


  
PhD in Social Welfare 

STEP-BY-STEP PROCEDURES FOR FORMATION OF THE SUPERVISORY COMMITTEE  
AND PREPARATION OF “PROGRAM OF STUDY” (POS) PROPOSALS 

 [Revised July 2004] 

THIS PROCESS MUST TAKE PLACE AT LEAST ONE QUARTER BEFORE  
THE ORAL GENERAL EXAMINATION 

1. Forming the Supervisory Committee.   
 [A full committee must be formed before the POS proposal is written.]   

 Typically, the student first establishes who will serve as chair, mandated to be a member of the Social Welfare 
(doctoral) faculty.    

 After the Supervisory Committee Chair is chosen, consult with the Chair to convene a minimum of two other 
members for the committee, at least one of whom must be Social Welfare faculty. (These 3 members do not 
include the GSR, who is assigned by the Graduate School after the Supervisory Committee is formally established 
and approved.) 

 As soon as all members have been chosen and agreed to serve, submit the attached Request to Establish Doctoral 
Supervisory Committee form to the Program Director.   

 [NOTE:  The PhD Program Office submits the committee to the Graduate School, and a GSR is assigned.  The 
student and all committee members receive an email notification of the establishment of the Supervisory 
Committee.] 

 The committee should meet several times during the development of the POS proposal.  Typically the first 
meeting involves a review of the student's program to that point, a discussion of the areas to be covered in the 
POS (leading to the General Examination), and tentative agreements regarding the timing and format of the 
examination.  Faculty may also want to agree on a rough division of labor regarding the formulation and 
evaluation of the examination.  Agreements made at this meeting should be summarized in writing and circulated 
to all committee members. (See Program and Policy Manual section on POS.) 
 
As part of this discussion, the student and committee need to decide if the student will submit a paper to replace 
one part of the written General Examination.  [See guidelines for Paper Option and form for choosing this option:  
available in Program Office or on website as noted above.] 

 
2.   Writing the POS proposal  

 The proposal is written with input from all Supervisory Committee members.     
 Generally this takes several drafts as the POS becomes more developed and clear.  [Samples of previous POS 

proposals are available in the PhD Program Office, and guidelines are in the PhD Program and Policy 
Manual.]   

   
3.  Making arrangements for the POS presentation.   

The POS presentation must take place at least 1 quarter before the General Exam. 

 At least 1 month before the anticipated time the final POS proposal will be ready to present, consult all 
committee members to plan the date/time for presentation.   

 Reserve a room for the presentation: contact Student Services. 

 As soon as date/time of the presentation is set, inform PhD Program Director and Office Coordinator of the 
date/time and the main topics for the POS.  
[At this point the Program Director will begin the search for faculty reviewers.]  

 
4.  Obtain Supervisory Committee approval of the final proposal, indicated by the signature of each member on 

the "POS Approval and Presentation Form."  (PhD Program Forms section of website.) 
   



5.   Submit the final POS Proposal and the completed "POS Approval and Presentation Form" to Program 
Office. 

 Original and 3 copies of the proposal must be provided.   

 Submission deadline is at least 3 weeks prior to the presentation date. [In some cases 2 weeks lead time can 
be arranged if the PhD Office has been given the topic information earlier and the office has been able to assign 
reviewers. If the Supervisory Committee Chair emails the Program Director well in advance with suggestions for 
potential reviewers, the review timeline can be thus shortened to 2 weeks. Consult the Office on a case-by-case 
basis.]   

 The Program Director and Coordinator forward the proposal to the two reviewers, allow them 1 week to review, 
and then forward the reviews to the student and supervisory chair.   

 The PhD Program Director reviews the Supervisory Committee form and if approved, the Program Office 
requests Graduate School establishment of the committee via MyGrad.     

 
6.   Preparing for the POS presentation. 

 At least 2 weeks before the presentation, send email to sswall@ regarding the scheduled date, time, and room of 
the POS presentation.  Include a 1-page abstract of the presentation in the email message and indicate that a full 
copy of the proposal can be requested from the Doctoral Program Coordinator.   

 Re-send the announcement of the date/time/place a few days prior to the presentation. [The student and Chair 
typically extend personal invitations to those they would particularly like to attend.]   

 Receive and read the reviewers' evaluations and comments on the proposal.  Consult with committee members 
concerning the reviews.   

7.   Presenting the POS. 
 The actual presentation time should be sufficiently brief to allow for comments and discussion and maintain a 60-

minute total timeframe.   
 The presentation is an important opportunity for the School community to hear about the student's work and 

engage in productive exchange.  Presentations should be well prepared and professional in nature: a format 
resembling a round-table discussion may be more useful to the student than the format resembling a formal 
presentation.   

 The committee and reviewers are expected to attend the presentation. (Reviewers are excused it they have time 
conflicts.) 

 Either the student or chair opens the session.  After the presentation, reviewers generally begin the discussion.  
(The Chair may summarize reviewer input if one or both of the reviewers are unable to attend.)   

 The floor is then opened for questions to the student from the audience.   
 The student and Chair are responsible for bringing the session to a close.   
 Following the presentation the student and Supervisory Committee confer to consider recommendations and 

suggestions.   
   
8.   If any changes are made to the proposal (by the student and committee) a memo outlining these changes 

must be submitted to the PhD Program Office for inclusion in the student’s file; this should normally be within 2 
weeks after the presentation. However, if changes to the POS occur at any time during the period of studying for the 
General Examination, a memo needs to be submitted to the Program Office. 

 



TIMELINE FOR WRITING AND PRESENTING THE POS PROPOSAL   
[Guidelines ONLY:  Start time will vary by student and dates may overlap]   
   
WHEN WHAT 
End of year 1; beginning of year 2 Recruit Supervisory Committee 
As soon as all members chosen Obtain each Supervisory Committee member's signature on the 

"Request to Establish Supervisory Committee" form and submit the 
form to the Program Director for approval. 

Recommended spring/summer of 
year 2 (2-3 months writing time). 

Write the POS proposal  

At least 1 month before proposal 
will be ready to submit to Program 
Director. 

Schedule presentation   

At least 3 weeks before 
presentation 

Provide "POS Approval Form" form along with the original and three 
copies of POS to PhD Program Office.  

At least 2 weeks before 
presentation 

Send out email notice of date/time/location [with 1-page abstract].  

Week before presentation Read reviewer input and discuss with committee.   
1 to 2 days before presentation Send out reminder email of date/time/location. 
Scheduled date POS proposal presentation.   
Within 2 weeks after presentation Make any required revisions to proposal and provide memo 

concerning changes to committee members and PhD Office. 
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