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Presenter Notes
Presentation Notes
Thanks for coming to our workshop:  “Everything you need to know to defend and other useful information.”
Thank Professional Development Committee of GSA – 

I take it most of you are planning or at least optimistic that you will graduate this semester 

We’re going to cover: 
1. Defense committee structure and the roles of the chair and examiner(s)
2. Critical logistics regarding the defense
3. And last but not least, deadlines, required forms, and submitting final paperwork
Feel free to ask questions as I go.
Then I’ll turn it over to a couple of graduate students who can share first hand accounts of what it’s like to go through a defense.

Before we get started, I’d like to get a sense of the audience--
How many PhDs, MS, professional masters (MPS, MLA, MF)?





Committee 
Structure: MPS, 
MF, MLA Degrees

• Major professor, plus at 
least one other member

• No examiners needed
• No chair assignment 

needed
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No thesis or dissertation.



Defense Committee 
Structure

• Minimum 5 or 6 members
• Major professor(s)
• Steering Committee
• Examiners

• 1 for M.S.
• 2 for Ph.D.

• Chair
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The people who “judge” your defense, are collectively called your “defense committee.”


Your MP must be on faculty at ESF.

“additional members, including the examiner(s)” may be faculty members at ESF or other institutions or they may be experts in their fields.

If you have co-MPS, then you only need one additional steering member. 

They may not be other students.





Thesis/Dissertation Defense: Purpose

• Demonstrate knowledge and skills to carry out research 
that provides new information on a significant problem

• Exam covers material in the thesis or dissertation, as 
well as literature and information relating to it

• Objectives: 
• probe the validity and significance of the data and 

information presented 
• assess student as a critical thinker and data analyst 
• Evaluate student’s scientific creativity, including the 

student’s ability to relate research results to scientific 
theory within the chosen field
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Presentation Notes
M.S. and Ph.D.’s are research degrees – degree is awarded not after completion of the research but after defense of the research.



Examiner’s Role

• Examiners read the thesis/dissertation and participate 
fully in the oral exam but are not involved in the actual 
supervision of the thesis/dissertation.

• Examiner information must be included in the 5B 
chair request form. 
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Serve as another set of eyes to offer a fresh perspective.  Need to find someone who will invest a little time, but obviously not the kind of time commitment your steering committee members put in.



Chair Appointment

• Finishing MS/PhD students submit 5B form requesting 
appointment of an exam committee about three to four 
weeks into the semester  

• Must have approved 2A and program of study 3B 
forms on file 

• The Grad School will appoint an exam chair
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Once you have your steering committee (2A) and 3B in place, you will need to request a chair in the semester in which you plan to defend.

Complete the 5B in consultation with your major professor and get it signed by the Department Chairperson

If we do not have your 3B on file, the request will be held up until we have your 3B. 



How many of you still need chair assignments for this semester?



Chair’s Role

• The role of the chair is to: 
• manage the defense

• ensure its integrity 

• represent the interests of both the student and 
faculty
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The chair’s role is critical.  

The chair assigned will be someone outside of your discipline.  This is intentional-It’s very important to have someone who is impartial.  A neutral party if you will.  

The chair also serves as the time keeper and makes sure all members have equal time to ask questions.

Voting on a successful defense must be unanimous.

The chair may or may not ask questions and vote—that is decided before the defense.




Defense Scheduling

• Once the chair is assigned, student must coordinate a 
mutually convenient defense date with the chair and the 
rest of the committee members. 

• Chair’s participation is essential - do not select 
defense date before talking to your chairperson.

• Student must notify The Graduate School of date, 
time, and location two weeks in advance  
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Once the chair assignment is made, student can start looking at dates for scheduling their defenses and capstone seminars.

It is crucial that you do not set the date without the chair’s participation as the likelihood the chair will be available for a predetermined date/time is nearly impossible.

(Doodle poll works well with coordinating calendars.)

The Grad School asks all our faculty to chair exams and defenses, and we rotate them.  If you ask for a chair in the spring, but don’t think you’re actually finishing until the fall semester, you are tying that faculty member up an extra semester and they get out of their rotation.




Defense Logistics

• Defense usually lasts two hours, and it is expected that all 
committee members stay through its entirety

• Students may invite one other student to serve as a silent 
observer

• Within five days of oral defense, the major professor 
confirms with committee that oral defense should proceed 
as scheduled

• Thesis or dissertation must be submitted to all committee 
members at least 14 days prior to the defense

Presenter Notes
Presentation Notes
Members may participate via video conferencing or Skype if they cannot be on campus for the
defense.  






Capstone Information

• Capstone seminar is required                      
for all MS and PhD degrees and         
usually for MPS, MF, and MLA 
degrees

• Usually lasts one hour
• Student must arrange date, 

time, and location with their 
department

• Send only the date and time 
of the defense to The Grad 
School (not capstone 
information is required)
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Capstones may be scheduled just before the defense or at a separate day/time.

This seminar fulfills a New York State requirement that a PhD candidate demonstrate the ability to present scientific material in public. 

The purpose of the public dissertation seminar is to provide a venue for the student to present research in oral format to the scientific community. 



Formatting Theses/Dissertations

• The style manual for the College is Council of 
Science Editors Scientific Style Manual (Latest 
Edition
• Consistency is King

• Instructions and Guidelines for Formatting a Thesis 
or Dissertation: 
http://www.esf.edu/graduate/graddegreq.htm

Presenter Notes
Presentation Notes
If your department wants you to use another style guide, that is fine with us.

Or if you are preparing your work for a journal, it’s okay to use their style guide.

Just be consistent throughout the document.  

Don’t follow formatting information from your friend or an old bound thesis copy—it may not be correct.




http://www.esf.edu/graduate/graddegreq.htm


Formatting Review

• Send a pdf copy of thesis or dissertation 
to esfgrad@esf.edu for formatting review 
no later than five days before the defense

• Do not submit the final copy of the 
document to Google Drive until it has 
cleared format review

Presenter Notes
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Earlier is better!  If you don’t hear back, send me a gentle reminder.  
Don’t assume everything is okay if you haven’t heard back.



Completion Requirements

• All students: Graduation and Key Return Form
• MS and PhD Students: 

• Thesis/Dissertation processing fee receipt showing 
proof of payment (Cashier in 102 Bray)

• Signed Thesis/Dissertation Approval Form (8A)
• Upload PDF of final thesis or dissertation to Google 

Drive
• PhD Students: Survey of Earned Doctorates

Forms are available online: 
http://www.esf.edu/graduate/graddegreq.htm
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Don’t worry – I send this information out in an email which is triggered when you schedule your defense.

https://sed-ncses.org/login.aspx
http://www.esf.edu/graduate/graddegreq.htm


General Guidelines

• Last day to defend - 2 weeks 
before commencement

• Final, revised version of 
document and associated 
paperwork (e.g., 8A) must be 
submitted by no later than the 
Friday before the start of the 
next semester

• MPS, MF, and MLA students 
should notify OIGS of their 
intent to complete the degree 
one month before the last day 
of classes to be included in the 
commencement program

Presenter Notes
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PhD students who plan to participate in the ceremonies, must have everything into our office by the deadline or you will not be able to participate or get your gift from us—very nice hood



Want Commencement Information?

• Latest updates are found online at 
https://www.esf.edu/students/graduation/

Presenter Notes
Presentation Notes
If you plan to participate, please let our office know ASAP so we can insure adequate # of regalia.

https://www.esf.edu/students/graduation/
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