning tasks unrelated to the students’ academic 

and professional development, especially personal tasks for faculty members, unless the task 

is actually voluntary and receives some additional remuneration.  This does not include 

limited clerical work (copying, filing) that may be related to teaching or research duties. 

 



 Faculty members should support students’ efforts to balance their research/academic 

responsibilities with their extracurricular activities. 

 

 Faculty should also support student participation in activities that will connect them to the 

broader Northwestern community (i.e., academic conferences, lectures/speaker series 

outside of the department, professional development seminars, and social networking 

opportunities).   

 

 Students should show ambition, dedication, and commitment to their profession as 

researchers, scholars, and teachers.   

 

 Students should commit to graduate training, work on research projects, and teaching 

assignments in a responsible and dedicated manner. 

 

 Students should inform themselves of The Graduate School and program requirements and 

fulfill them ably.   

 

 Students, faculty, and staff should treat each other with respect and collegiality. 

 

DEPARTMENT and GRADUATE PROGRAM:  

  

 From matriculation to graduation, all students should have an assigned faculty advisor.  

Until students officially join research groups or choose a dissertation advisor, departments 

should assign an interim advisor to each student, preferably the Director of Graduate Studies 

(DGS).   

 

 Each department should provide students with necessary training and educational 

opportunities to be creative and focused research scholars who are capable of managing the 

inherent responsibilities within leadership positions, whether in academic or industrial 

settings.  

 

 Each department should communicate important updates in a timely manner to all members 

of the department.  These updates can include students receiving research awards, faculty 

becoming tenured, personnel changes, and publicizing faculty position openings at other 

universities.   

 

 Each department should send an email at the beginning of the academic year reminding its 

members of its policies and resources.  This annual update should include links to the 

program handbook, links to reimbursement forms, changes in department leadership, 

notification of newly appointed graduate student leaders, policies regarding the use of office 

equipment, and links to department listservs.   

 

 Each department should provide a range of professional development opportunities 

including seminars, workshops, and tutorials that provide students exposure to a diverse set 

of career possibilities. 

 



 Each department should promote, develop, and maintain a strong network of department 

alumni/ae.   

 

 Each department should encourage the creation of a graduate student council within the 

department. This council should incorporate all interested graduate students and serve as 

means of communicating student suggestions to the program leadership and, where 

appropriate, a forum for discussion of possible program changes. The DGS should meet with 

an elected council leadership on a regular (quarterly) basis. For small programs, it may be 

beneficial to combine the councils of smaller programs with one another, or with the council 

of a larger, affiliated program, subject to discussions between the students and departmental 

leadership. 

 

 Each department should establish guidelines for adjudicating internal conflicts between 

students and faculty advisors.  Departments should ensure due diligence in resolving these 

matters in a prudent and just manner.  Departments should establish an ombudsperson 

and/or ombudscommittee to moderate minor conflicts. 
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ARRANGEMENT OF THE DISSERTATION: 
 
Each dissertation must be arranged in the following order.  Specific information about each 
section is on the following pages.  Italicized pages are optional. 
 
 

• Title Page 

• Copyright Page (optional) 

• Abstract  

• Acknowledgment page (optional) 

• Preface (optional) 

• List of abbreviations (optional) 

• Glossary (optional) 

• Nomenclature (optional) 

• Dedication (optional) 

• Table of Contents  

• Lists of Tables, Illustrations, Figures, or Graphs  

• Introduction (optional)  

• Text body (divided into chapters following a logical outline) 

• Tables, Illustrations, Figures, Graphs:  If not incorporated into the main body of the text, 

these items should immediately follow the text, not at the end of chapters.  

• References  

• Appendices (optional)  

• Vita (optional)  
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FORMATTING AND LAYOUT REQUIREMENTS: 
 
 
PAGE SIZE 

• Page size should be 8.50 x 11.00, standard US Letter size. 
 
 
MARGINS  

• 1 inch on all sides, including page numbers. 
• Page numbers should be at least 1" from the top and right‐hand edges of the page, as appears in 

this document.  
 
 
SPACING  

• The preliminary pages and text must be double spaced.  
• Under certain conditions, quotations may be single spaced, if recommended by an approved 

style manual.  
• Table of Contents and lists with lengthy entries may be single spaced with a double space 

between entries.  
• References may be single spaced, with a double space between entries.  

 
 
PAGINATION  

• Every page in a dissertation is numbered, except the title page.  
• Page numbering will begin on the second page with Arabic numeral 2 in the upper right‐hand 

corner of the page, as appears in this document. 
• On pages of the dissertation that are formatted with landscape orientation, the page number 

must appear in the upper right‐hand corner if the page were rotated to portrait orientation.  For 
additional help on how to do this, please see:  http://support.microsoft.com/?kbid=211930. 

 
 
FOREIGN LANGUAGES DISSERTATIONS  

• A student in a foreign language department who writes the dissertation in a language other than 
English is required to write a 10‐20 page summary of the dissertation in English and include it as 
an appendix.  

• The abstract must also be in English.  
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CONTENTS: 
 
TITLE PAGE 
The title page should conform to the sample below.  
 

 
 

The title of the dissertation 
should be in mixed case.  
 

Special characters cannot be 
accepted.  Use word 
substitutes in place of formulas, 
symbols, superscripts, or Greek 
letters.  
 

See the dissertation title 
guidelines for additional 
information. 

The academic field designated 
on the title page must be 
selected from the official list 
provided by The Graduate 
School at 
www.tgs.northwestern.edu/ 
academics/programlist/ 

Note that there is no comma 
between the month and year in 
the date. This date should 
correspond to the expected 
month of graduation, for 
example:  June 2010, August 
2010, December 2010, or 
March 2011 
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DISSERTATION TITLE GUIDELINES:  Dissertations are a valuable resource for other scholars only if they 
can be easily located. Modern retrieval systems generally use the words in the title to locate a 
document.  It is essential that the title be an accurate and meaningful description of the content and 
that obscure references be avoided.  Please use these guidelines when formulating a dissertation title: 
 
 
CASE:  The first and last words and all nouns, pronouns, adjectives, verbs, and adverbs (if, because, as, that, etc.) are 
capitalized.  Articles (a, an, the), coordinating conjunctions (and, but, or, for, nor), and prepositions, regardless of length, 
are lowercased unless they are the first or last word of the title or subtitle. Only acronyms should be set in full capitals. 

Examples:   
Power and Consumer Behavior 
Outpatient Treatment for Children:  Organizational Practices as Predictors of Recovery 
A Comparison of the Methodologies for Determining Achievement in High School 

 
 
HYPHENATION:  Consult the dictionary as to whether a word is hyphenated.  In general, do not hyphenate words 
beginning with the prefixes co, non, pre, post, or re unless there is a possibility of confusion (co‐op, post‐master's) or the 
root word begins with a capital letter (post‐Renaissance). Hyphenate words beginning with the prefix self. 
Hyphenate compounds used as adjectives (decision‐making) but not as nouns (decision maker). Part‐timeis always 
hyphenated. When more than one prefix is joined to a base word, hyphenate the prefixes standing alone (micro‐ and 
macroeconomics). Do not hyphenate fundraising, freelance, yearlong, health care, African American, Asian American. 

Examples:   
Great Nonfiction Works of the Nineteenth Century (Instead of: Great Non‐fiction Works of the 19th Century) 

 
 
SPELLING AND GRAMMAR:  Dissertation titles should be spell‐checked and dictionary spelling of words should be used.  
Use “and” rather than “&,” and spell out names of centuries and other numbers usually spelled out in text. 

Example:   
The Labour Party in Perspective and Twelve Years Later 

 
 
SPECIAL CHARACTERS:  No special characters should appear in the dissertation title (SES/CAESAR cannot accommodate 
special characters).  Terms or phrases that include special characters should instead be written out. 

Examples:   
Evaluation of DNA Hybridization and Cleavage Capabilities of Peptide Nucleic Acid‐Titanium Dioxide (instead of: 
Evaluation of DNA Hybridization and Cleavage Capabilities of PNA‐TiO2) 
The Role of TGF‐beta Variants in Cancer (instead of: The Role of TGF‐β Variants in Cancer) 

 
 
ITALICIZATION:  Italics should only be used in dissertation titles when referring to the title of a published work, foreign 
language words, gene names, scientific names as appropriate, or other words that are usually italicized. 

Examples:   
Techniques in Drosophila Circadian Biology 
Mechanisms of Differentiated Cell Function in vitro 

 
 
APOSTROPHES:  Do not use to form plurals (it should be 1940s, not 1940's) unless it would be confusing without (thus 
A's and B's, not As and Bs; p's, not ps).  Possessives of singular nouns ending in s are formed by adding 's (e.g., Russ's 
dog). 
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COPYRIGHT PAGE  
If you choose to copyright your manuscript, a copyright notice must appear on a separate page following 
the title page. It should read as follows:  
 

© Copyright by (your name) 20__ 
All Rights Reserved 

 
ABSTRACT  

• Inclusion of the abstract within the preliminary pages of the dissertation is required.  
• The text of the abstract must be no longer than 350 words.  
• The abstract should provide an accurate summary of the contents of the dissertation, including 

a statement of the problem, the procedures or methods used, the results, and the conclusions.  
• Mathematical formulas, photographs, diagrams, and other illustrative materials are not 

recommended for inclusion in the abstract.  
• The format given below should be followed in the preparation of the abstract page.  

 
 

 
 

1” 

1” 
All page numbers 
should be 1” from 
top of page and 
1” from right‐
hand side. 

 
 OPTIONAL PREFATORY PAGES 

• Acknowledgment page  
• Preface  
• List of abbreviations  
• Glossary  
• Nomenclature  
• Dedication  
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TABLE OF CONTENTS  

• The format of the table of contents should conform to the guidelines in an approved style 
manual.  

• It is important that the table of contents accurately reflect the outline and organization of the 
manuscript.  

 
LISTS OF TABLES, ILLUSTRATIONS, FIGURES, OR GRAPHS  

• These lists should reproduce the specific titles and page locations of all illustrative materials.  
 
INTRODUCTION (optional)  

• This optional section should provide an overview of the dissertation and the research problem 
that is being addressed. It should also indicate how the research and argument presented will 
contribute to scholarship in the field.  

• If included, this section should be Chapter I.  
 
BODY OF THE TEXT  

• Chapters should follow a logical outline, with a clear distinction between chapters, main heads 
within chapters, and subordinate heads within the main heads.  

• The outline and organization of the main body of the text should be accurately reflected in the 
table of contents.  

• All non‐textual elements (e.g., tables, graphs, and images) must be described in the text.  
 
TABLES, ILLUSTRATIONS, FIGURES, GRAPHS  

• If not incorporated into the main body of the text, these items should immediately follow the 
text, not at the end of chapters.  

• Margin requirements must be met on all pages that contain charts, graphs, tables, or 
illustrations. If the title, legend, or description of an illustration is too long to be placed on the 
same page with the illustration, it must be placed on a separate numbered page preceding the 
illustration.  

  
REFERENCES  

• Each dissertation must include references to document the text.  
• These references may be included at the bottom of the page or at the end of the text, but 

cannot be placed at the end of each chapter.  
• The format for references must conform to the guidelines in an approved style manual.  

 
APPENDICES (optional)  

• The format for the appendices must conform to the guidelines in an approved style manual.  
 
VITA (optional)  

• It is recommended that each copy of the dissertation include a brief vita containing the author’s 
name, place of birth, education, relevant professional experience, and publications. The vita 
page is numbered.  
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COMMON DISSERTATION FORMATTING PITFALLS CHECKLIST: 
 
There are several common formatting problems that require resubmission and re‐review of the 
dissertation.  Please check this list to ensure your dissertation is correctly formatted: 
 

• Are your margins correctly sized (including page numbers) such that there is 1 inch on all sides? 
 

• Are your pages numbered starting on the 2nd page with the number 2 (NOT roman numeral) in 
the upper right‐hand corner of the page? 

 
• Are your page numbers properly placed in the upper right‐hand corner of the page, 1 inch  from 

the top and 1 inch from the right  edge of the page? 
 

• Are all of your pages numbered, except for the title page? 
 

• On pages with landscape formatting, does the page number appear in the upper right‐hand 
corner if the page were rotated to portrait orientation?    

 
• Is your page size 8.50 x 11.00 (regular US letter size)? 

 
• Does your title page include the correct location – EVANSTON, ILLINOIS (not CHICAGO, 

ILLINOIS)? 
 

• Does your title page include the correct date?  The date should be the month and year you will 
receive the degree, for example:  December 2009 

 
• Are your pages ordered properly, with the title page first, followed by the copyright page (if you 

are including one), then the abstract page? 
 

• Is your abstract 350 words or less?   



Timeline

Graduate	
  Faculty	
  legislation	
  states	
  that	
  all	
  requirements	
  for	
  the	
  doctoral	
  degree	
  must	
  be	
  met	
  within	
  nine	
  years	
  of	
  initial	
  registration	
  in	
  a	
  doctoral	
  program.
Year	
  One
Year	
  Two
Year	
  Three
Year	
  Four
Year	
  Five

Tuition	
  model Registration Milestones	
  to	
  be	
  achieved Forms	
  to	
  be	
  completed

Q1	
  -­‐	
  Fall 3-­‐4	
  units	
  of	
  
coursework	
  or	
  590

Q2	
  -­‐	
  Winter 3-­‐4	
  units	
  of	
  
coursework	
  or	
  590

Q3	
  -­‐	
  Spring 3-­‐4	
  units	
  of	
  
coursework	
  or	
  590

Q4	
  -­‐	
  Summer 3-­‐4	
  units	
  of	
  
coursework	
  or	
  590

Tuition	
  model Registration Milestones	
  to	
  be	
  achieved Forms	
  to	
  be	
  completed

Q5	
  -­‐	
  Fall 3-­‐4	
  units	
  of	
  
coursework	
  or	
  590

Q6	
  -­‐	
  Winter 3-­‐4	
  units	
  of	
  
coursework	
  or	
  590

Q7	
  -­‐	
  Spring 3-­‐4	
  units	
  of	
  
coursework	
  or	
  590

Q8	
  -­‐	
  Summer 3-­‐4	
  units	
  of	
  
coursework	
  or	
  590

Year	
  One

Full	
  Rate	
  
(funding	
  
typically	
  
guaranteed)

Coursework	
  towards	
  residency	
  requirement.	
  	
  A	
  
minimum	
  of	
  nine	
  graded	
  courses	
  are	
  required	
  by	
  
TGS.	
  	
  Individual	
  programs	
  may	
  require	
  more	
  
graded	
  courses.

Year	
  Two

Full	
  Rate	
  
(funding	
  
typically	
  
guaranteed)

Coursework	
  towards	
  residency	
  requirement.	
  	
  A	
  
minimum	
  of	
  nine	
  graded	
  courses	
  are	
  required	
  by	
  
TGS.	
  	
  Individual	
  programs	
  may	
  require	
  more	
  
graded	
  courses.



Tuition	
  model Registration Milestones	
  to	
  be	
  achieved Forms	
  to	
  be	
  completed

Q9	
  -­‐	
  Fall TGS	
  500	
  and/or	
  
coursework

Q10	
  -­‐	
  Winter TGS	
  500	
  and/or	
  
coursework

Q11	
  -­‐	
  Spring TGS	
  500	
  and/or	
  
coursework

Q12	
  -­‐	
  Summer TGS	
  500	
  and/or	
  
coursework

Tuition	
  model Registration Milestones	
  to	
  be	
  achieved Forms	
  to	
  be	
  completed

Q13	
  -­‐	
  Fall
Q14	
  -­‐	
  Winter
Q15	
  -­‐	
  Spring
Q16	
  -­‐	
  Summer

Tuition	
  model Registration Milestones	
  to	
  be	
  achieved Forms	
  to	
  be	
  completed

Q17	
  -­‐	
  Fall
Q18	
  -­‐	
  Winter
Q19	
  -­‐	
  Spring
Q20	
  -­‐	
  Summer

Tuition	
  model Registration Milestones	
  to	
  be	
  achieved Forms	
  to	
  be	
  completed

Fall
Winter
Spring
Summer

*	
  Those	
  who	
  do	
  not	
  complete	
  in	
  9	
  years	
  must	
  enroll	
  in	
  TGS	
  513	
  or	
  TGS	
  500	
  (if	
  international	
  student)	
  for	
  the	
  remaining	
  quarters	
  and	
  pay	
  tuition	
  accordingly.

Advanced	
  Rate	
  
(funding	
  
typically	
  
guaranteed)

TGS	
  500	
  in	
  addition	
  
to	
  non-­‐required	
  
coursework

Students	
  must	
  complete	
  their	
  Prospectus	
  
(proposal	
  of	
  dissertation	
  topic)	
  before	
  the	
  end	
  of	
  
the	
  sixteenth	
  quarter.

PhD	
  Prospectus	
  form	
  (submitted	
  by	
  student	
  via	
  TGS	
  
Forms	
  in	
  CAESAR	
  ;	
  approved	
  online	
  by	
  department)

Year	
  Three

Advanced	
  Rate	
  
(funding	
  
typically	
  
guaranteed)

Coursework	
  towards	
  program	
  requirements	
  (if	
  
applicable).	
  	
  	
  Students	
  must	
  complete	
  all	
  required	
  
courses	
  (including	
  incomplete	
  grades/F	
  grade	
  
make-­‐up)	
  and	
  be	
  admitted	
  to	
  candidacy	
  (PhD	
  
Qualifying	
  Exam)	
  by	
  the	
  end	
  of	
  the	
  twelfth	
  
quarter.	
  Students	
  who	
  have	
  completed	
  their	
  
program	
  requirements	
  will	
  register	
  for	
  TGS	
  500	
  in	
  
addition	
  to	
  any	
  non-­‐required	
  (extra)	
  coursework.	
  	
  

PhD	
  Qualifying	
  Exam	
  form	
  (submitted	
  by	
  
department.	
  	
  No	
  student	
  entry)

Year	
  Four

Year	
  Five

Advanced	
  Rate	
  
(funding	
  
typically	
  
guaranteed)

TGS	
  500	
  in	
  addition	
  
to	
  non-­‐required	
  
coursework

Students	
  who	
  are	
  completing	
  their	
  degree	
  will	
  
complete	
  the	
  following	
  forms:	
  	
  (1)	
  Application	
  for	
  
Degree	
  via	
  TGS	
  Forms	
  in	
  CAESAR;	
  (2)	
  Final	
  Exam	
  
Form	
  via	
  TGS	
  Forms	
  in	
  CAESAR	
  which	
  will	
  be	
  
approved	
  by	
  the	
  department	
  (3)	
  NRC	
  Survey	
  of	
  

Years	
  	
  Six	
  through	
  Nine

Advanced	
  Rate	
  
or	
  Continuous	
  
Registration

TGS	
  500	
  if	
  receiving	
  
funding;	
  TGS	
  512	
  if	
  
unfunded

Degree	
  deadline	
  -­‐	
  students	
  have	
  9	
  years	
  from	
  
matriculation	
  to	
  complete	
  the	
  PhD	
  degree.	
  	
  Only	
  
rarely	
  under	
  extenuating	
  circumstances	
  will	
  
students	
  be	
  granted	
  permission	
  to	
  continue	
  

Students	
  who	
  are	
  completing	
  their	
  degree	
  will	
  
complete	
  the	
  following	
  forms:	
  	
  (1)	
  Application	
  for	
  
Degree	
  via	
  TGS	
  Forms	
  in	
  CAESAR;	
  (2)	
  Final	
  Exam	
  
Form	
  via	
  TGS	
  Forms	
  in	
  CAESAR	
  which	
  will	
  be	
  



Student Progress Milestone Cheat Sheet
Year One
Hold planning meeting with DGS and adviser by end of second week of fall quarter

Complete 9 graded courses (including 481-1 and possibly 481-2, 482 )

Submit to GPA paper from a first-year course at NU and 250- to 300-word explanation of the paper's context 1 week prior to first year review

Attend first year review late spring quarter

*Department will arrange meeting location and time, then file review

Year Two
Complete 7 graded courses (3 for the non-TAing quarter, and 2 courses during the 2 TAing quarters)

Complete 481-2, 482 if needed

Register for 2 quarters 490 (with professor for whom student TAs)

Register for two quarters of  570 (second year paper course):  570-1, 2, 3

Apply for Master's Degree (optional; after completing second year paper, 11 other graded courses, and 5 quarters of residency, with no X or Y grades)

*File 2 forms through TGS, the Application for Degree form and Master's Degree Completion Form

*Department will approve forms through TGS after student submits

Year Three
Register for 2 quarters 490 (with professor for whom student TAs)

Register for TGS 500 exam prep or Rel 499 independent study while preparing for exams

Complete Theory & Method Exam, 4 hr. written, reading week of fall quarter

Complete Field Exam 1, oral, reading week of winter quarter (Order of written and oral field exams may be reversed, but student must take one of each)

Complete Field Exam 2, written, reading week of spring quarter (Order of written and oral field exams may be reversed, but student must take one of each)

Complete all language requirements by the end of the 12th quarter. *Exceptions: Toronto doctoral level Latin exam taken post-candidacy; fourth languages taken post-candidacy if needed

*Obtain signatures on letterhead forms from committee or adviser after each exam. File form with GPA

*Department will submit TGS forms for candidacy 1 week prior to the end of summer quarter of the student's 3rd year

*Department reserves UofC language exams

Year Four
Decide on Fellowship use (1 quarter TA, 2 quarters off for 4th and 5th years; or one 2 quarters TA, 1 off for 4th year and 5th year all off for research; or vice versa)

Dissertation prospectus defense, 2 hr. discussion with committee, by early Sept. fall quarter (complete TGS Prospectus form online)

Apply to outside fellowships. Contact Office of Fellowships for guidance (deadlines variable, usually early fall quarter).

*Obtain signatures on letterhead forms from committee or adviser after passing the prospectus defense.  File form with GPA and TGS form online

*After student files prospectus form through TGS, Department approves

Year Five
Use remaining Fellowship (either UF or GA, depending on how you used fellowship in year 4)

Continue dissertation writing and research
~ See handbook for additional details~



 
 

RESOURCES FOR DOCTORAL STUDENTS  
 

G
R

A
D

U
A

T
E

 L
IF

E
 

NU Beginnings: New graduate student orientation 
http://www.tgs.northwestern.edu/newtgs/graduate-life/orientation/ 
Latest TGS News 
http://www.tgs.northwestern.edu/news/index.html 
MFA and PhD Commencement 
http://www.tgs.northwestern.edu/academics/academic-services/hooding/ 
TGS Day Out: Quarterly events for graduate student parents and their families 
http://www.tgs.northwestern.edu/graduate-life/student-parents/index.html 
Community Building Grants:  Funds for graduate student communities beyond the classroom 
http://www.tgs.northwestern.edu/graduate-life/community-building/index.html 
Graduate Student Associations and Graduate Leadership Council 
http://www.tgs.northwestern.edu/graduate-life/student-associations/index.html 
Health insurance 
http://www.tgs.northwestern.edu/graduate-life/health-services/index.html 
Attorney for graduate students 
http://www.tgs.northwestern.edu/graduate-life/legal-services/index.html 
Childbirth accommodation with academic and financial accommodations for eligible students 
http://www.tgs.northwestern.edu/academics/academic-services/leave/childbirth/ 
Graduate student community space 
http://www.tgs.northwestern.edu/graduate-life/commons/index.html 
Chicago Transit Authority U‐pass reduced fares 
http://www.tgs.northwestern.edu/graduate-life/u-pass/index.html 
International Student Summer Institute 
http://groups.linguistics.northwestern.edu/isi/ 
Graduate student English as a Second Language program 
http://groups.linguistics.northwestern.edu/esl/ 
International Student Support 
http://www.tgs.northwestern.edu/prof-dev/intl-student-support/index.html 

A
W

A
R

D
S

 

Presidential Fellowship  
http://www.tgs.northwestern.edu/financial-aid/fello-schola-grants/university-fello/presidential/index.html 
Ryan Fellowship  
http://www.tgs.northwestern.edu/financial-aid/fello-schola-grants/university-fello/ryan/index.html 



A
C

A
D

E
M

IC
 Student advising on Evanston and Chicago campuses  

email gradservices@northwestern.edu 
Graduate program performance statistics 
http://www.tgs.northwestern.edu/academics/academic-programs/program-statistics/index.html 
CIC Traveling Scholar program 
http://www.tgs.northwestern.edu/academics/academic-services/phd/traveling/ 

R
E

S
E

A
R

C
H

 
S

U
P

P
O

R
T

 

Graduate Research Grant 
http://www.tgs.northwestern.edu/financial-aid/fello-schola-grants/university-fello/graduate/index.html 
Conference Travel Grant  
http://www.tgs.northwestern.edu/financial-aid/fello-schola-grants/university-fello/travel/index.html 
Summer Language Grant  
http://www.tgs.northwestern.edu/financial-aid/fello-schola-grants/university-fello/summer/index.html 
Dependent Care Grant  
http://www.tgs.northwestern.edu/financial-aid/fello-schola-grants/dependent-care/ 
The Graduate School Financial Aid Office 
http://www.tgs.northwestern.edu/financial-aid/index.html 

P
R

O
F

E
S

S
IO

N
A

L
 

Professional Development Programming:  Resources and workshops on presentation skills; 
writing and editing; career exploration; job searching; management and leadership; teaching 
http://www.tgs.northwestern.edu/prof-dev/nu-directions/index.html 
Business and Management Training for PhD Students 
http://www.tgs.northwestern.edu/prof-dev/business-and-management-training-for-phds/index.html 

O
T

H
E

R
 IM

P
O

R
T

A
N

T
 N

U
 O

F
F

IC
E

S
 

Counseling and Psychological Services 
www.northwestern.edu/counseling/  
Center for Civic Engagement 
www.engage.northwestern.edu/  
Fitness and Recreation 
http://www.fitrec.northwestern.edu/  
International Office 
http://www.northwestern.edu/international/  
Health Services 
http://www.nuhs.northwestern.edu/evanston/default.aspx  
Northwestern University Information Technology 
http://www.it.northwestern.edu/  
Office of Fellowships 
www.northwestern.edu/fellowships/  
Office of Human Resources, Parent and Family Resources 
www.northwestern.edu/hr/benefits/childcare/  
Searle Center for Teaching Excellence workshops and resources 
www.northwestern.edu/searle/  
University Career Services  
www.northwestern.edu/careers/graduate/index.html  

Contact information for The Graduate School staff can be found on our website: 
http://www.tgs.northwestern.edu/about/contact/index.html 

 



 
 

NEW GRADUATE STUDENT FREQUENTLY ASKED QUESTIONS 
 

 
UNIVERSITY RESOURCES 
 
Where do I get my WildCARD? 
To obtain your WildCARD, bring a driver's license, state photo ID, or a valid, unexpired passport to the WildCARD office, 
located in the underground level of the Norris University Center on the Evanston Campus, or Room 100, Abbott Hall, 710 
N. Lake Shore Drive on the Chicago campus.  Please see their website for scheduled appointment times for new 
students:  http://www.northwestern.edu/uservices/wildcard/new-students.html.  
 
Where can I go for counseling/psychological assistance? 
For an appointment with NU’s Counseling and Psychological Services office, please call (847) 491-2151. 
 
Who should I contact with questions about career resources, internships, and general advice about my career 
development? 
Contact University Career Services to begin learning about the resources available to graduate students or to meet with a 
counselor who can provide career decision making advisor, assessments, and more.  It’s never too early to begin using 
the resources available at University Career Services:  http://www.northwestern.edu/careers/ 
 
Who can I talk to about writing assistance? 
The Writing Place is Northwestern's peer tutoring center for writers. The Writing Place offers help to graduate students in 
two locations. Graduate students may choose the main Writing Place in the library, which is open daily from 10 AM to 10 
PM, with reduced hours on the weekends. You may also choose the Graduate Writing Place in Kresge Hall, staffed by a 
PhD consultant who offers consultations 10 hours a week. To make an appointment at either location, visit The Writing 
Place website (http://www.writing.northwestern.edu/) and click the “Make an appointment” link. You may also request an 
appointment by emailing writingplace@northwestern.edu. 
 
Are there resources to help me build and improve my teaching skills? 
The Searle Center for Teaching Excellence (http://www.northwestern.edu/searle/) advances learning in higher education 
by promoting teaching practice that is grounded in pedagogical scholarship and contributing to the academic literature on 
teaching and learning. 
 
 
HEALTH INSURANCE 
 
As a new student, how do I enroll in the health insurance? 
All new full time students must have health insurance coverage throughout their academic studies at NU. New students 
are required to complete the online Coverage Selection Form (CSF) via CAESAR to either enroll in or waive the NU/Aetna 
plan. For additional information see: 
http://www.tgs.northwestern.edu/graduate-life/health-services/faq/index.html  
http://www.nuhs.northwestern.edu/evanston/insurefaq.aspx  
 
Am I eligible for The Graduate School’s health insurance subsidy and if so, what is the amount of the health 
insurance subsidy? 
Health insurance subsidies vary by individual academic program. Please speak with your Director of Graduate Studies to 
find out your subsidy amount. 
 
When will the health insurance subsidy be applied? 
Subsidies are applied throughout the month of September and October.  If you are eligible for a subsidy, you should see it 
appear in your customer account (in CAESAR) by the end of October.  If you don’t, please contact 
gradservices@northwestern.edu  
 
 



 
TUITION, FEES, AND FUNDING 
 
How much is the tuition? 
For a list of tuition and fees, visit http://www.tgs.northwestern.edu/financial-aid/Information/tuition-fees/index.html. For 
tuition purposes, the term course refers to course units.  
 
What is the activity fee and what does it cover? 
The TGS Activity fee is $78, $74 of which funds the U-Pass. The remaining $4 contributes to an attorney who is available 
to consult with graduate students by appointment, and community building activities such as quarterly TGS Night Out.  All 
students who are enrolled full-time (except those in TGS 512, 513, or 514) pay the activity fee. 
 
Where do I go to look for funding opportunities? 
The Office of Fellowships is a great place to start:  http://www.northwestern.edu/fellowships/info/     
 
Where do I go for questions about student loans? 
Please contact the Student Loan office:  http://www.northwestern.edu/sfs/contact_us/index.html  
 
Where do I go for questions about my stipend? 
Speak with your department contact (business administrator or program assistant).  
 
 
REGISTRATION 
 
How do I register for classes? 
New students may begin to register for classes during the first week of the quarter and through the end of the add/drop 
period:  September 20 through September 26, 2011.  Students should register using the student information portal, 
CAESAR:  http://www.northwestern.edu/caesar/.   
 
When do classes meet and how will I find out which courses I am supposed to take? 
Please consult with your program if you have questions about coursework or specific degree requirements.  For general 
registration and deadline questions, PhD students and Masters students can consult their respective degree timeline at: 
http://www.tgs.northwestern.edu/academics/academic-services/index.html.  
 
When do classes begin? 
Fall Quarter classes begin on Tuesday, September 20th. 
 
I need to add/drop a class, what do I need to do?  
Registration changes are permitted during the add/drop period (through the fifth day of classes). You may change your 
registration via CAESAR during the add/drop period.  For additional information, see the Office of the Registrar’s 
academic calendar: http://www.registrar.northwestern.edu/calendars/2011-12_Academic_Calendar.html.  
 
What if I need to make changes to my registration after the add/drop period? 
Students must register before or during the add/drop period of each quarter.  Not registering on time will result in 
discontinuation.  If you have been discontinued due to non-enrollment, please see the readmission policy at 
http://www.tgs.northwestern.edu/academics/academic-services/readmission/index.html.  
 
Who should I speak with about a registration hold in CAESAR? 
When you log into CAESAR, from the “Student Center” entry page, go to the column on the right side of the screen and 
find “Holds.”  Click on “details” then click on the specific hold for a description.  This will tell you why you have the hold, 
how to resolve the hold, or who to contact for additional information. 
 
What is considered full-time status? 
Full-time registration is defined as no fewer than three and no more than four graduate course units per quarter. TGS 500, 
588, and 512 all convey full-time status. 
 
 
 
 
 
 



U-PASS / ACTIVITY FEE 
 
Who is eligible for the Upass? 
All full-time students enrolled in The Graduate School (TGS), with the exception of those enrolled in TGS 512 (continuous 
registration), 513, 514, 510 (co-op internship). 
 
Where do I get the UPass? 
Check the quarterly U-Pass Distribution schedule at: http://www.tgs.northwestern.edu/graduate-life/u-pass/u-pass-
distribution-schedule/index.html.  
 
Can I opt out of the activity fee/UPass? 
All full-time enrolled students (with the exception of students in TGS 512, 513, and 514 “Continuous Enrollment”) are 
charged the fee.  Only those students who will be outside of the Chicagoland area for the quarter/year may request a 
waiver by emailing tgs-u-pass@northwestern.edu with information about requested absence. 
 
Is the activity fee included in my stipend? 
No, it is the student’s responsibility to pay the $78 activity fee. 
 
How do I pay my activity fee? 
Students can access their bills and bill history via CAESAR, > For Students > Financial Services > View My E-Bill & E-
Payment. Payments may be made online or by check (U.S. bank accounts only). Students may also go to Student 
Financial Services at 555 Clark St, Evanston campus. 
 
 
HOUSING AND CAMPUS LIVING 
 
Where do I go to find housing/roommates? 
You can visit the housing link on The Graduate School website: http://www.tgs.northwestern.edu/graduate-life/housing/.  
Currently, there is no roommate finding service for graduate students, although, several departments and the Graduate 
Student Association (http://nugsa.wordpress.com/) are sometimes able to send emails to their listservs with roommate 
requests. 
 
How can I easily get between the two campuses? 
There are several University shuttles that loop the Evanston campus, or travel between campuses.  For schedules and 
maps, please visit: http://www.northwestern.edu/uservices/transportation/shuttles/ 
 
 
STUDENT LIFE 
 
Where can I find news and information specifically for graduate students? 
Check The Graduate School homepage frequently: http://www.tgs.northwestern.edu/index.html.  Also be sure to read the 
bi-monthly TGS Wire, which contains important information about events, deadlines, and opportunities specifically for 
graduate students. 
 
How can I connect with other students who are parents? 
There are several resources for student parents, including the quarterly TGS Day Out, which provides sponsored activities 
for graduate student parents and their families.  Please visit http://www.tgs.northwestern.edu/graduate-life/student-
parents/ for additional information and resources. 
 
How can I meet people outside of my program?  
The Graduate School sponsors several “community building” initiatives including: 

 TGS Day Out:  A quarterly outing for graduate student parents and their families 
 TGS Night Out: A quarterly evening social event at an Evanston or Chicago location 
 Community Building Grants – grants for student groups with the goal of building community for graduate students 

and opportunities to interact socially and academically across disciplines (see: 
http://www.tgs.northwestern.edu/graduate-life/community-building/)  

 
 
For any questions not answered above, please feel free to contact a Student Services 
representative at gradservices@northwestern.edu 


