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INTRODUCTION

The Department of Communication Studies (CMST) at Louisiana State University has a long and rich
tradition. Established in 1928, it is one of the oldest communication departments in the nation and, in the
South, it was the first to develop a doctoral program. Situated in a research intensive university, the
department and its faculty strive to foster the intellectual growth of each student while also attending to their
development in the areas of teaching and service. Our main goal is to prepare graduate students for success in
their chosen profession, academic or otherwise, in an environment that is innovative, stimulating, friendly,
and humane.

Specifically, we hope to produce researchers capable of generative critical thought and scholarship; to balance
areas of specialization with a holistic approach that stimulates dialogue between areas; to understand
communication as both an art and science; and to provide facilities for creative communication expression
and experimentation. Such facilities include the Mary Frances HopKins Black Box performance lab, the
Matchbox Interaction Lab, and Studio 151, a video editing lab. The department also is home to the Harold
Mixon Lyceum, our forensics and debate team, which is coached by a CMST instructor and assisted by a
CMST graduate assistant. Frequent colloquies, lectures, and workshops given by LSU and visiting scholars
further enhance the lively community of scholarship we hope to foster here.

The program offers a MA degree with a thesis, non-thesis, or professional practice option, a MA-PhD fast
track program, and a PhD degree in three broad areas of specialization: Interpersonal Communication,
Performance Studies, and Rhetoric. Within and between areas, a broad range of courses is available, and each
student is encouraged to design a program of study that fits their interests. A student may, for instance,
concentrate their course work and research in one area or work across areas.

Interpersonal Communication examines interpersonal communication with special attention to
marriage and family, relationships, social cognition, listening, health settings, and the role of the
individual in communication. Our approach is primarily

guantitative and mixed-methods.

Performance Studies features communication-centered approaches to performance in three main
contexts: the cultural, the historical, and the aesthetic. Our approach is qualitative, focusing on
interpretive and critical analyses of performance texts, events, and processes.

Rhetoric focuses on the analysis of public discourse. We are especially interested in the ways in
which rhetorical criticism functions as a mode of social critique, which calls our attention to how
discourse challenges and sustains power relations, and addresses and constitutes publics.

To enable each individual to reach their academic goals respectful of others striving to do likewise, all
members of the CMST community are expected to act in accordance with university and departmental
policies and procedures. This guide provides information concerning the same. Aside from the Introduction, it
covers CMST Faculty and Administrative Personnel; Application Guidelines and Financial Assistance;
Degree Guidelines, Advising Guidelines, Basic Research Guidelines, Teaching Guidelines, and CMST
Organizations and Activities.

Should you have any questions regarding the material contained here, please do not hesitate to meet with the
Chair of the department, the Director of Graduate Studies, or your main advisor.
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APPLICATION GUIDELINES

To apply to the graduate program in Communication Studies, applicants must apply to the LSU Graduate

School using their online application site: www.lsu.edu/gradapply.

REQUIRED MATERIALS

The following items are required for a complete application:

1) An online application form

2) An application fee (and any applicable late fee)

3) GRE scores. The institution code for the LSU Graduate School is 6373.

4) TOEFL or IELTS scores for international applicants

5) One official transcript from every college or university you have attended

6) A 1-2 page personal statement describing your background, research/area(s) of emphasis, and
specific interest in LSU.

7) Three letters of recommendation

8) A sample of scholarly writing — e.g., a thesis chapter or term paper — or a professional portfolio
project if applying for the professional practice MA track.

Applicants should also clearly indicate whether they are applying for the MA, MA-PhD fast track,
or PhD program.

SUBMISSION OF REQUIRED MATERIALS

The applicant must complete and submit the form, fee, and all required documents (items #6-8) via the online
site.

Official GRE and as applicable TOEFL or IELTS scores (items #3 & #4 above) must be submitted
electronically by the testing organization to the LSU Graduate School.

Official transcripts (item #5 above) may be submitted electronically to the online site or institutions can send
them by ground mail to:

Graduate Admissions
Louisiana State University
114 West David Boyd Hall
Baton Rouge, LA 70803

Institutions should not send official transcripts to the Department of Communication Studies.

PROCESSING THE REQUIRED MATERIALS

According to the LSU Graduate School, documents received in paper format will be loaded into the electronic
system within 48 hours of receipt. During peak processing times — e.g., just before deadlines — loading the
documents may take a bit longer due to volume.

In our department, the chair, an administrative specialist, and all members of the graduate faculty will have
access to applicants’ documents via the secure web center.


http://www.lsu.edu/gradapply

APPLICATION DEADLINES

The application deadline for fall semester is December 31. Students requesting an assistantship should
indicate their interest in the application.

We do not generally offer spring admission to the graduate program.

EVALUATION OF APPLICATION MATERIALS

Admission decisions are made by the department’s Graduate Admission Committee, which consists of one
graduate faculty member from each of the three areas. Each committee member serves as a representative for
their respective area and, as such, will consult with their area colleagues regarding graduate applications prior
to meeting with the Graduate Admission Committee. Final admission and funding decisions are based on the
strength of application materials and guided by the goal of equal balance of students and assistantships across
the three areas.

For iinternational applicants, a TOEFL score of 550 on the paper-based, 213 on the computer-based, or 79 on
the internet-based exam is required, or a minimum score of 6.5 on the IELTS or 59 on the PTE. Please note
that these are university requirements established by the Graduate School, meaning that we are typically
unable to admit students who do not meet these minimum test scores.

The personal statement should provide a brief but detailed description of the applicant’s interests and reasons
for pursing an advanced degree. Strong personal statements also specifically explain why the applicant wishes
to pursue a degree at LSU.

The writing sample should demonstrate, and the letters address the applicant’s ability to do graduate level
work and research.

Additional admission factors also are considered, such as vacancies in the program and the compatibility of
the applicant’s research interests with those of current faculty. Prospective students who do not meet all
departmental and/or Graduate School requirements may be admitted provisionally on a case by case basis.

All applicants must adhere to the application procedures and deadlines established by the LSU Graduate
School and the CMST department.

APPLICANTS INTERESTED IN MASS COMMUNICATION OR COMMUNICATION
SCIENCES AND DISORDERS

Do not apply to our program if you are interested in mass communication, as it relates to the professions of
journalism and mass media production and marketing, or communication sciences and disorders, as it relates
to speech, language, and hearing science. We will “reject” your application and suggest to the Graduate
School that they redirect you to the LSU Manship School of Mass Communication or the Department of
Communication Sciences and Disorders. We cannot guarantee however that the Graduate School will offer
the redirection.



FINANCIAL ASSISTANCE

Each year we award approximately 28 graduate assistantships to continuing and new graduate students. Our
assistantships are teaching assistantships largely; we do not award research assistantships unless they are
funded by a grant. For prospective students, the application documents play a key part in the decisions we
make as does the availability of assistantships within the program or within the applicant’s proposed area(s)
of research emphasis.

The assistantship provides students with a stipend, a tuition waiver (although students are required to pay
non-instructional fees), and an optional health care plan. In return, students are required to teach or assist in
teaching one course each (fall and spring) semester. All students on assistantship are also expected to
participate in departmental activities such as colloguy, professional development sessions, the annual
forensics tournament, and the State Rally. Most assistantships require a maximum 20 hour per week workload
(or a monthly average of 20 hours per week). All the assistantships are renewable within certain term limits
and given the student’s satisfactory fulfillment of their academic and teaching responsibilities. The noted term
limits are: 4 years total for doctoral students; 2 years total for MA students.

The department will also nominate or support the nomination of students for tuition wavers and other
fellowships when available and appropriate. Such awards are typically available on the basis of outstanding
academic records and/or membership in underrepresented groups.

For additional information regarding

Tuition & Fees, please go to:

https://www.Isu.edu/financialaid/cost/graduate cost.php

Graduate School Awards:

httns/lsie.arad Linforead Y - Y

Graduate School Fellowships:
. J.edu/graauale

International Services Office, which addresses the educational, financial, immigration, personal, and
social concerns of international students:

http://international.lsu.edu/IS/


https://www.lsu.edu/financialaid/cost/graduate_cost.php
https://lsu-gradschool.infoready4.com/CompetitionSpace/
https://www.lsu.edu/graduateschool/current-students/assistantships-funding/dissertation-fellowships.php
https://www.lsu.edu/graduateschool/current-students/assistantships-funding/dissertation-fellowships.php
https://www.lsu.edu/graduateschool/current-students/faq/gradhealthfaq.php
http://international.lsu.edu/IS/

DEGREE GUIDELINES

The department offers a master’s (MA) degree with a thesis, non-thesis, or professional practice option, an
MA-PhD Fast Track degree without a thesis, and a doctoral (PhD) degree. Prior to detailing the degree
requirements, some general information pertinent to both degrees is offered.

GENERAL TERMS AND INFORMATION

Course credit hours refer to credit earned for taking and passing classes.
At LSU, a graduate student can take 4000 or 7000 level courses to earn course credit hours.
4000 level courses are taken by upper level undergraduate students as well as graduate students.
7000 level courses are seminars typically taken by graduate students only.
Course credit hours cannot be taken for a pass/fail grade.

Thesis and dissertation research hours refer to credit earned for independent work on one’s thesis or
dissertation. Thesis hours are taken under the rubric CMST 8000. Dissertation hours are taken under
the rubric CMST 9000. The credits are taken for a pass/fail grade. The grade is determined by one’s
major professor.

Professional Practice Project refers to credit hours dedicated to an in-depth, field-based project geared
toward a student’s desired career path. Hours for this project are taken under the rubric CMST 7998
and are supervised by a member of the graduate faculty (typically the student’s advisor). Completion
of a professional practice project replaces the thesis or exam requirement.

CMST core courses refer to a set of courses graduate students in CMST must take to fulfill their degree
requirements. Generally, the core provides students with an understanding of the three research
emphases on which our program is built. The similarities and differences in research theories,
methods, and writing practices are covered in the core. If the student is on an assistantship, a core
course that directly addresses pedagogy is also required.

A CMST independent study refers to an individualized course of study that a student designs, pursues, and
completes within a semester under the guidance of a graduate faculty member who has agreed to
direct it. To gain approval, the student must submit a written proposal that addresses the subject,
method, and significance of the study and thereby demonstrates that it is worth 3 credit hours. The
proposal also should clarify why the study cannot be completed in any of the courses CMST regularly
offers. We ask that students understand an independent study as a “privilege” rather than “given”
since the labor of another individual is involved.



OUTLINE OF DEGREE REQUIREMENTS

MA DEGREE WITH A THESIS OR NON-THESIS OPTION

Thesis students must complete a minimum of 36 hours, write a thesis, and defend it orally. Non-thesis
students must complete a minimum of 36 hours and take a Comprehensive (written and oral) Exam.

Required Core
CMST 7900: Introduction to Graduate Study
A 7000 level seminar in Interpersonal Communication
A 7000 level seminar in Performance Studies
A 7000 level seminar in Rhetoric
If on assistantship: CMST 7901: Pedagogy
Additional Courses
At least 2 more courses in CMST at the 7000 level
At least 2 more courses in CMST at the 4000 or 7000 level

If the Student Selects the Non-Thesis Option
At least 4 more courses at the 4000 or 7000 level, in or out of CMST

OR If the Student Selects the Thesis Option
At least 2 more courses at the 4000 or 7000 level, in or out of CMST
CMST 8000: Thesis Research

OR If the Student Selects the Professional Practice Option
At least 2 more courses at the 4000 or 7000 level, in or out of CMST
CMST 7998: Professional Practice Projects

At least 3 more courses at the 4000 or 7000 level, in or out of CMST
CMST 7998: Professional Practice Projects

Note:
The student may take 6 credits of independent study in CMST.

3 credits
3 credits
3 credits
3 credits
(3 credits)

6 credits
6 credits

12 credits
= 36 (39) credits

6 credits
6 credits
= 36 (39) credits

6 credits
6 credits
= 36 (39) credits

9 credits
3 credits
=36 (39) credits

As approved by the student’s advisor, the student may take 9 credits of CMST 4200: Practicum in CMST.

Graduate students are required to sign up for CMST 7902: Professional Development during their first two spring
semesters at LSU. These credits may or may not count toward total credit requirements. Such a determination is made

between a student and their advisor.

MA-PHD FAST TRACK DEGREE PROGRAM

Within the first 1% years of beginning the program, the MA student must complete a minimum of 36
hours and take comprehensive exams, beginning their PhD coursework in the second half of their
second year. As a doctoral student, the student must take 36 more hours of course work, sit for their
general exams, and write a dissertation. The MA student’s advisor must approve the fast track choice.
If a student fails to meet the noted goals, they simply revert to the regular MA and PhD degree tracks.



For MA requirements, see above. For PhD:
Required Core

Additional Courses in CMST

At least 2 more courses in emphasis at the 7000 level 6 credits~
At least 1 more course in another area at 7000 level 3 credits
At least 2 more courses in emphasis at the 4000 or 7000 level 6 credits

Additional Courses
At least 7 more courses inside or outside CMST, at least 2 at 7000 level 21 credits

CMST 9000: Dissertation Research (9 hours; does not count towards total)
= 36 (39) credits
+ 36 MA credits
=72 (75) credits

Note:
The student may take 6 credits of independent study in CMST.

As approved by the student’s advisor, the student may take 9 credits of CMST 4200: Practicum in CMST.
Summer teaching doctoral students may also take Practicum if approved by department chair and/or advisor.

Graduate students are required to sign up for CMST 7902: Professional Development during their first two spring
semesters at LSU. These credits may or may not count toward total credit requirements. Such a determination is made
between a student and their advisor.

PHD DEGREE
The student must complete a minimum of 72 hours. For students who completed their MA degree at
another institution, 30 hours (exclusive of independent study and research hours) may transfer upon
approval by the student’s advisor. For students who completed their MA degree in the department, 36
hours (exclusive of research hours) may transfer. In either case, the student must also sit for their general
exams and write a dissertation.

Required Core

CMST 7900: Introduction to Graduate Study 3 credits
A 7000 level seminar in Interpersonal Communication 3 credits
A 7000 level seminar in Performance Studies 3 credits
A 7000 level seminar in Rhetoric 3 credits
If on assistantship: CMST 7901: Pedagogy (3 credits)
Additional Courses in CMST
At least 2 more courses in emphasis at the 7000 level 6 credits*
At least 1 more course in another area at 7000 level 3 credits

= Students who do not declare a single emphasis (i.e. interpersonal, performance, or rhetoric) may take these
hours in any area. Such students are expected to work closely with their advisor when selecting such courses.
= Students who do not declare a single emphasis (i.e. interpersonal, performance, or rhetoric) may take these
hours in any area. Such students are expected to work closely with their advisor when selecting such courses.



At least 2 more courses in emphasis at the 4000 or 7000 level 6 credits

Additional Courses
At least 5 more courses inside or outside CMST, at least 2 at 7000 level 15 credits

MA credits (exclusive of independent study & thesis research credits) 30 credits maximum
CMST 9000: Dissertation Research (9 credits; does not count towards total)

=72 (75) credits
Note:
The student may take 6 independent study credits in CMST.

Students who received their MA in CMST at LSU need not take CMST 7900 a second time. Those three credits may be
earned through any other 4000 or 7000-level course(s) at LSU.

Graduate students are required to sign up for CMST 7902: Professional Development during their first two spring
semesters at LSU. These credits may or may not count toward total credit requirements. Such a determination is made
between a student and their advisor.

Additional Considerations:
See Addendum B for a list of CMST graduate courses.

See page 19 below for policy concerning CMST 8000 Thesis Research and 9000 Dissertation Research
hours.

MA ADVISORS & ARC COMMITTEE

In your first semester as a graduate student, you are assigned a CMST graduate faculty member who serves as
your initial advisor. Together, you will select a second graduate faculty member, and together the pair will
serve as your Advisory and Review Committee or ARC. The functions of the ARC are to guide the student in
their initial steps as a graduate student and, on a yearly basis, monitor and evaluate the

student’s overall progress.

Near the end of your second semester, you should confirm if you want to pursue the regular or Fast Track
degree program, and in the former case, if you want to write a thesis, take the exam option, or pursue the
professional practice track.

Should you select and be approved to pursue the Fast Track option, you need to choose a main advisor who
will manage and help evaluate your Comprehensive Exam, which you will take at the end of your third
semester. (See “Comprehensive Exam” below.) This advisor may be the same or a different person as your
initial advisor. If different, this individual will become your main advisor and head up your ARC. You may or
may not retain this same advisor for your doctoral work.

If you opt to pursue the regular non-thesis degree program, you have a little more time to select a main
advisor, as you will not take your Comprehensive Exam until at least the end of your fourth semester. (See

10



“Comprehensive Exam” below.) Again, the advisor you select may be the same or a different person as your
initial advisor. If different, they will become your main advisor and head up your ARC.

If you opt to write a thesis, you need to assemble an MA Committee sometime in your second year. The
committee should consist of three graduate faculty members, at least one who is a Full (rather than Associate
or Affiliate) member of the LSU graduate faculty. One member also agrees to serve as your main advisor (or
major professor), who guides you in writing the thesis. This person may or may not be the same person as
your initial advisor. If different, they will become your main advisor and head up your ARC.

MA THESIS OPTION

A master’s thesis demonstrates the student’s ability to do scholarly research; to analyze a selected subject by
means of a specific concept, theory, or method; to discuss the broader significance of the study to the field; to
maintain an argument or discussion over the course of the document; and to write in ways that are accessible
and accurate in stylistic and grammatical terms. A thesis is significantly longer than a standard seminar paper,
but the appropriate length will vary between areas, advisors, and projects.

A prospectus for the thesis must be approved by your MA Committee one semester prior to the semester in
which the degree is granted. The summer term is considered a semester for this purpose.

When the thesis is near completion, the student should contact the members of their committee to arrange a
date and time for the oral examination. Once the date is set, the student submits a “Request for Master’s Exam

and Degree Audit” to the Graduate School. These documents must be submitted at least 3 weeks prior to the
date of the oral exam. See Addendum C.

Likewise, a hard or digital copy (ask each member which they prefer) of the thesis must be submitted to each
committee member 2-3 weeks prior to the final oral exam. Following the defense, a copy of the student’s
approved thesis must be submitted electronically to the LSU Graduate School. Instructions for electronic
submissions are available through the Graduate School.

MA COMPREHENSIVE EXAM

The MA Comprehensive Exam is a semi-uniform exam that is given to Fast Track and regular non-thesis MA
students at the end of the fall and spring semesters. All eligible students take the 6 hour written exam at the
same times and each student sits separately for a 1 hour oral exam.

The written exam consists of 3 hours of standardized questions given (currently) the Friday afternoon prior to
Dead Week and 3 hours of questions specific to the student’s interests given (currently) the Friday afternoon
of Dead Week. The specific questions are written by the student’s main advisor and the standardized
guestions are selected by the same advisor from a pool of questions submitted by the CMST graduate faculty.
Each student sits separately for a 1 hour oral exam, which is given (currently) on the Friday or Saturday of
exam week.

For each student, the MA Exam Committee consists of the student’s main advisor and two other members of
the CMST graduate faculty, each of whom represents a different research area in the department. In total then
the committee consists of members from at least two if not three of the main areas. As noted above, each
student selects their main MA advisor some time during their first or second year. The advisor may be the
student’s initial ARC advisor or not; if not, the advisor becomes the student’s ARC advisor as well as serves
as the main advisor. The advisor is responsible for writing the questions for the specific exam and gleaning
questions from the aforementioned “pool” for the general exam, the latter based in part on the courses the

11
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student has taken. The main advisor also is responsible for chairing the exam and making sure the student
submits their “Request for Master’s Examination” form and “MA Course Requirement Check List” to the

Graduate School three weeks prior to the date of the final oral exam. See Addendum C.
MA PROFESSIONAL PRACTICE PROJECT

The MA Professional Practice Project is the culmination of a field-based professional practice program for
master’s students who follow this track. It may take the form of, for instance, an internship, service work, a
specific project in regional industries (such as tourism, business, film and media, et al), community
organizing or outreach, or other forms of field work. To complete the project requirements, the student must
enroll in CMST 7998 (either for a total of 3 or 6 hours, depending on the demands and scope of the project)
and work with an appropriate advisor in CMST who will act as the project advisor and instructor of record for
CMST 7998. In consultation with the professor, the student will design a syllabus for 7998 that includes a
description of the field experience or project, a timetable for hours spent in the field, a schedule for meeting
with the professor overseeing the project, grading procedures, work expected, and all other matters relating to
the design of the specific field experience and/or project. The project shall culminate in a presentation of the
student’s work to the advisor and a graduate faculty committee selected by the student in consultation with
the advisor, and conducted in a manner and medium most appropriate to the specific nature of the project. It
may consist of written, oral, performed and/or audio-visual materials. We encourage attendance at the
presentation by appropriate representatives of organizations with whom the student has worked on the field
project. We note that the student will need to identify and make contact with the field organization or
population well in advance, ideally before the end of the first year of coursework, so that they may schedule
their 7998 hours, project, and presentation for timely completion of the degree requirements The advisor also
is responsible for chairing the presentation and making sure the student submits their “Request for Master’s
Examination” form and “MA Course Requirement Check List” to the Graduate School three weeks prior to

the date of the project presentation. See Addendum C.

MA TERM LIMITS

Regular thesis and non-thesis MA students must complete all their requirements within 5 years of beginning
the MA program. Fast Track MA students must complete all the noted requirements within 1% years of
beginning the MA program.

12



PHD COMMITTEES

In your first semester as a graduate student, you are asked to assemble an Advisory and Review Committee or
ARC, which consists of 2 CMST graduate faculty. The functions of the ARC are to guide the student in their
initial steps as a graduate student and, on a yearly basis, monitor and evaluate the student’s overall progress.

In the second or third year, students assemble their Doctoral (PhD) Committee. The committee agrees to
guide the student in writing the dissertation and also evaluates it and the student’s General Exams. The
Doctoral Committee may consist of CMST members who have served on your ARC or not. Once you
assemble a Doctoral Committee, the CMST members who serve on it also serve as your ARC.

The committee must have a minimum of 3 graduate faculty members plus the dean’s representative.

Further:

B The major professor who acts as chair or co-chair must be from the major department.

W If either an adjunct or a non-tenure track faculty member is the major professor, a full-time tenured or
tenure/track graduate faculty member must co-chair the committee.

B A minimum of 2 faculty members must be from the student’s major department and at least two must
be full members of the LSU graduate faculty.

B The remaining members may be from the major department or may be from outside the department if
pertinent to the student’s area of concentration.

B Any declared outside minors require representation, either among the first 3 members of the
committee or by additional appointments to the committee.

B The dean of the Graduate School appoints a member or members of the graduate faculty to serve on
doctoral general and final examination committees (aka the dean’s representative).

Once the student submits a request to the Graduate School for a General Examination, the Dean of the
Graduate School appoints a dean’s representative (i.e., a member of the LSU graduate faculty) to serve as a
voting member on the committee. This individual represents the Dean and the entire graduate faculty. Their
main job is to insure that the candidate is treated fairly and that the General Examination and dissertation
meet the standards of the LSU Graduate School.

It is written policy that the Dean of the Graduate School may serve as an ex-officio member on any doctoral
committee. Further, it is understood that members of the doctoral committee are nominated (via signature) by
the Chair of the department and appointed by the Dean of the Graduate School, who may make any changes
they deem desirable.
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PHD GENERAL EXAM

The PhD General Exam consists of a written portion of at least 15 hours and, at minimum, a 2 hour oral exam.
Typically, the written portion is divided into sections and taken over a period of one to two weeks.

The exam is comprehensive and not restricted to the material in the courses the student has taken. It tests the
student on theories and methods pertinent to their dissertation research, area(s) of research emphasis, the
broader discipline (i.e., Communication Studies), and minor or cognate areas. Part of the oral exam is
dedicated to discussing the student’s dissertation topic and, if submitted, the dissertation prospectus.

The exam cannot be taken until the student has completed their course work and submitted the necessary
forms to the Graduate School. (See below for details.)

PHD EXAM PROCEDURES

Because many people are involved in the exam process in addition to the student, we ask that the student and
their major professor adhere to the following procedures:

1) Option: the student may complete and submit their prospectus to their committee before or after
completing the General Exam.

2) The student and their major professor select dates for when the student will write their exams and
possible dates and times for the oral exam.

The committee should be allowed 2-3 weeks to read the written exams before the oral exam is held.
If a prospectus is involved, the committee should be allowed a full 3 weeks.
3) The student contacts their committee to check when they are able to meet for the oral exam.

4) Once the committee agrees to a day and time for the oral exam, the student completes 2 forms and
submits them to the department chair:

a) A “Doctoral Degree Audit and Request for General Examination,” which is a Graduate
School form on which the student requests the day and time of the ORAL EXAM, not the
written exams.

b) A completed CMST PHD Course Requirement Check List. See Addendum C.

The chair double-checks the forms and returns them to the student.

The student makes two copies of the form. Keep one for yourself and give one to the administrative
coordinator in the department.

5) The student submits the Request for Doctoral General Exam and the CMST PHD Course
Requirement Check List to the Graduate School.
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6)

7)

8)

9

In conjunction with the major professor, the student determines the times and days when they will
write the in-house portion of their exams. This coordination is required so that the major professor
will be available to manage the process. The student reserves a room(s) for the written and oral
exams. The reservations are made on a calendar that hangs in the main office.

The major professor contacts the committee to request they provide exam questions by a certain date
—i.e., before the advisee begins to write.

The different research areas in the department collect and categorize questions a little differently from
each other. Junior faculty should contact senior faculty in their area to discuss possibilities.

Once the major professor receives all the questions, they: (a) formats them into the exams the student
will take; (b) prints out and puts each exam in a sealed envelope; (c) on the front of the envelope,
writes the name or title of the exam; as relevant, the name of the professor who wrote the questions;
and how long the student has to complete it; and (d) then distributes them to the student on the days
of their exams.

The major professor, prior to a student writing exams, should check out a thumb drive and the
“testing” sign from the Administrative Specialist for the student to use. The student saves each exam
on that thumb drive, which they give to the major professor after they take each exam. At the end of
each day’s testing, the major professor prints the day’s responses, then clears the thumb drive and the
hard drive of the computer used in testing.

10) At the conclusion of the student’s writing of exams, the major professor makes copies of the exams

and distributes them to the student, the committee members, including the Dean’s Representative, and
the department (to be kept in the student’s file). The student should not print, copy, or distribute their
exams. The major professor should also check in the thumb drive and the “testing” sign, returning
them to the Administrative Specialist.

11) The major professor contacts the committee by email to remind them of the day and time of the oral

exam. They also ask the Administrative Coordinator to print out 2 copies of the Graduate School
Exam Report form (i.e., on special paper), departmental assessment sheets, and, as applicable, a
CMST prospectus form, both of which the committee signs at the completion of the oral exam.

12) The major professor makes 2 copies of the signed forms (except the departmental assessment sheets):

giving one set to the student; filing the second in the student’s CMST file; and submitting the
Graduate School Exam Report originals to the Graduate School. As of fall 2011, the student is not
allowed to submit the Exam Report to the Graduate School.

PHD PROSPECTUS AND DISSERTATION

Once your prospectus has been approved by your major professor, it is your responsibility to circulate copies
to all members of the committee, including the Dean’s Representative if they would like a copy. Do not
assume that members want digital or hard copies; ask them.

The prospectus must be submitted to and approved by the committee (but not the Dean’s Representative) at
least one semester prior to the Final Examination date. The summer term is considered a semester for this
purpose. The CMST graduate faculty strongly recommends that candidates submit a prospectus to their
committee as early in the examination/ dissertation process as possible — e.qg., prior to or immediately
following the General Exam — so as to garner valuable feedback from the committee.
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Discussion and approval (or not) of the prospectus generally occurs in a meeting with the full committee
(students must invite their dean’s representative, although the defense may proceed if the dean’s
representative cannot or chooses not to attend). Depending on when you submit the prospectus, this meeting
may occur during the oral portion of the General Exam or at another time. Committee members document
their approval of the prospectus (thereby giving you the “go ahead” to begin working on the dissertation) by
signing a departmental form, which is placed in your files.

A copy of the dissertation must be submitted to each committee member, including the Dean’s
Representative, at least 2-3 weeks prior to the proposed Final Examination date.

An electronic copy of the final dissertation must be submitted to the Graduate School and a hard copy to the
department Instructions for electronic submission are available through the Graduate School. Please see:

PHD FINAL EXAM

The Final Exam is an oral defense of the dissertation that runs a minimum of two hours. It is taken not less
than 3 calendar months after the General Exam; not less than one semester after the prospectus has been
approved; and after the dissertation in final form has been submitted to the committee. A Request for
Dactoral Final Exam must be filed with the Graduate School at least 3 weeks prior to the proposed
exam date.

For addltlonal mformatlon on key procedures and deadlines assomated with graduation, see

PHD TERM LIMITS

Doctoral students must complete all the noted requirements within 7 years of beginning the doctoral program.
This deadline cannot be extended except by permission of the Dean of the Graduate School, when requested
by the student’s entire committee and the chair of the department.

DOCTORAL STUDENTS ENTERING THE PROGRAM WITH
INCOMPLETE WORK

Students who enter the doctoral program are expected to have completed all the requirements for a MA.
However we may grant provisional admission to students who need to complete their thesis or make up some
other kind of incomplete grade. In these cases, the following conditions apply.

Students will be considered in good standing for two semesters. They will have the privileges and seniority of
doctoral students, including pay at the PhD level if they hold assistantships. They will be limited to 9 hours of
course work a semester if they hold assistantships. They will not take any dissertation research hours.

If work for the degree is not completed by the end of two semesters, such students will be considered on
probation until they have completed the requirements for the MA. They will be ineligible for graduate
assistantships from the university. They will be ineligible to take doctoral exams. They will not take any
dissertation research hours.

16


https://www.lsu.edu/graduateschool/current-students/etd/etd-info.php
https://www.lsu.edu/graduateschool/files/enrolled-student-forms/Request-for-Final-Doctoral-Examination.pdf
https://www.lsu.edu/graduateschool/files/enrolled-student-forms/Request-for-Final-Doctoral-Examination.pdf
https://www.lsu.edu/graduateschool/current-students/steps-to-graduation.php

POLICY FOR CMST 8000 THESIS RESEARCH
AND 9000 DISSERTATION RESEARCH HOURS

Graduate students enroll in CMST 8000 or 9000 hours to do independent work on their thesis or dissertation
respectively.

MA students who opt to write a thesis are required to take at least 6 hours of CMST 8000. PHD students are
required to take at least 9 hours of CMST 9000. If a student requires more time to complete their thesis or
dissertation, they must continue to take 8000 or 9000 hours during the fall and spring semesters to remain
active in the LSU Graduate School.

In the fall and spring semesters, MA students may not enroll in CMST 8000 unless their prospectus has been
approved by their committee. Approval may occur in a semester prior to, or until the end of the third week of,
the semester in which the student wants to begin taking 8000 hours.

In the fall and spring semesters, PHD students may not enroll in CMST 9000 unless they have completed
their General Exam. Completion of the General Exam or approval of the prospectus may occur in a semester
prior to, or until the end of the third week of, the semester in which the student wants to begin to taking 9000
hours.

During the summer semester only and upon the approval of their major professor, students may take CMST
8000 or 9000 hours without having their prospectus approved or, for doctoral students, without completing
their General Exam. In this way, students can register for graduate “courses” during the summer semester.

CMST 8000 and 9000 are taken for an S/U (satisfactory/unsatisfactory) grade. The grade is determined by the
student’s major professor. The professor assigns a grade based on the expectation of the CMST graduate
faculty that students who enroll in CMST 8000 and 9000 will make meaningful progress toward the
completion of their degree.

“Meaningful progress” is determined by the major professor and the student who contract a short written
agreement at the beginning of each semester. In the agreement, the student specifically states what they plan
to accomplish during the semester (i.e. be more specific than “I will work on my dissertation”). The
agreement(s) is included in the student’s Annual Evaluation. Success in meeting the agreement will result in
an “S” grade. Barring significant health or other unforeseen circumstances, failure to meet the agreement will
result in a “U” grade.

The Graduate School will place students receiving a “U” grade in research on probation. If a student receives
a second “U” in research, they may be dropped from the Graduate School.

By means of this policy, we hope to accommodate diverse research processes; encourage consistent progress

on the part of all graduate students; and implement an assessment procedure that formalizes the assigning of
S/U grades, thereby enabling faculty as well as graduate students.
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ADVISING GUIDELINES

ADVISORY AND REVIEW COMMITTEE (ARC)

All graduate students have an Advisory & Review Committee (ARC), which consists of a main advisor and
one additional member of the CMST faculty. The purposes of the ARC are to insure that (a) from the start, all
graduate students have an identified advisor; (b) all graduate students are reviewed annually in terms of the
same criteria; and yet also (c) each graduate student receives advice and review that addresses the
particularities of their circumstances.

An ARC is organized and operates as follows:

During fall orientation, new graduate students are assigned an appropriate member of the graduate faculty to
serve as their main advisor.

In consultation with their advisor, new students select one other faculty member to serve on their ARC. They
also discuss and select courses they should or might take.

Continuing students retain the ARC they assembled in prior years. Or, if they have assembled a MA or PhD
committee, the major professor and other CMST members of that committee now serve as their ARC.

Students may assemble a MA or PhD committee that consists of all, some, or none of the members
that constituted their initial ARC.

One reason for doctoral students to meet with their advisor is to complete their Program of Study form,
Change in Program of Study form, and/or their CMST PHD Course Requirement Check List.

Another reason to meet is if the student plans to take CMST 8000 or 9000 research hours, which require that
the student and their advisor draw up a short agreement that states what the student plans to accomplish
during the semester. As discussed on page XX, this agreement(s) is included in the student’s annual
evaluation. Success in meeting the agreement results in an “S” grade; failure results in a “U” grade.

A third reason to meet is to discuss the Annual Evaluation form which all students must complete and submit
to their main advisor at the beginning of the spring semester. See Addendum D. The form is used by the ARC
to evaluate the student’s progress and, in consultation with the CMST graduate faculty as a whole, to decide
whether funding should be renewed, revoked or, in some cases, awarded.

Be assured, the graduate faculty do not look for reasons to revoke funding; the opposite is the case.

However, failure to submit the form on time will imply that the student does not require funding the
following year.

Although we understand that new students, particularly MA students, may have little to report on the
form, we ask that they fill it out anyway so as to get used to the procedure.

Some advice: Be kind to your advisor by recognizing that while you have one career to see to (your own),
your advisor has several (including their own). Help your advisor help you by keeping track of all the
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administrative details that pertain to you, such as the fulfillment of your degree requirements and the timely
completion of Graduate School and departmental forms.

REGISTRATION PROCEDURES FOR OUT-OF-TOWN
GRADUATE STUDENTS

If you were enrolled the preceding semester, you must register, as usual, through MyLSU.

If you were not enrolled the preceding semester, you must apply for readmission. There is an application fee
for readmission. Deadlines for the application are noted on the annual Graduate School calendar. Additional
late fees are added for those who do not meet the deadline. See the LSU General Catalogue for additional
information.

In either case, do not ask the office staff to register for you or to take your check to the Bursar’s office to pay
your fees.

LEAVE OF ABSENCE FROM CONTINUOUS REGISTRATION

In June 2011, the Graduate School reported that they have developed or are in the process of developing a
temporary “leave of absence” from continuous registration for graduate students, which a student can submit
should they have a legitimate reason for the request. The leave does not change as much as provide an
exception to the following policy: doctoral candidates must maintain continuous registration for a minimum
of 3 credit hours per semester (excluding summers) from the completion of their General Exam to the end of
the semester in which an approved dissertation is submitted to the Graduate School.
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BASIC RESEARCH GUIDELINES

GUIDELINES FOR THE THESIS OR DISSERTATION
PROSPECTUS

Prospectus: a printed statement distributed to describe and advertise a forthcoming literary work,
a proposed or new enterprise, a security, or the like (The American College Dictionary).

In a prospectus, the student articulates the subject or topic, method or perspectives, and the significance or
value of the proposed study. It is the function of the major professor and MA or PhD committee to examine
the prospectus critically, to judge its suitability, and to help the student by anticipating problems or obstacles
in the plan. A prospectus that does not gain full approval of the committee must be revised or the project
abandoned.

Generally, a prospectus will include most or all of the parts indicated below (with some variation across
research areas).

Tentative title: The working title should be specific and unambiguous, yet brief. During the semester in
which the study is completed a final title is required to designate the study accurately.

Clarifying statement: Often a title will need clarification, particularly if it is brief, has ambiguous terms, or
contains technical language requiring clarification for the non-specialist.

Statement of the problem, question, or hypothesis: This statement is the answer to the question, "What are
you trying to find out?" It can begin in many ways, such as, “The purpose of this study is to determine
..."or "In this study, | will investigate . . ." or "This study will answer the following questions: . . ."

Contributory studies: In this section, the student indicates knowledge of the background of the study in
terms of (a) other studies that preceded and hence contributed to it; (b) parallel studies using similar tools or
techniques; (c) studies that contain data necessary to the present study; or even (d) studies that were
motivation to the present study. In the prospectus, discussion of contributory studies should be brief; in the
thesis or dissertation, it may be quite long.

Probable methodology: This section answers the question, "How (by what method) will you solve your
problem, answer your question, or test your hypothesis?" Then, "What is the order of your procedure, first,
second, and third?" Methodology necessarily depends on the type of study proposed. An experimental study
deals with procedure, an interpretive study with analysis of texts, for example.

Type of data and method of analysis: The word "data" refers to the information the researcher collects. Data
may be numerical, textual, etc. In this section, the type of data to be assembled, the method of organizing and
analyzing the data, and the order of presentation is described. Chapter divisions may be included here too.

Initial bibliography or “Works Consulted”: In this section, all the materials the student has examined and
deemed relevant to the study are listed in appropriate bibliographic form. It often is more than a list of books.
Journal articles, theses, newspaper items, recordings and films may be appropriate entries. The full
bibliographic information for contributory studies may appear here rather than in item #4. This section helps
the committee understand the extent of the candidate’s engagement of the topic. It is sometimes advantageous
to annotate the list.
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Additional bibliographical sources: Here the writer describes the nature and extent of materials not yet
examined or acquired, such as (a) materials to be examined only after approval of the prospectus; (b)
materials that are known to exist but are not yet available; and (c) materials the existence of which is in doubt.
For these reasons, the titles may not be exact or the bibliographic information complete. This section may be
quite long for a documentary study, brief or nonexistent for an empirical study.

Significance of the study: Here the researcher justifies future time and effort spent on the project. The
researcher predicts but does not promise, and answers such questions as: “Of what use will be the findings?”
“Will the study answer significant questions?” “Will it add to the stock of knowledge?” “Will it correct
misconceptions?” “Will it test common assumptions?” “Will it establish or disprove causal relationships?”’
Without this information, the proposal may appear limited in scope or self-evident, and a waste of the
researcher’s time and energies.

Since the prospectus anticipates the final content and form of the study, the more carefully it is prepared, the
more useful it will be to the student once it has been approved. For example, the clarifying statement,
statement of the problem, and summary of contributory studies are often placed in the Introduction or Chapter
One of the study. The methodology and data appear or are applied in the body of the study. The concluding
chapter often contains statements concerning the significance of the work, as corrected and amplified by the
researcher. And the bibliography, completed to include additional items, appears at the end of most studies.

SAMPLE PROSPECTUSES

Should you want to see a sample prospectus, your main advisor or major professor should have the following
prospectuses on file as they are posted on the Department’s Community Moodle.
AUTHOR DEGREE TITLE OF PROSPECTUS

Andrea E. C. Betancourt PhD Beyond Twenty Four Frames Per Second:
Performance of the Museum of the Moving Image

Rya Butterfield PhD China’s 20t Century Sophist: Analysis of Hu Shih’s
Ethics, Logic and Pragmatism

Kirk Fuoss PhD Performance and Organized Labor in Depression America:
Reproduction and Resistance

Melanie A. Kitchens PhD Performing Photographs: Memory, History and Display

Ross Louis MA Acquiring and Doing the American Lecture Performance:
An Ethnography of International Teaching Assistants

Ross Louis PhD Performative Critical Pedagogy: Boal in the English as a
Second Language Classroom

Ryan McGeough PhD The American Counter-monumental Tradition:

Renegotiating Public Memory and the Evolution of
American Sacred Space
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Khaled Nasser PhD “See him for me, my dear!”: Structuration and Relational
Dialectics in Mother-Daughter Socialization of Arranged
Marriages Among Muslim Sunnis in Beirut, Lebanon.

Kellie St. Cyr MA Dance Dance Attribution: Exploring the Relationship
between Facial Attractiveness and Perceived Dance Ability
in Initial Perceptions

Gretchen Stein Rhodes PhD Museum, Method, and Madness: A Student Scholar in
the Isabella Stewart Gardner Museum

Pavica Sheldon PhD Private and Public Self-Disclosure Among and Between
Facebook Friends

GUIDELINES FOR THE USE OF STUDENTS AS RESEARCH
SUBJECTS

The CMST department adheres to policies and procedures for the use of students as subjects for research
established by the Institutional Review Board (IRB) at Louisiana State University. Any individual interested
in conducting data-based research (i.e., survey or experimental) using students enrolled in CMST courses
must adhere to several guidelines.

All studies must be approved by the LSU Institutional Review Board. All graduate students are expected
to be familiar with the policies and procedures governing the use of human subjects, available at the website
for the Office of Research and Economlc Development:

All studies seeking to use student participants MUST be entered into the Department’s Research

Reservation System. The RRS can be accessed by clicking https:/Isuhumanresearch.sona-
systems.com/Default.aspx?ReturnUrl=%2f. Instructions for researchers can be found in a companion
document, RRS — Instructions for Researchers, found at http://www.lsu.edu/hss/cmst/files/RPSdoc.pdf. If

there is a research circumstance that requires the use of preformed classes or the implementation of surveys
during class time, please contact ReRe Shaw for a form (rereshaw@Isu.edu). Unless approved by the
research participation committee, only studies administered through the RRS will count toward a student’s
research participation requirement. For studies using non-CMST student participants, there is no need to put
information into the RRS. Similarly, there is no need to put studies into the RRS that are pedagogical and use
students in an instructor’s own course as long as students are not receiving research participation credit for
completing that study.

If a study requires the use of either computer lab or the Matchbox Interaction Lab, please check their
respective schedules prior to creating timeslots.

Please be mindful of your RRS use. Typically, there are plenty of credit hours to go around. If, however, the

administrator feels the use of the system by any single individual is becoming an encumbrance to the progress
of others’ research programs, theses, dissertations, then they may restrict access of that individual.
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TRAVEL

Graduate students are encouraged to participate in conferences and other scholarly events held outside LSU.
The Graduate School and College of Humanities and Social Sciences offer a limited amount of financial
support for graduate student travel through programs such as the Graduate Student Travel Award and
Graduate Student Assomaﬂon Travel Awards. For mformatlon and crlterla for these awards, please visit:

Typically, awards are only available to individuals who are presenting research at the conference and/or
festival to which they are travelling. Students should apply for awards immediately after acceptance, as
awards are granted on a first come, first serve basis.

Students are encouraged to familiarize themselves with the PM-13, University Travel Regulations, which can

be located at the following link: http://www.lsu.edu/administration/ofa/oas/acctpay/pm-13.pdf.

Please contact the Graduate School if there are any questions.
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TEACHING GUIDELINES

This section of the guide acquaints graduate students with university and departmental policies pertinent to
their roles as teaching assistants and, thereby, to their roles as students too.

In so saying, the CMST faculty and administration understand that your first priority must be your academic
work. Graduate assistantships are designed to help you in your pursuit of an advanced degree. Should you
find that your teaching responsibilities interfere with your academic studies, you should consult your main
advisor or course supervisor. Either one will try to help you organize your time and work so that your duties
as an assistant will not interfere with your graduate study.

Your second priority is to the students enrolled in the classes you have been assigned and are paid to teach.
Your responsibility to the students should take priority over extra-curricular events, activities, and interests.

Lastly, you have a responsibility to fulfill teaching-related duties, such as attending staff meetings,
maintaining office hours, and providing the department with certain materials and information related to
teaching.

GRADUATE TEACHING ASSISTANTSHIPS

AWARD OF GRADUATE TEACHING ASSISTANTSHIPS

Assistantships are awarded on the basis of the admission requirements outlined on page X of this guide. The
more superior the student’s prior academic record, GRE scores, letters of recommendation, and experience,
the more likely they will receive an assistantship.

All students who have been accepted into the doctoral program, including those who have been awarded MA
degrees by the CMST department, will compete on an equal basis for available assistantships. Teaching slots
will not be reserved in advance for MA students who elect to go on for the doctorate within the department.

Louisiana State University assures equal opportunity for all qualified persons without regard to race, creed,
color, marital status, sexual orientation, gender identity, gender expression, religion, sex, national origin, age,
mental or physical disability, or veteran’s status in the admission to, participation in, treatment in, or
enrollment in the program and activities which the university operates. With respect to disabled persons, all
reasonable accommodations will be made to assist the individual to perform the essential functions of the job
in question.

RENEWAL OF GRADUATE TEACHING ASSISTANTSHIPS

As detailed on page 18 of this guide, all graduate students are evaluated annually by the CMST graduate
faculty and assistantships are awarded, renewed, or revoked based on that evaluation. MA students may have
their assistantship renewed for 1-2 additional years (depending on thesis option), resulting in 2-3 years of
funding and doctoral students may have their assistantship renewed for 3 additional years, resulting in 4 years
of funding.
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REQUIRED HOURS

Graduate teaching assistants are required to carry no less than 9 and no more than 12 hours of graduate credit
during the fall and spring semesters. The Dean of the Graduate School will not approve any drops below 9
hours in the fall and spring for any reason. If a student teaches during the summer as a graduate teaching
assistant, they must take no less than 6 hours of graduate credit.

PAYMENT SCHEDULE

The university issues pay checks for teaching assistants on or around the 21st of the month from September to
May.

POLICY FOR TIME LIMITS ON FUNDING DOCTORAL STUDENTS

1. Doctoral students will be eligible for departmental funding for the first four years after they are
admitted into the program, irrespective of whether they receive funding on being admitted.

2. Students who receive funding in their first year may potentially be funded on a departmental teaching
assistantship for four years, although this support is contingent upon maintaining professional
standards in teaching and scholarship.

3. Students who first receive funding in their second or third years will be eligible for departmental
funding until the end of the fourth year in the program, not the fourth year of funding. They are
encouraged to apply for external funding from the University, fellowships, or grants.

a. A student funded for the first time in their second year may receive a maximum of three years
of departmental funding

b. A student funded for the first time in the third year is eligible for two years

c. A student funded for the first time in the fourth year is eligible for one year of departmental
support

4. Students who accept alternative funding (e.g., fellowships or research appointments on grants) within
the four year period will typically not receive additional funding from the department after this. This
is especially true for dissertation fellowships because applicants must commit to completing their
degree in the following year.

5. Students who resign assistantships for other reasons (e.g., health or family considerations) must
reapply for an assistantship when they plan on returning to the program full-time.

6. Occasionally, departmental circumstances may permit us to appoint a doctoral student for the fifth
year. A decision to do so (or a decision to appoint one student rather than another) will typically be
based on the following considerations:

a. Only students who have a completed and approved prospectus will be eligible for additional
funding.
b. Priority will be given to students who are
i. Closer to completing their dissertation
ii. Judged to be stronger teachers (based on student evaluations, grade distributions,
submitted syllabi, course director evaluations, teaching philosophy)
iii. Stronger in scholarly activity (articles, convention presentations)
iv. Stronger departmental citizens
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TIME SHEETS

In 2004, the College and University Professional Association for Human Resources (CUPA-HR) requested a
formal opinion from the Secretary of Labor regarding whether an employer-employee relationship existed
between Universities and graduate assistants. At that time, the Secretary of Labor, Elaine Chao, indicated in
response that the 1994 rule that graduate assistants were exempt from Fair Labor Standards Act (FLSA)
rules remained in effect. This directive was despite the new (FLSA) regulations that were implemented in
August of 2004. Unfortunately, the IRS is under no obligation to follow that past directive by the Department
of Labor and it remains to be seen if the relationship between graduate assistants (and student workers) and
the University will be impacted by the ACA.

Absent from a clear exemption for graduate assistants, care must be taken to account for the number of hours
they work.

Graduate assistants, particularly those engaged in classroom or laboratory assignments, presently do not
account for their time and are treated as if they are on salary. Graduate assistants are considered to work at a
percentage of effort that equates to 20 hours per week. This level of effort places them below the ACA
eligibility threshold and thus they would not be eligible for health insurance.

However, problems could arise particularly in laboratory settings where the demands of the assistantship
could create work weeks well in excess of twenty hours. The law seems clear that, regardless of the
percentage of effort assigned, actual hours worked will determine eligibility for benefits.

For that reason, supervisors of graduate assistants must maintain monthly time records that must be signed by
the supervisor and graduate assistant, certifying the hours worked. Furthermore, it must be stressed that those
individuals who work 1560 hours or more per year (or an average of 30 hours or more per week) would
qualify for the opportunity to participate in the employee health insurance plan.

***GA’s are not allowed to hold assistantships that require them to work more than 30 hours a week.
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POLICY FOR GRADUATE TEACHING ASSIGNMENTS

The Department of Communication Studies will enable TAs to develop as professional educators by
providing them with opportunities to teach a variety of undergraduate courses at levels commensurate with
their education and professional standing. The Department will implement the following policies to ensure
that all TAs develop as educators and the noted opportunities are made available to those who decide to
pursue them.

1) The Department will use the following hierarchy to determine teaching assignments. The hierarchy is
based on educational and professional standing in the academy although no distinction will be made between
“Instructor” and “TA” in terms of seniority (i.e., number of years teaching) when determining course
assignments.

e Graduate faculty can teach 9000 level courses and under

e Instructors with doctorates can teach 4000 level courses, without graduate credit, and under

e ABD Instructors & Instructors with doctoral course work and ABD TAs and TAs with doctoral
course work can teach 3000 level courses and under, given the provisions noted below

e Instructors with MAs can teach 2000 level courses and under

e TAs earning their MA can teach 2000 level courses and under, given the provisions noted below

For the purposes of this document, “Lecturer” refers to the “Instructor of Record” of any course.

2) Teaching opportunities for TAs will consist of: serving as the Assistant to a Lecturer (whether graduate
faculty, Instructor, or another TA) in a lecture course of 60-plus students; serving as the Lecturer with a TA
Assistant in a lecture course of 60-plus students; and serving as the Lecturer in Stand-Alone courses of 20-30
students.

3) All MA TAs will assist with large lecture courses during their first year since they need 18 hours of
graduate credit in CMST to teach Stand-Alone courses. During subsequent years, every effort will be made to
provide MA TAs with the opportunity to teach at least one semester of a Stand-alone course(s) or recitation
sections. Department faculty will assign the courses in conjunction with the desires of the TAs and the needs
of the department.

4) All first year PhD TAs who do not have a MA degree in communication will assist with large lecture
courses during their first year since they need 18 hours of graduate credit in CMST to teach Stand-Alone
courses. Other first year and second year PhD TAs will be assigned to teach Stand-alone courses at the 1000
or 2000 level or to assist with large lecture courses. Third and fourth year PhD TAs will be assigned similarly
although they may opt to apply to teach other courses. (See point #5 below.) All PhD TAs will teach at least
one year of a Stand-alone course(s). Department faculty will assign the courses in conjunction with the desires
of the TAs and the needs of the department. The department tries to give doctoral students the opportunity to
teach at least one course in their area;: CMST 2010 Interpersonal Communication for students in interpersonal
communication; CMST 2040 Introduction to Performing Literature for students in performance studies; and
CMST 2063 Argumentation and Debate for students in rhetoric.

5) For all large lecture courses:

(a) Every effort will be made to pair an Assistant TA with a Lecturer who has achieved a higher level
of formal education or brings to the course considerable outside experience.
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(b) All Lecturers must design the course to ensure that Assistants teach at least 3 full hours of course
material in uninterrupted segments of 1 or 1% hours, depending on the days of the week the course
meets. Should the Lecturer fail to provide these hours, they will not be assigned to teach the course in
the future.

(c) Continuing PhD TAs may request the opportunity to assist with a large lecture course so as to
concentrate on their dissertation, scholarship aimed at print or live performance publication, a heavy
load of course work, or to assist in teaching a course that is not available to TAs otherwise.

(d) At the completion of the course, Lecturers will evaluate Assistants and Assistants will evaluate
Lecturers. All evaluations will be distributed and collected by the Chair of the Department.
Evaluation of TAs will be shared with graduate advisors.

6) In the CMST curriculum:

(a) Large lecture courses include: CMST 1150: Introduction to Communication Studies; CMST 2010:
Interpersonal Communication; CMST 3012: History of Film; CMST 3013: Topics in Film Genres;
CMST 3041: Performance in Everyday Life; CMST 3115: Communication and Gender; CMST 3167:
Rhetoric and Civilization.

(b) Stand-alone courses that TAs commonly teach include: CMST 1061: Fundamentals of
Communication; CMST 2040: Introduction to Performing Literature; CMST 2060: Public Speaking;
CMST 2063: Argumentation and Debate

SUMMER TEACHING FOR GRADUATE STUDENTS

Selection

The department cannot guarantee summer teaching because we typically do not have enough funding for
everyone who wants to teach. Consequently, we have devised a priority system for selecting staff for the
courses we offer.

1. An H&SS policy from the Dean excludes Associate and Full Professors from teaching
summer school under most circumstances.

2. Instructors have second priority.

3. Doctoral students in their first through third year have second priority and will typically be
awarded up to two summers of funding. In general, senior students or those with more
teaching experience in communication have priority.

4. Master’s students have third priority and will typically not be offered the opportunity to
teach.

All summer assignments are made with the approval of the course director and the department chair.
In summer, the department calls those graduate students selected to teach “full time teaching

assistants” and require them to teach one class and work an additional 10 hours per week, either in the
office, as a research assistant, or to help with assessment.
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TAs must enroll in 6 hours. If coursework is not available in the department or elsewhere, students should
enroll in 8000 or 9000 (if eligible) or CMST 4200. Students will be expected to advance their academic
studies or scholarly activity during the summer for satisfactory completion of the 6 hours. Evidence of such
pursuits might include an annotated bibliography, a paper completed and submitted to a convention or
scholarly journal, or a prospectus.

TEACHER TRAINING AND RESOURCE MATERIALS

ORIENTATION:
TRAINING, LIST OF RESPONSIBILITIES, CLASS SELECTION

During fall orientation, teaching assistants are required to attend a training session that addresses the course(s)
they have been assigned to teach or assist. At the session, the course supervisor will cover details regarding
the course materials, format, assignments, exercises, grading, and so forth. In some cases, a Teacher’s Manual
will be provided. As the manuals contain examples of quizzes and exams, you’re asked to keep careful track
of it.

At the same meeting or thereabouts, supervisors and assistants are encouraged to draw up a list that specifies
the assistant’s responsibilities and the approximate amount of time it takes to fulfill each one of them. Time
spent in class and office hours should be included in the tally. The purposes of the list are:

1) Toinsure the assistant’s responsibilities require no more or less than an average of 20 hours per
week

2) To insure that the assistant’s responsibilities are spread out across the semester in a fairly equal
way

3) To insure that the assistant’s responsibilities challenge the assistant and thereby benefit their
growth as a teacher

4) To insure that if there are questions in the future regarding the assistant’s fulfillment of their
responsibilities, there is a document to which those involved can refer

It is also during orientation that assistants who teach courses with multiple sections select the specific sections
they will teach that semester. A system is in place to insure that those graduate students who are taking
courses select their sections prior to students and instructors who are not. Similar provisions insure that
assistants do not get stuck teaching less desirable sections (e.g., those that meet at 7:30 a.m.) on a recurrent
basis.

RESOURCE MATERIALS AND EQUIPMENT

Depending on the class(es) you teach or assist, a textbook, Teacher’s Manual, course outlines etc., a record
book, and critique sheets will be given to you by the course supervisor or you may obtain them from the
CMST Administrative Specialist. They also will give you a key to your office and assign a mailbox to you.

The department owns multimedia equipment you can check-out and use, such as VCR and DVD players, TV
monitors, analog and digital video cameras and stands, an overhead projector, tape recorders, and videos of
Great Speeches and select speaking contests held at LSU. To access the equipment or videos, contact the main
office.
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Should you need additional multimedia equipment, you can call the Instructional Resource Center and they
will deliver and pick-up the equipment you order from the classroom in which you teach.

Many of the classrooms in which you teach are “smart classrooms” in that they are equipped with a computer,
projector, and Internet access.

LSU Library facilities and services are detailed at: http://www.lib.Isu.edu/. Do note, you can apply for a study
carrel in Middleton Library. For details, ask the Circulation Desk or call 578-2058 or complete the online

request form at http://www.lib.Isu.edu/services/carrels.
COPY MACHINE POLICY

Only students currently funded by the department to teach classes may use the copy machine. The amount of
copies you can make each semester or year varies depending on departmental resources. The specific amount
will be announced by the CMST office. You may make copies for any of the following purposes, up to your
designated number: (a) handouts for your students; (b) quizzes; and (c) papers for classes you are taking.

Midterm and final exams should be copied during regular office hours so the departmental code can be used
instead of drawing from your personal allotment of copies. You should ask an office staff member to enter or
provide the code.

You should not make copies of the following: (a) syllabi for the class(es) you teach; (b) student packets; (c)
entire books or chapters, and (d) your dissertation, thesis, or prospectus. You should post syllabi and other
materials on Moodle, either directly or by scanning them on the copy machine and uploading them to Moodle.
Students are expected to make their own copies. Books and full chapters for your students should not be
copied or scanned using departmental equipment. They should not be posted on Moodle unless the copyright
has expired. You should take them to a copy store that will investigate copyright permissions, and students
may purchase packets from the stores.

Books or significant parts of them for your own use should not be copied or scanned using departmental
equipment or resources.

MyLSU AND MOODLE

All graduate students are required to have a MyLSU account, which is created automatically for you by the
LSU Graduate School and allows you to access and use LSU computing resources. One resource is the course
management program called MOODLE that helps teachers manage their class rosters and grades, distribute
course materials, and communicate with their students.

For more information about MyLSU, go to: https://grok.Isu.edu/categories.aspx?parentcategoryid=1721
For more information about MOODLE, go to: https://moodle3.grok.Isu.edu

For further assistance, contact the Information Technology Services Help Desk at 225-578-3375.
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KEY TEACHING DOCUMENTS, POLICIES, AND
PROCEDURES

THE SYLLABUS

The syllabus is a key course document in that it communicates your pedagogical perspective on the course —
i.e., your conceptual and practical design for teaching the course given the constraints and possibilities of the
university system. Entailed here is a clear dissemination of the policies and procedures the university, the
department, your course supervisor, and you have established to provide a productive and fair educational
experience for all the students in your charge.

To these ends, we ask that you show your syllabus to your course supervisor before you make it available to
students. The course supervisor will check the syllabus to make sure it contains the components that are
uniform across course sections, for the inclusion of certain policies and procedures, and for stylistic clarity.
Course requirements aside, the department requires you to include your name, office hours and contact
number, attendance, grading, and participation policies.

The course supervisor also considers if your course design is too ambitious or simple. The main aim here is to
insure that your preparation, teaching, and grading require no more or less than 20 hours of work per week.

Once your course director has approved your syllabus, you can make it available to your students through
MOODLE. If you want to distribute hard copies in class, you will have to bear the duplication costs yourself.
(We apologize but we don’t have the funds to copy all the syllabi for all the courses we teach.)

You are required to turn in a copy of your syllabus to the department’s Administrative Specialist at the start of
the semester. All departmental syllabi are posted on the CMST website.

Should you alter some aspect of the course as planned, you need not consult the course supervisor unless the

change is significant. E.g., omitting an un-graded exercise due to lack time is minor whereas omitting a
chapter in the course text or a graded presentation is significant.

OFFICE HOURS

All teaching assistants are expected to keep regularly scheduled office hours. A minimum of 2 hours per week
per course you teach is required.

Your office hours must be noted on your syllabus and posted on your office door.
Should you need to miss your office hours, please notify the main office by phone.

Should you need to change your office hours, alert the main office to the change in writing and also be sure to
tell your students.

ATTENDANCE: CALLING ROLL
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It is not uncommon for students to attend one section of a course but be enrolled in another, mistakenly or in
an attempt to wiggle their way into the desired section. To help us address this situation, please call roll every
day. You can access your class rosters through Moodle, and during the first few weeks, you should do so
regularly so as to account for students who have dropped and added your class.

If a student is attending your class who is not on your roster, tell the student to check MyLSU to make sure
they are enrolled in the proper section. Above all, do not tell the student you can or will add them to your
class, since you simply are unable to do so. Students must go through normal registration procedures to get
into your class.

ATTENDANCE: STUDENT ABSENCES

The department supports the LSU attendance policy, which states that students are expected to attend all
classes but absences of students in good standing need not be reported until, in the opinion of the instructor,
they become excessive. In other words, there is no such thing as an official excuse at LSU. Save for two
instances, it is up to the instructor to determine what excuses they will accept or reject.

The two instances are: a dean may authorize a group excuse (e.g., for a traveling sports team);
or a dean may authorize an I-grade (an incomplete) for a student with many unavoidable absences
(e.g., due to illness).

It is important, therefore, that you establish your own attendance policy, include it in your syllabus, reiterate it
orally, and be consistent in adherence to it. Please be aware that in the past we have been unable to enforce
oral attendance policies during grade appeals. The college will not honor them.

Excuses you might find acceptable include a serious illness, a family emergency, curricular requirements
(e.g., afield trip), court-imposed legal obligations (e.g., jury duty), military obligations, and religious
holidays. Other sound reasons may be given by the students.

If you have reason to question the validity of a student's excuse, you may contact the office of the student's
dean or report the absence to the student's college on a form that can be obtained in the CMST main office.
Teachers who use these forms are encouraged to keep copies in their grade books.

While you may decide that a student has a valid reason for being absent from class, the reason should not
excuse the student from completing the work they might have missed. A student who fails to complete an
assignment should not be given credit for it. Policy on permitting students to make up missed assignments
will vary and may depend upon the amount of work missed and its importance. However, the instructor
should never feel obligated to teach the material "twice™ just because a student was not present the first time it
was taught.

ATTENDANCE: TEACHER ABSENCES
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Should you need to be absent from the classes you teach, please attend to the following procedures:

For personal absences that you can anticipate, you should arrange for another instructor to take your class or
assign the students homework or an activity they can do on their own.

If an emergency arises, you should try to arrange for another instructor to take your class or for someone to
notify the class that it will not meet.

In all cases, you must inform the main office of your absence.

EXAMS

The department requires midterm examinations and the university requires final examinations. The university
calendar indicates the period set aside for midterm exams and, each semester, the Office of Academic Affairs
issues a final exam schedule.

If you draw your exam questions from a Teacher's Manual, do not let your students keep the questions. All
copies should be collected at the end of the class period. Since many teaching assistants re-use questions from
the manual each year, we would prefer that students not hold on to them.

Please schedule any make-up exams in your office or another pre-arranged campus space (such as an
available classroom), perhaps during your office hours. Exams cannot be proctored by the CMST office staff,
or given in the main office or departmental kitchen.

GRADES

Assigning Grades:

Include your grading policy and procedures in your syllabus and reiterate them orally at the beginning of the
semester if not also at select times over the course of the semester (e.g., prior to graded exams or
presentations).

We recommend that you assign a specific number of points to each assignment so that the student is fully
aware of the weight of each assignment and how they add up to a final number and letter grade.

As is the norm at most universities, at LSU, an "A," "B," or "C" indicates satisfactory work. A “C” is okay,
acceptable for graduation. A “B” is good, and an “A” indicates exceptional work. A grade of "D" is passing
but unsatisfactory while a “F” is given for work failed. Please be aware that you cannot assign a student an “I”
grade (an incomplete) without written permission from the student's dean. As of Fall 2015, LSU adopted a +/-
system. You are required to account for this on your syllabus. Be very clear about your standards regarding
+/-.

Reporting Grades:
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Midterm and final grades must be submitted electronically by you via your MyLSU account. Grades can be
submitted on or off campus 24 hours a day.

Grade Appeals:
All LSU students are permitted to appeal their grades. Therefore it behooves instructors to develop a fair and
clear grading policy, include it in their syllabus, and keep accurate records of students’ grades.

The procedure for a grade appeal runs as follows.

The student must initiate a grade appeal within 30 days after the first day of classes in the next regular
semester.

The instructor should meet with the student to discuss the appeal and attempt to arrive at a solution. Although
each may have a counselor present, it is believed that under most circumstances, the meeting will be more
productive if the instructor and student meet alone.

Following the meeting, the instructor must inform the student of their decision within seven calendar days.

If the decision requires a change in an official university record, the instructor must comply with all university
regulations and procedures necessary to accomplish the change. A change of grade is accomplished by filing a
Grade Correction Report. The department chair or the student’s dean may request documentation relevant to
the matter before they approve the grade change.

If the matter is not resolved and the student wishes to pursue the appeal, they must make a written request to
the chair of the department in which the course was taught asking for a meeting of the department chair, the
instructor, and themself. The instructor must provide the student with the name of the appropriate department
chair. The written request should state the purpose of the meeting and indicate the instructor’s name. It should
not detail the student’s argument. This request must be submitted within 45 calendar days from the date of
receipt of the request.

At the meeting, both the student and the instructor may be accompanied by a counselor. At the close of the
meeting, or within seven calendar days, the department chair shall make a decision. If a decision is made at
the close of the meeting, it is to be given orally to all present. If the matter is taken under advisement, the
department chair shall inform all parties, including the student’s dean, of their decision in writing. If the
decision reached requires change in an official university record, the instructor must comply with all
university regulations and procedures necessary to accomplish the change.

If the student is not satisfied with the decision reached, they may appeal to the dean of the college in which
the department offering the course is situated. The dean’s name will be furnished to the student by the
department chair. Appeals concerning courses numbered 7000 or above should be directed to the dean of the
Graduate School.

PLAGIARISM/ACADEMIC DISHONESTY

Work that has been plagiarized and other forms of academic dishonesty are unacceptable. The university
considers plagiarism to be cheating and a violation of the Code of Student Conduct. All instructors are
required to report suspected or confirmed cases of plagiarism and other forms of dishonesty to the Dean of
Students and every student has the right to be notified in writing of the charges lodged against them.
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If you suspect a student has plagiarized a work or cheated (e.g., on an exam), do not discuss the problem with
the student or try to handle the case by threatening or awarding an “F” grade. Instead, contact and discuss the
matter with your department chair. If the chair agrees with you, they will make a full report to the Dean of
Students who will handle the matter. If the student objects to the Dean's ruling, they may request a hearing
before the committee on the Code of Student Conduct. In that event, you may need to present your case to the
committee.

STUDENTS WITH DISABILITIES

The CMST department strives to make reasonable accommodations to all qualified disabled students so as to
assist them in meeting the requirements of the CMST courses they take.

If a student with disabilities enrolls in your class, they will present you with a letter from the Office of
Disability Services. The letter will contain the information you need in order to accommodate the student.

If the student’s disability appears to make it impossible for them to meet the requirements of the course,
notify your course supervisor immediately, relating the specifics of the situation to them. Also check to be
sure the student has informed the dean of their college of the nature of the disability. (Students with a
permanent disability are requested to notify their dean each semester, at the time of registration.)

Your course supervisor will attempt to determine whether the course can be modified and the student
accommodated. If this is not possible, the student and the student's dean must be notified at once. The dean
will make other suitable arrangements or inform the student of their ineligibility to continue the course.

Do not discuss the student’s disability with anyone other than your course supervisor, including the student.

CLASSROOMS AND OTHER SPACES
CLASSROOMS

All teaching assistants have a right to expect that the rooms in which they teach are provided with the
equipment required for teaching the course. Each instructor should expect the classroom to be clean and
equipped with a desk, lectern, blackboard or whiteboard, waste basket, and enough chairs for the students
enrolled in the course.

If any of the above items are missing or damaged, and if a classroom is not clean, you should report these
deficiencies to the department’s Administrative Specialist or Coordinator. Do the same if the room is too cold
or too hot or if you find the room does not lend itself to the effective teaching of your class — e.g., it’s too
small.

Of course, all instructors are expected to pitch in to maintain clean, tidy, and properly equipped classrooms. If

a lectern or desk is missing, rather than take one from another classroom — which will only inconvenience
others — report the matter to the department office. If your students leave unwanted visual aids in the room,
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collect and dispose of them. If the chairs have been rearranged for a discussion or other activity, return them
to their original position (usually forward facing rows) at the end of the period.

In case of fire, all instructors should know where the fire extinguishers and exits are located in the building.
They also should abide by university policies that prohibit smoking, food, and drink in the classroom.

On a broader scale, LSU is a tobacco free campus, meaning that use of any tobacco or vaping products is
strictly prohibited inside or outside of campus buildings. Except for Assistance Dogs, domestic animals are

prohibited. Other animals require permission from the Dean of the Ag Center and the department chair.
Firearms, weapons, explosives, alcoholic beverages, and narcotics are prohibited on campus too.

THE CMST MAIN OFFICE

Individual campus mailboxes, the copy machine, two computers, a scantron machine, and several other
important resources are located in the main departmental office. It is also the primary workspace for two
faculty, two staff, and one administrator. Accordingly, be sure to treat the main office with the same respect
you would any other professional space.

A “Lost and Found” area is located in the main office should you find or lose an item of some kind.

THE KITCHEN

The kitchen, located in 133 Coates, may be used by anyone in the department. It houses a stove, microwave,
and a refrigerator. The key to the kitchen can be obtained in the main office. It is your responsibility to clean
up after yourself if you use the kitchen. The kitchen is not an appropriate place for make-up exams, meetings,
etc.
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CMST ORGANIZATIONS AND ACTIVITIES

As the semester gets underway, you will find your email and hard mail boxes filled with announcements for
university and department events, many accompanied by requests that you announce the event to your classes.
The volume is so great at times that one is tempted to ignore them. However we ask that all instructors make
every effort to inform their students of the department events and encourage them to attend and, of course,
attend themselves. Below, listed alphabetically, are the most prevalent CMST organizations and activities.

COLLOQUIA

Each semester, we hold an informal series of student-faculty colloquia. The main purpose of the meetings is
to provide opportunities for faculty and graduate students to share their research with each other, whether the
research is a work-in-progress, a thesis or dissertation proposal, or a professional paper geared toward a
convention presentation or a journal publication. In this way, the colloquia foster the active exchange of
research ideas and developments between graduate students and faculty.

For these reasons, graduate students and faculty are expected to attend and participate regularly in the
colloquia. Since the meetings are typically held on Wednesdays at 11:30, we ask that students and faculty not
schedule their office hours during these times.

PROFESSIONAL DEVELOPMENT

Each semester, we also hold an informal series of professional development sessions coordinated by the
Director of Graduate Studies. These sessions are designed to familiarize graduate students with the
professional norms of higher education, the discipline of Communication Studies, and other career options
associated with your degree.

Since the meetings are typically held on Wednesdays at 11:30, we ask that students not schedule their office
hours during these times.

Graduate students are required to sign up for CMST 7902: Professional Development during their first two
spring semesters at LSU. These credits may or may not count toward total credit requirements. Such a
determination is made between a student and their advisor.

GILES WILKESON GRAY LECTURE

Each year (usually in the spring semester) a distinguished scholar in the field of Communication Studies is
invited to campus to deliver the Giles W. Gray Lecture in memory of the former distinguished LSU professor
and scholar. In addition to the lecture, the speaker usually is available to address several classes and speak at a
colloquium. Graduate students are encouraged to take advantage of the opportunity to hear and get to know
the outstanding scholars who come to the campus for this lecture.

GRADUATE STUDENT ASSOCIATION

All full or part time CMST graduate students are members of the CMST Graduate Student Association. The
association meets 2-3 times a semester. It is led by four officers elected by GSA members at the first meeting
of the academic year.
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THE HOPKINS BLACK BOX (HBB)

Dedicated to LSU Professor Emeritus and former chair of the department, Mary Frances HopKins, the HBB is
the focal point for the Performance Studies area. Understood as an experimental laboratory for doing
performance research, the HBB offers 8-10 public performances per year — largely conceived, written or
adapted, and directed by faculty, graduate students, and the guest artists we bring in each year. The HBB is
located in 137 Coates Hall.

MATCHBOX INTERACTION LAB

The Matchbox Interaction Lab can be used to videotape individuals, couples, and small groups of up to five
people doing experiential activities, such as conversing or holding a mock job interview. Modeled after John
Gottman’s “Love Lab” built at the University of Washington, the lab is conducive to communication because
it is set up as a contemporary living room with comfortable seating, a computer, a coffee table, landscape
paintings, plants, mirrors, and lamps. The lab contains nonverbal artifacts in the form of magazines and
trinkets to distract someone if they want to avoid communicating about a topic. Hence, participants have the
opportunity to relieve anxiety by picking up selected artifacts. They are observed through an unobtrusive,
revolving digital camera. Physiological data can be measured including heart-rate variability, beats per
minutes, blood pressure, and somatic activity by wearing a comfortable wrist monitor.

RELATED COMPUTER LABS

In addition to the interaction lab, graduate students are invited to use the computer lab in Coates B24 which
contains several desktop computers with internet access and software that allows for the random assignment
of participants to experimental or control conditions, exposure of participants to audio-visual stimuli,
collection of reaction time data, and the ability to collect verbal or typed responses. Statistical software
including SPSS and AMOS are on some of the computers.

THE MIXON LYCEUM

The Mixon Lyceum refers to our forensic and debate program, named in honor of Harold Mixon, LSU
Professor Emeritus of CMST with a concentration in Rhetoric and Public Address. Under the spirited
direction of a CMST instructor and graduate assistant(s), undergraduate members represent LSU at a variety
of intercollegiate debate and forensic tournaments throughout the South and elsewhere. The Mixon Lyceum
also sponsors an event here at LSU, appropriately titled the Mardi Gras Tournament. The Mixon Lyceum
meets weekly and anyone, regardless of experience, is eligible to participate.

RALLY

Rally refers to a university wide high school recruitment program held every spring at LSU. Our contribution
to the program is to sponsor a debate and forensic contest, titled the High School State Speech Rally. All
teaching assistants and instructors are required by contract to participate in the Rally except for those students
who serve on the current HBB Advisory Board.

Speaking of recruitment . . . Occasionally you will be approached by undergraduate students who are
interested in pursuing a major or minor degree in CMST. Tell them we welcome new students and encourage
them to meet with our undergraduate advisor, Kent Filbel, who will tell them how to declare a major or minor
in CMST and advise them as to what courses they need to take.
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ADDENDUM A:
CHECK LISTS

FALL SEMESTER CHECK LIST

SPRING SEMESTER CHECK LIST

MA COURSE REQUIREMENT CHECK LIST
MA THESIS CHECK LIST

MA NON-THESIS CHECK LIST

PHD COURSE REQUIREMENT CHECK LIST
PHD EXAM & DISSERTATION CHECK LIST

39



FALL SEMESTER CHECK LIST

AT THE BEGINNING OF THE SEMESTER

Register for courses, if you haven’t already

Attend CMST Orientation

Complete & submit all required CMST forms to the CMST Administrative Specialist
Check & attend to deadlines on the Graduate School calendar that pertain to you

Meet with your main advisor/major professor
Discuss courses you need to or might take

Update your CMST Course Requirement Check List
Assemble or retain your Advisory & Review Committee (ARC)

If you are taking CMST 8000 or 9000 hours, draw up an agreement with your advisor
stating what you plan to accomplish during the semester

If you are teaching or assisting classes:
Attend training sessions & as applicable select course sections you will teach

Turn in your syllabus to the CMST Administrative Specialist

OVER THE COURSE OF THE SEMESTER

Register for courses for the upcoming semester

Complete & submit on time department & Graduate School forms that pertain to you

Submit midterm & final grades on time

Turn in students’ midterm & final exams, exam keys, & 2 blank exams to CMST main office

Attend CMST Colloguia, Professional Development, & HBB events regularly
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SPRING SEMESTER CHECK LIST

AT THE BEGINNING OF THE SEMESTER

Register for courses, if you haven’t already

Within the first few weeks, submit to your advisor your annual self-evaluation form & CV
As pertinent, include your agreement(s) concerning CMST 8000 or 9000 research hours

Check & attend to deadlines on the Graduate School Calendar that pertain to you

Meet with your main advisor/major professor
Discuss courses you need to or might take

Update your CMST Course Requirement Check List
Assemble or retain your Advisory & Review Committee (ARC)

If you formed your PhD committee prior to 8/15/2011 and you haven’t done so
already, complete & submit a Program of Study to the Graduate School

If you are taking CMST 8000 or 9000 hours, draw up an agreement with your advisor
stating what you plan to accomplish during the semester

If you are teaching or assisting classes:
Attend training sessions & as applicable select course sections you will teach

Turn in your syllabus to the CMST Administrative Specialist

OVER THE COURSE OF THE SEMESTER

Register for courses for the upcoming semester

Complete and submit on time department & Graduate School forms that pertain to you
Submit midterm & final grades on time

Turn in students’ midterm & final exams, exam keys, & 2 blank exams to CMST main office

Attend CMST Colloquia, Professional Development, & HBB events regularly; attend the Gray
Lecture

Participate in Rally (except those who serve on the HBB Advisory Board)

If your assistantship is renewed or you are awarded an assistantship, turn in a completed
contract to the CMST Administrative Specialist ASAP or no later than April 15
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MA COURSE REQUIREMENT CHECK LIST

NAME: LSU ID#
COURSES Hours Course
CMST CORE
CMST 7900: Introduction to Graduate Study 3
A 7000 level seminar in Interpersonal Communication 3
A 7000 level seminar in Performance Studies 3
A 7000 level seminar in Rhetoric 3
If on an assistantship: CMST 7901: Pedagogy 3
ADDITIONAL COURSES
2 more CMST courses at 7000 level 3 _
3 -
2 more CMST courses at 4- or 7000 level 3 .
3 -
NON THESIS OPTION:
4 more courses at 4- or 7000 level, in or out of CMST 3
3 -
3
3
OR
THESIS OPTION:
2 more courses at the 4- or 7000 level, in or out of CMST 3
3
6 credits of CMST 8000: Thesis Research 6
TOTAL HOURS OF COURSEWORK (minimum) 36 (39)
OR
PROFESSIONAL PRACTICE OPTION:
2 or 3 more courses at the 4- or 7000 level, in or out of CMST 3
3 -
3
3 or 6 hours of CMST 7998:Project 3/6
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TOTAL HOURS OF COURSEWORK (minimum) 36 (39)

Note:  An MA student may take 2 (3 credit) Independent Studies in CMST.
An MA student may take 9 credits of CMST 4200: Practicum in CMST.
A Fast-track MA student may take 9 hours of CMST 4200

Main Advisor (signature & date)

Department Chair (signature & date)
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Remember:

MA THESIS CHECK LIST

Assemble your MA Committee, which then becomes your ARC
Write a thesis prospectus & pass it by your committee
With your major professor, select a date for the oral exam
Allow 2-3 weeks for your committee to read the thesis prior to the oral exam
Contact your committee & confirm dates

Submit two forms to the department chair

Request for Master’s Examination
on which you request the day & time of the oral exam, not the written exams

MA Course Requirement Check List

Make two copies of the forms. Keep one for yourself and give one to the administrative
coordinator in the department.

Submit the signed Request for the MA Exam to the Graduate School at least 3 weeks
prior to the date requested for the oral exam

Reserve a room for the oral exam
Attend & pass your oral exam

Your major professor should make and provide you with copies of the signed forms; and
should submit the forms to the Graduate School

Make any necessary revisions to your thesis

Submit an electronic copy of the thesis to the Graduate School

For every semester you take CMST 8000 hours, you must draw up an agreement with your
major professor stating what you plan to accomplish during the semester
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MA NON-THESIS CHECK LIST

B Assemble your MA Committee, which then becomes your ARC
B The department will assemble the MA non-thesis exam committee each semester
W With your major professor, determine questions for your areas of expertise

B Submit two forms to the department chair

Request for Master’s Examination
on which you request the day & time of the oral exam, not the written exams

MA Course Requirement Check List
Make two copies of the forms. Keep one for yourself and give one to the administrative
coordinator in the department.
B Submit the signed Request for the MA Exam to the Graduate School at least 3 weeks

prior to the date requested for the oral exam

u The department will schedule writing times and locations and coordinate times for the oral
exam

B Attend & pass your oral exam

B Make any necessary revisions to your answers

W Your major professor should make and provide you with copies of the signed forms; should
submit the forms to the Graduate School
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PHD COURSE REQUIREMENT CHECK LIST

NAME: LSU ID#
COURSES Hours Course Semester
MA COURSE CREDITS, exclusive of thesis hours 30
CMST CORE
CMST 7900: Introduction to Graduate Study 3
A 7000 level seminar in Interpersonal Communication 3
A 7000 level seminar in Performance Studies 3
A 7000 level seminar in Rhetoric 3
If on an assistantship: CMST 7901: Pedagogy 3)
ADDITIONAL COURSES
2 more CMST courses in emphasis at 7000 level 3
3
1 more CMST course in another area at 7000 level 3
2 more CMST courses in emphasis at 4- or 7000 level 3
3
5 additional courses, at least 2 at 7000 level 3
3
3 - -
3 - -
3 - -
CMST 9000: Dissertation Research [9] _ _
TOTAL HOURS OF COURSEWORK
(minimum & not counting CMST 9000 hours) 72(75)

Note: A PhD student may take two (3 credit) Independent Studies in CMST.

= Students who do not declare a single emphasis (i.e. interpersonal, performance, or rhetoric) may take these
hours in any area. Such students are expected to work closely with their advisor when selecting such courses.
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Main Advisor (signature & date)

Department Chair (signature & date)
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PHD FAST-TRACK COURSE REQUIREMENT CHECK LIST

NAME: LSU ID#

COURSES Hours Course  Semester

MA COURSES
36-37 credits maximum,
which may include independent study & practicum hours 36

DOCTORAL COURSES
36-37 credits minimum exclusive of diss. research hours

CMST CORE

If on an assistantship and not taken previously:
CMST 7901: Pedagogy 3)

ADDITIONAL COURSES

2 more CMST courses in emphasis at 7000 level~ 3 . -
3 - -
1 more CMST course in other area at 7000 level 3 _ .
2 more CMST courses in emphasis at 4- or 7000 level 3 _ _
3 - -
7 additional courses, at least 2 at 7000 level 3 _ _
3 - -
3 - -
3 - -
3 - -
3 - -
3 - -
CMST 9000: Dissertation Research [9] - -

Note: A PhD student may take two (3 credit) Independent Studies in CMST.

TOTAL DOCTORAL HOURS (39 minimum)
TOTAL MA HOURS (36 minimum)
TOTAL HOURS OF COURSEWORK (72-73 minimum not counting CMST 9000 hours)

= Students who do not declare a single emphasis (i.e. interpersonal, performance, or rhetoric) may take these
hours in any area. Such students are expected to work closely with their advisor when selecting such courses.
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Main Advisor (signature & date)

Department Chair (signature & date)
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PHD EXAM & DISSERTATION CHECK LIST

B Assemble your PhD Committee, which then becomes your ARC
B Your option: write a dissertation prospectus before or after taking your exams
B With your major professor, select dates for the written & oral exams

Allow 2-3 weeks for your committee to read the written exams before the oral exam
Should a prospectus be involved, allow a full 3 weeks

B Contact your committee & confirm dates

B Submit 2 forms to the department chair

Request for Doctoral Degree Audit & Request for Final Exam
on which you request the day & time of the oral exam, not the written exams

Completed CMST PHD Course Requirement Check List or CMST PHD Fast-Track
Course Requirement Checklist (as applicable)

Make two copies of the forms. Keep one for yourself and give one to the administrative
coordinator in the department.

Submit the (signed) Request for Doctoral General Exam & the completed CMST PHD
Course Requirement Check List or CMST PHD Fast-Track Course Requirement Checklist
(as applicable) forms to the Graduate School at least 3 weeks prior to the date requested for
the oral exam
B Reserve rooms for the written & oral exams
B On the days you are scheduled to write your exams, your advisor will provide you with the
questions and thumb drive; when you are done, save your answers on a thumb drive & give it to
the your advisor
DO NOT PRINT, COPY, OR DISTRIBUTE YOUR EXAMS YOURSELF

B Attend & pass your oral exam

W Your major professor should make and provide you with copies of the signed forms; and
they should submit the forms to the Graduate School

B [f you haven’t written your prospectus, write it.

Distribute the prospectus to your committee, including the Dean’s Representative if they
request a copy

Decide on a date to meet to discuss the prospectus

Reserve a room for the meeting
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If the prospectus is passed, make copies of the signed prospectus report form
Keep a copy for yourself; give the original to your major professor

B Write your dissertation

m  With your major professor, select possible dates for the final exam

B Contact your committee & decide on a date

B Submit a Request for Doctoral Final Exam to the Graduate School at least 3 weeks before the
final exam date

W Distribute a hard copy of your dissertation to your committee at least 2-3 weeks before the
final exam date

B Attend & pass your final exam
B Celebrate!

B Make any necessary revisions to your dissertation

B Submit an electronic copy of the dissertation to the Graduate School

Remember: For every semester you take CMST 9000 hours, you must draw up an agreement with your
major professor stating what you plan to accomplish during the semester
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ADDENDUM B:
SAMPLE CMST FORMS - some forms are available on CMST website
and/or in the CMST main office

ANNUAL EVALUATION FOR GRADUATE STUDENTS
APPLICATION FOR TEACHING SELECT CMST COURSES
THESIS APPROVAL FORM

PROSPECTUS APPROVAL FORM

INDEPENDENT STUDY FORM
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Department of Communication Studies

ANNUAL EVALUATION FOR GRADUATE STUDENTS

INSTRUCTIONS

This form is to be completed, reviewed, and signed by the student and their ARC.

PART ONE is to be completed and signed by the student who should submit it to their main advisor no later
than the last Friday in January. A current CV and any CMST 8000 or 9000 research agreements (made with
the advisor) should accompany the form.

PART TWO is to be completed by the main advisor who then forwards it to the other member of the
student’s ARC. They may add any comments they would like, sign and return it to the advisor who shares it
with the student, asking for their signature on Part Two. If any committee member deems any area of the
student’s work unsatisfactory, that member may call a meeting of the ARC to discuss the student’s progress.
Otherwise signatures of the committee members indicate their agreement with the evaluation. The advisor
must submit the form to the CMST Director of Graduate Studies no later than the first Friday in February.
Failure to submit the form on time will result in the revocation of the student’s assistantship.

PART ONE

Student’s name:

Area(s) of concentration:

Degree sought:

Semester you entered the program:

Current funding - e.g., assistantship, fellowship, self-employed, other:

Would you like to be considered for an assistantship for next year?

Name of your main advisor:

Name of the other CMST faculty member on your ARC:

What progress have you made towards the completion of your degree?
Please list any courses you have taken and the grades earned; any MA or PHD exams you have taken
and the results; any work you have completed (submitted, defended) on your thesis or dissertation.

If you registered for CMST 8000 or 9000 Research hours, attach and address the written agreements
you made with your advisor.

What other professional development or service work beyond that directly related to the completion of
your degree did you complete —e.g., conference papers and presentations, articles submitted or
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published, public performances, grant proposals submitted or funded, committee work, departmental
activities, community service?

If you are a graduate teaching assistant, please describe your duties and provide the name of your
course supervisor.

Was there anything that happened during the year that affected your progress toward your degree,
your professional development, or your teaching that you feel the evaluation committee should know
about?

Your signature: Date:

Please attach a current CV to this form and any CMST 8000 or 9000 research agreements and turn it
in to your advisor no later than the last Friday in January.
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PART TWO (to be completed by the main advisor)

Has the student made satisfactory progress toward the completion of their degree? Please elaborate. If
improvement is suggested, what could the student do in the coming year to make better progress?

Were the student’s professional activities or service satisfactory? If improvement is recommended,
what could the student do in the coming year to enhance their professional development or better meet
service expectations?

If the student was a Graduate Teaching Assistant, was their performance of the required duties
satisfactory? (As necessary, please consult with the student’s course supervisor.) If improvement is
suggested in this area, what could the student do in the coming year?

Please evaluate the student’s overall progress. If the student is currently funded, do they warrant
continued funding? If the student is not currently funded, should they be awarded funding?

Signature of Advisor/Major Professor: Date:
Signature of Committee Member: Date:
Signature of Student: Date:

Please turn in the completed form to the Director of Graduate Studies by the first Friday in February.
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Remarks:

Master's Committee

Thesis Approval

Approve

Disapprove

Committee Signatures

Date

(Chair)
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Remarks:

Doctoral Committee

Prospectus Approval

Approve

(Chair)
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GRADUATE INDEPENDENT STUDY

Course# (CMST 7999)

Name Semester Year

Student ID

Supervising Faculty member

DESCRIPTION of Question, Research Methods, and Product:

APPROVED by Supervisor: Date
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ADDENDUM C:
GRADUATE STUDENT BILL OF RIGHTS & RESPONSIBILITIES
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Graduate Student Bill of Rights and Responsibilities
Department of Communication Studies
Louisiana State University

The Department of Communication Studies at Louisiana State University stands committed to the
advancement of graduate education. This commitment is founded upon the preservation of an intellectual
environment for graduate students to pursue scholarly inquiry and professional development. It is our view
that such values are best advanced through the combined efforts of faculty, staff, and students toward the
protection and enrichment of a department culture receptive to the rights and responsibilities of graduate
students under the principles of safety, equity, and transparency.

Safety - Members of the Department should feel physically, professionally, and emotionally safe. All
departmental citizens have the right to feel safe and the responsibility to maintain a safe environment. This
includes, but is not limited to, an environment free of physical danger, harassment, exploitation, or
discrimination.

Equity - All members of the Department should be treated equally in ways commensurate with rank and
professional rights and responsibilities. Furthermore, the principle of equity affirms the importance of
addressing the unique needs of individuals associated with a legally-protected status and/or membership in a
historically marginalized population. All members of the Department should be respected—in concrete
ways—for who they are.

Transparency - While members of the Department will vary in terms of the roles they play in governance, all
members of the department should be made aware, unless specific policies forbid it, of changes in policy, as
well as the rationales for such changes in a timely fashion. All members of the Department are entitled to
transparent policies with regard to evaluation and discipline, as well as transparency regarding expectations.

This document elucidates your rights and responsibilities as a graduate student within the Department of
Communication Studies at LSU. This should be understood primarily as an aspirational document outlining a
set of guiding principles for the Department. These are rights, not policies. Thus, refer to the University and
Departmental Graduate Student Handbooks, the Department of Communication Studies Bylaws, relevant
LSU policy statements and permanent memoranda, and the Student Code of Conduct for information
regarding University, College, and Departmental policies.

Graduate Student Rights

I.  Graduate students have a right to refuse to perform tasks if those tasks are not closely related to their
academic or professional development program, and/or are outside the parameters of their contracted
assistantship.

A. A student’s vulnerability in having a lesser status and authority in the academic unit or lesser
experience in the academic field of study should not be exploited to the personal advantage of
faculty members.
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B. Students should not be coerced into performing tasks in grievous excess of other students
because of characteristics that are vulnerable to discrimination.

Il.  Graduate students have a right to academic freedom as outlined by University policies and principles
outlined by the American Association of University Professors.

A. Graduate students, both inside and outside the classroom, have unrestricted liberty to question
and test received wisdom and to put forward controversial and unpopular opinions.

B. The Department has no right to curb the exercise of this freedom or to use it as grounds for
disciplinary action or dismissal.

1. Graduate students have a right to full-faith consultation and mediation if they believe their rights are
infringed.

A. Students should be made aware of all available Department and University avenues for filing
grievances, seeking guidance and/or mediation, or otherwise securing advocacy when they
feel their rights have been infringed.

B. Students with grievances against them should be given the opportunity for full-faith
consultation and mediation before actions are taken against them.

C. Students deserve to defend themselves at the hearings.

IV.  Graduate students have a right to be respected as a person of merit and junior colleague upon gaining
admission to a graduate program.

A. Graduate students have a right to study and work in an environment free of:

Exploitation, intimidation, harassment, and discrimination based on characteristics
such as gender, race, age, sexual orientation, gender expression, family status,
disability, requests for disability accommodation, religious or political affiliations,
country of origin, and country of citizenship.

B. Graduate students have a right to an intellectually stimulating and diverse academic
environment that includes members from historically underrepresented groups.

C. Graduate students have a right to professionalism and reasonable confidentiality in their
communications with professors.

D. A graduate student’s performance or behavior should only be discussed for professional
purposes and in a collegial manner.

E. Graduate students have a right to a fair living wage.

V.  Graduate students have a right to professional development as an essential aspect of graduate and
professional students’ present and future professional lives.

A. Graduate students have ownership and access to their intellectual property. They have

authorship and acknowledgment on scholarly publications commensurate with their

contribution to such works.
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B. Graduate students can take part in activities to foster their professional development
including, but not limited to, internships, relevant conferences, volunteer experience,
workshops, and courses.

C. Graduate students have access to professional and academic guidance from their advisor and
other members of the graduate faculty.

D. Graduate students cannot have their progress hindered by graduate faculty as long as the
student is within good standing with the Department.

E. Graduate students can change their faculty advisor.

Graduate students have a right to all funding and benefits as outlined in their contract as long
as they have abided by the terms of the contract, and maintained good academic standing in
the Department.
VI.  Graduate students have a right to an objective evaluation of their progress towards an advanced
degree.

A. Graduate students have a right to specific and concrete requirements for achieving an
advanced degree. These requirements should be communicated clearly to them upon entrance
to the graduate program.

B. Graduate students should be given a fair opportunity to correct or remedy deficiencies in their
academic performance.

C. Evaluations should be objective, specific, rooted in established disciplinary norms, consistent
with University policy, and should be shared with the student within a reasonable period of
time. Annual progress reports should be available to the student in writing.

D. Any intent to rescind funding must be preceded by specific, written performance information
well in advance of discontinuing funding..

E. No changes to degree requirements should affect students previously accepted into the
graduate program or academic focus except at the option of the student.

F. Prospective and currently enrolled graduate students have a right to know the “average and
normative time to degree” within a specific graduate program.

VII.  Graduate students have a right to be informed of financial and resource support.

A. The Department should provide an accurate description of availability and the likelihood of
ongoing financial and resource support.

B. Prospective and currently enrolled graduate students should be provided a thorough
description of the requirements and qualifications necessary for academic employment,
training, and financial support within the Department and the University.

VIIl.  Graduate students have a right to representation within the Department and participation in
governance where appropriate.
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A. The Graduate Student Association reserves the right to form and maintain a governing body
within the Department that is free from coercion.

B. The Graduate Student Association should be informed when new committees are formed,
committee names change, or committees take on new responsibilities.

C. Graduate students should have representatives on standing and ad-hoc committees where
appropriate.

Graduate Student Responsibilities

VI.

Graduate students have a responsibility to uphold and follow Department and University missions
and policies at a level appropriate to their ability and graduate program.
Graduate students have a responsibility to help foster a professional climate in which all faculty, staff,
and students (both graduate and undergraduate) feel safe.
A. Graduate students should clearly communicate professional boundaries with faculty and
fellow graduate students, and to respect others’ boundaries.
Graduate students have a responsibility to participate in the Department community to the extent that
each is able, and should leave the Department enriched in whatever ways possible.
A. To contribute to the academic development and the social environment of the Department and
program in which they are pursuing the advanced degree.
B. To contribute to administration of the Department Graduate Student Association, student
government, and/or the University.
Graduate students have a responsibility to take the initiative in asking questions that promote their
understanding of the academic requirements and the financial particulars of their specific graduate
program.
Graduate students have a responsibility to conduct themselves, in all educational activities, in a
manner befitting academic colleagues.
A. Graduate students’ behavior should be professional and a credit to themselves, the
Department, and the University.
Graduate students have a responsibility to be respectful of all faculty, staff, and students as persons of
merit and dignity.
A. Graduate students play an active role in fostering an environment free of:

Exploitation, intimidation, harassment, and discrimination based on characteristics
such as gender, race, age, sexual orientation, gender expression, family status,
disability, requests for disability accommodation, religious or political affiliations,
country of origin, and country of citizenship.
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VII.

VIII.

B. Graduate students have a responsibility to help promote an intellectually stimulating and
diverse academic environment that is hospitable to members from historically
underrepresented groups.

C. Graduate students have a responsibility to maintain professionalism and reasonable
confidentiality in their communications with professors.

Graduate students have a responsibility to focus primarily on their academic career and apply energy
toward the advanced degree within normative time, except when special circumstances apply.
Graduate students have a responsibility to uphold ethical norms in research and scholarship and
provide accurate and honest reporting of research results, research methodology, and scholarship.
Graduate students have a responsibility to understand their role in the development of the relationship
between faculty mentor and graduate student.

A. To have an awareness of time constraints and other demands imposed on faculty members
and program staff.

B. To communicate regularly with faculty, mentors, and advisors in matters related to research
and progress within the graduate program.
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