Dissertation Process and Procedure Checklist 5.24.2004


Learner/Mentee Name: ________________________________

Dissertation Process and Procedure 

Checklist

This Checklist is to be used by the Mentor to ensure that each element of the dissertation process is completed. It is designed to “match” the “Mentoring through the Dissertation Process.”

Each step in the process is presented in the order in which it occurs. 

9996: Dissertation Research I--Forming the Committee, Developing a Preliminary Proposal

_____
Mentor reviews and approves Dissertation Committee composition 

_____
Learner submits electronic Dissertation Committee Nomination form available on iGuide and sends the Visiting Scholar’s CV (if applicable) in word or pdf format to the appropriate school inbox (SchoolofBusiness@capella.edu, SchoolofEd@capella.edu, HumanServices@capella.edu)

_____
School administrative designee confirms the committee’s approval with mentor and sends it to the learner’s specialization chair for review.  

_____
School administrative designee e-mails learner, faculty mentor, and committee participants to confirm school’s approval.   **Upon approval, the Mentor sends the Visiting Scholar a copy of the “Visiting Scholar: Guidelines for Participation on the Dissertation Committee”

_____
Mentor reviews the preliminary proposal with the Mentee:

_____
Chapter 1: Introduction. 


_____

Introduction to the problem.
_____

Background of the study.
_____

Statement of the problem.
_____

Purpose(s) of the study.
_____

Research questions and/or hypotheses.
_____

Nature of the study.
_____

Significance of the study.
_____

Definitions of terms.
_____

Assumptions and limitations.
_____

Organization of the remaining chapters of the proposal.

_____
Chapter 2 includes each of the following sections:

____

Introduction:

_____

Rationale for the research.
_____

Theoretical framework: Theory(ies) generating the question 

and exploration of the foundations of the field related to the 

topic 

_____

Research question's relationship to major literature themes 

(or sub-problems) 

_____
Developmental support for alternative hypotheses generation (for quantitative dissertations).

_____
Organized presentation that evaluates and synthesizes research in theme area one.

_____
Organized presentation that evaluates and synthesizes research theme area two.  {Repeat for each theme or sub-problem area.}

_____
Summary: How the research will contribute to the field.

_____
Chapter 3: Methods



Quantitative methodology: 

_____

Researcher's philosophy or knowledge claims for methods

choice.

_____
Theoretical framework: research questions from literature review and testable hypotheses.

_____
Research design strategy: type, underlying assumptions, and rationale.

_____
Sampling design: population, sampling method, sample size, and cost.

_____
Measures: variables, constructs, instruments, reliability, and validity.

_____
Data collection procedures.

_____
Pilot testing.

_____
Data analysis procedures: coding, cleaning, and statistical procedures.

_____
Limitations of methodology and strategies for minimizing impact.

_____
Expected findings and ethical issues.

_____
Time-lines for each research activity.

Qualitative methodology:


_____

Researcher's philosophy or knowledge claims for inquiry 

choice.

_____

Theoretical framework: initial research question and 

objectives.

_____

Research design strategy: type, underlying assumptions, 

and rationale.

_____

Sampling design: selection criteria and setting.

_____

Measures: researcher's role, including qualifications, 

assumptions, and credibility.

_____

Data collection procedures, including researcher's 

participation.

_____

Pilot testing.

_____

Data analysis procedures: coding, multiple sources, 

corroboration, and triangulation.

_____

Limitations of methodology and strategies for minimizing 

impact.

_____

Expected findings and ethical issues.

_____

Time-lines for each research activity.

_____   Mentor submits Course Completion Confirmation Form available through Faculty iGuide for 9996 when s/he approves the preliminary proposal draft

9997: Dissertation Research II--the Proposal and IRB

_____
Mentor reviews and approves IRB form

_____
Learner sends the IRB form and all additional documentation required to dissertationspecialist@capella.edu 

_____
Dissertation Team forwards the documents onto the mentor for confirmation of approval and submits the form for school review  

_____
Upon school approval, the Dissertation Team sends the learner and mentor a confirmation email

_____
Learner submits a final dissertation proposal to the Dissertation Committee

_____
Dissertation Committee reviews and approves proposal

_____
Learner sends proposal to dissertationspecialist@capella.edu
_____
Dissertation Team forwards the document onto the mentor for confirmation of approval and submits the proposal for school review

_____
Upon school approval, the Dissertation Team sends the learner and mentor a confirmation email.

_____
**Once the school approves both the dissertation proposal and IRB form, the dissertation team sends the learner and mentor an email with the link to schedule the conference call

_____
Learner negotiates time for call and submits the concall request form

_____
Proposal Conference Call is completed

_____
Mentor submits the Conference Completion Form available on Faculty iGuide and Dissertation Team posts “S” for 9997 

9998: Dissertation Research III--Data Collection and Analysis

When the research design changes:

_____
Proposal Changes: The Mentor works with the Learner and solicits input from the Committee to devise a reasonable solution to the problem that will retain the integrity of the overall design.

_____
Proposal and IRB review process completed again if necessary

_____   Mentor notifies learner and committee when a second proposal conference must be held based 

on substantial changes in the research design. 

Move onto below stages

When the design is unchanged:

_____
Mentor reviews initial data analysis with Learner

_____   Mentor reviews preliminary draft of Chapter 4 

_____   Mentor submits Course Completion Confirmation Form available on Faculty iGuide s/he approves 

the preliminary draft of Chapter 4

9999: Dissertation Research IV—Finalizing the Dissertation

_____
Mentor provides guidance to finalize Chapters I-IV

_____
Mentor provides guidance to learner for Chapter V rough draft

_____   Mentor reviews Chapter V draft

_____   Mentor sends substantive feedback to learner on areas in the Chapter that require revision. 

_____   Mentor directs learner to send dissertation the final, fully edited draft to the Committee

_____   Mentor reviews committee feedback with Learner

_____   Mentor supervises revisions to the dissertation

_____   Mentor sends final draft to dissertationspecialist@capella.edu
_____   Dissertation Team forwards dissertation onto the school for review 

_____   Once the school approves the dissertation, the dissertation team sends the learner and mentor an email with the link to schedule the conference call

_____
Learner negotiates time for call and submits the concall request form

_____   Final Dissertation Conference Call is completed

_____   Mentor supervises revisions of dissertation if identified in the conference call

_____
Mentor submits the Conference Completion Form available on Faculty iGuide 

_____   Dissertation team sends email to learner indicating form and style faculty member to submit 

dissertation 

_____   Learner sends the final, corrected/revised manuscript directly to reviewer

_____   Once learner passes form and style, dissertation team sends learner publication information and 

facilitates the signing of the signature page by the mentor and executive director

_____   Once completed signature page received, dissertation team posts “S” for 9999 and Academic 

Records graduates learner
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