Graduation Guidelines – MASTER’S  PROGRAM

Every student who is graduating is responsible for verifying that the information that is listed in GIMS is correct and it is preferred that you do this BEFORE you submit your degree application. Your degree program that is listed in GIMS should be the same one that you submit on your degree application otherwise issues will arise.   Here is the link to GIMS: http://gradschool.ufl.edu/gimsportal/gatorlink/portal.asp  

All graduation deadlines are posted on the Graduate School’s Academic Calendar found here - https://catalog.ufl.edu/graduate/calendar/ 

All Master’s requirements can be found in the Department specific Graduate Student Handbook.  The handbooks are located on the ESSIE website under the Forms area under the Resources tab.

FORMS: ALL ESSIE Graduation forms can be found on the ESSIE website under the “Resources” tab.  Completed forms are to be submitted to gradforms@essie.ufl.edu by the Student’s Committee Chair unless otherwise indicated.  Forms submitted by students will not be processed if designated Chair submission.

CONCENTRATION vs. SPECIALIZATION – Currently, there is only one program within ESSIE that has a degree concentration, and that is in the Structures area for the Master’s degree only.  A specialization  area is the language used by our school to separate students into their chosen area of interest and therefore you will not have a “concentration”  or a “specialization” listed in GIMS or on your degree, unless you are pursuing a Structures concentration.  If you qualify for the Structures concentration see below.

IF you are a STRUCTURES student and you are pursuing the Structures concentration, please do two things:
i. Go into your GIMS record and be certain that your GIMS record reflects the “Structures Concentration”.  If it is not showing notify me immediately. 
ii. Check your grades in CES 6106, CES 6706, CES 5607 and CES6108.  If you did not receive a grade of a “B” or better (meaning a (B-) or below), then I must be notified immediately because you do not qualify for the concentration and it needs to be removed from your GIMS record.  If it is not removed by the deadline to finalize in the data in GIMS (see deadline) and you do not qualify for the concentration, you will not graduate and you will have to register for another course in a future term in order to graduate.
Important degree information
· Submit an application for graduation for all degrees AND certificates BY THE POSTED DEADLINE or you will not graduate!  If you miss this deadline (see deadline link above) you will have to enroll in another course during a future semester. There will be no exceptions to this.
· Required degree hours – 30 minimum (at least 5 courses must be from your home department) 
Note: If you completed any undergraduate courses and you are planning on counting them toward your credit hour requirements, the courses MUST be from outside of ESSIE (and also cannot be the EGN or ECE numbered undergraduate courses) and they have to be at the 3000-4000 level.  See me if you have concerns.
· Your cumulative GPA, departmental course GPA and minor GPA (if applicable) all must be a 3.0 or above or you will not graduate.   
· If you have any transfer credits that you are planning on using toward your degree, they should have been processed by now.  You should have designated this on your program plan of study and your chair should have signed it.  If this has not been completed yet (or you have not submitted your program plan) then please do so immediately as this should have already been processed.  If you have submitted your program plan (before or at the beginning of this semester) and you do not see the transfer credits listed on your transcripts in your UF system records, then notify Blair or I immediately. We will need to process the requests to the Graduate school within the next two weeks or w will verify that the requests have been submitted for processing.
· Any pending (I, N, NG) graduate grades on your transcripts (whether it is from this department or not) must be taken care of before the posted deadline to finalize the data in GIMS (see deadlines).   You cannot graduate with these on your records.  See me for information on the procedures. 
· If you are pursuing a concurrent Master’s degree with another department and you previously submitted the appropriate form to do so, you must adhere to the courses that are outlined on the form.  If you changed anything you will need to revise the form with all new approvals and resubmit it before the deadline to finalize all data in GIMS. (see deadlines).   If this is not done, you will not graduate.
· You MUST have a Supervisory committee in place (ASAP) unless you are completing a non-thesis 
(Coursework only - CWO) master’s degree.  (NOTE:  If you are a Master’s non-thesis/CWO student you might not have a chair’s name listed and that is because one is not required.)
· If you have not completed the Program Plan of study which includes the Supervisory Committee information you can find the form on the ESSIE website (www.essie.ufl.edu)  under the “Resources Tab - > Student Forms & Resources”.  It needs to be initialed by all committee members and or your advisor so please take care of it and return the completed form to me for processing. (This was to be done before this semester.) If you are not certain if this has been submitted, you should check  the Graduate Information Management System (GIMS) under the Graduate School website at http://gradschool.ufl.edu/gimsportal/gatorlink/portal.asp  If there is nothing listed, it has not been completed (or you are completing a master’s non-thesis degree.)
· Registration & Final Exam requirements – Your course registration must be appropriate for the degree level that you are trying to obtain.  If you are earning a:

·  Master’s Non-thesis/CWO degree- your coursework needs to reflect the requirements for the degree. If you are completing an MS non-thesis degree, you will have some type of culminating experience in the form of an oral or written exam or interview (final exam).  You should ask your advisor what that process is if they do not mention it to you since each specialization group approaches this differently. The deadline to submit this information into the system for graduation is the Final Exam deadline (See deadlines) and I will enter that information once I receive it from your advisor.  ME non-thesis students do not have a final examine Civil and Coastal Engineering.

· Master’s Project (EES only) – you must be registered for the Project course. Be certain to follow the deadlines from the Editorial office and the Graduate School for first and final submission and defense dates. You should use the MS Final Exam packet found on the ESSIE website (under the Resources tab->Student Forms) and once you have defended your project, your chair should submit the packet to gradforms@essie.ufl.edu    Make sure you defend by the posted deadline (see deadline link).

· Master’s Thesis – you must be enrolled in the minimum required Master’s research hours for the term. Be certain to follow the deadlines from the Editorial office and the Graduate School for first and final submission and defense dates (see deadline link). One missed deadline could delay your graduation to a future term. See the Graduate School Academic Calendar or check the Editorial Office website for this information.  Two to three business days prior to defending, you need to complete your Final Exam packet found on the ESSIE website under the Resources tab.  Once you have filled in the information you will email it to your chair in time for your defense. After your final exam is finished, your chair will submit the signed forms to gradforms@essie.ufl.edu   Also, for final submission there is a UMI Publishing Agreement form that is submitted to the Editorial Office.  You can obtain this form from the Editorial office.
· Complete the ESSIE Exit Survey (on the ESSIE website (www.essie.ufl.edu)  under “Forms” in the "Graduating Graduate Students" section) by the posted Final Exam deadline (see deadline link). This is submitted electronically so you do not need to print anything out. 
·  EES graduates also must complete the two graduation exit surveys that are found on the ESSIE website under the forms area.  These should be completed and submitted to gradforms@essie.ufl.edu by the posted Final Exam deadline.
· Attending the Graduation ceremony if there is a ceremony? - Order your graduation gown when the information is sent out or go to the Reitz Union Bookstore.  
· Key return: All keys should be returned to either Isaac (CCE-Weil 365) or Randy Switt (EES – Black Hall).  Your keys need to be returned by the Friday before the first graduation ceremony date. 

Have a wonderful last semester here at UF! I will do what I can to be certain you are awarded that degree but you also need to vigilant and follow through as well.  Know that we are all Gator Proud of your accomplishment! (Please friend me on FB or LinkedIn to keep in touch. – My info is on my signature line in my email.)
