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INTRODUCTION 

This handbook is intended to provide important information and guidance for successful completion, 

processing, and submission of your dissertation. It includes direction and policies from both the Sue & 

Bill Gross School of Nursing and Graduate Division. All pertinent policies and forms are included. 

After successfully advancing to candidacy, PhD students should enroll in up to 12 units of Nur Sci 296 

Dissertation Writing and Research under their Chair every quarter until graduation. If other cognate 

courses are still being taken, be sure total units, including Nur Sci 296 units, add up to 12 units to 

maintain full-time status. There is no need to enroll in Nur Sci 298/299 courses after you advance to 

candidacy.   

The general process after advancing to candidacy is to complete the dissertation, submit the internal 

SON dissertation defense form (Appendix A), contact the Doctoral Programs Manager to initiate PhD 

Form 2 on DocuSign (Appendix B), defend the dissertation, submit dissertation through the library 

following proper guidelines, complete the UCI Grad Exit Survey, and sign and submit PhD Form 2. 

CLARIFYING THE THREE-MANUSCRIPT OPTION VS. TRADITIONAL MONOGRAPH 

DISSERTATION THESIS 

PhD students, in collaboration with their dissertation committee, will decide which format the final 

dissertation will take; either the traditional dissertation thesis or the three-manuscript dissertation. This 

decision should be made in consultation with the Dissertation Committee prior to the proposal defense. 

If the format of the dissertation changes (i.e., from monograph to three manuscript or vice versa), the 

student must obtain approval from the Committee for the change. The formats differ only with respect to 

organization of the dissertation; the extent of the research conducted is the same for both formats. The 

table below summarizes the difference between the two options. The traditional dissertation consists of 5 

chapters including the introduction, literature review, conceptual framework, methodology, results, 

conclusion/implications. The three-manuscript option still requires a ‘dissertation document.’ The 

difference is that several of the chapters of this option will be the manuscripts and/or published papers 

inserted into the appropriate sections (see Table 1 below).  

 

The organization of the two formats (monograph or manuscript) is summarized in the Table below. In 

either format, the text must conform to the Theses and Dissertation Guide of the Graduate School with 

respect to font size, line spacing, margin sizes, paper type, binding, number of copies, etc. Dissertations 

are usually done in APA format (except where this format differs from the Theses and Dissertation 

Guide), but occasionally the dissertation committee may approve an alternate format if more appropriate 

to the student’s area of research. No matter which option is chosen, the final dissertation document will 

need to be submitted to Graduate Division in the appropriate format (See section ELECTRONIC 

DISSERTATION SUBMISSION INSTRUCTIONS). 
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TABLE 1. SUMMARY OF DISSERTATION FORMAT FOR MONOGRAPH AND THREE 

MANUSCRIPT OPTIONS 

Dissertation element Traditional Monograph Option Three Manuscript Option 

Abstract Yes Yes 

Dissertation committee 

approval page 

Yes Yes 

Dedication, 

acknowledgements, 

preface 

Optional Optional 

Table of contents, with 

page references 

Yes Yes 

List of tables, with titles 

and page references 

If applicable; one list following 

table of contents 

If applicable; each chapter may 

have its own list 

List of figures or 

illustrations, with titles 

and page references 

If applicable; one list following 

table of contents 

If applicable; each chapter may 

have its own list and is identified 

in the dissertation’s table of 

contents 

List of abbreviations (and 

symbols) 

If used extensively; one list 

following table of contents 

If used extensively; each chapter 

may have its own list and is 

identified in the dissertation’s 

table of contents 

Introduction/Background 

Aims 

Methods 

Results 

Discussion 

Tables  

Figures or Illustrations 

Chapters 1-3 presenting the 

introduction, literature review, 

purpose statement, and research 

questions or hypotheses 

A methods chapter 

One or more results chapters 

A discussion and conclusions 

chapter 

 

Chapter 1: Proposal 

Chapters 2-4: Published reprint or 

publishable manuscripts following 

Grad Div formatting requirements.  

If publishable manuscript, tables 

and figures should follow text and 

references 

Chapter 5: Synthesis of 

dissertation 

Appendices (if applicable) Additional materials, including 

tools such as surveys, decision 

trees, case report forms, data tables, 

etc. 

At the request of the Committee, 

expanded content or appendices 

may be required for manuscript 

chapters 

Bibliography/References At the end of each chapter or at the 

end of the dissertation 

At the end of each chapter and is 

identified in the dissertation’s 

table of contents 

When To Decide 

The dissertation option should be decided at the time directly after the student advances to candidacy 

and finalizes their dissertation committee.  This includes a preliminary understanding about what will 

constitute the three manuscripts.  
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Form-Content of Three Manuscript Dissertation Option 

There is no strict requirement for the content of the three manuscripts, but it is expected they will follow 

the form of the traditional dissertation thesis as summarized in Table 1. For example, Paper 1 could 

report a systematic literature review on the topic of interest, Paper 2 could report on a novel conceptual 

framework that delineates the concepts involved in the dissertation research, their relationships to each 

other and their operationalization within a research study, and Paper 3 could report on the findings of the 

dissertation research.  

No paper of the three manuscript option should be submitted to a journal for review until after the 

student has advanced to candidacy. Manuscripts published before this time are allowed and even 

encouraged (for example systematic reviews of measurement instruments, or concept analyses) but they 

do not qualify for the three manuscript option. On occasion, a paper may have been published prior to 

submission of the final dissertation, in which case the published version may be included in lieu of a 

typescript if it meets the UCI Graduate Division formatting requirements and approval of the 

Committee. Although “publishability” is not necessary for acceptance of the dissertation, the fact that a 

paper has been published in a peer-reviewed journal does not, in itself, make it acceptable for the 

purposes of the dissertation. The committee may require expanded content to be included in the 

appendices (e.g. expanded literature review, methodology, results, any tools or techniques such as 

decision models, data collection forms, code books, etc.), if not fully described in the manuscript. If a 

manuscript has been published prior to completing the dissertation, the student must obtain a signed 

waiver from the copyright owner (usually the publisher) and submit this to Graduate Division with the 

final dissertation. 

 

Each paper should be considered as a stand-alone manuscript with typical journal word lengths, 

typically anywhere from 3500-10,000 words, depending on journal type. All three papers together 

should comprise a cohesive body of work that demonstrates the scholarly trajectory of the dissertation 

effort, from conceptualization to findings and implications.  

Three Manuscript Publication Requirements 

At least one manuscript should be accepted for publication at the time of the dissertation defense in a 

journal listed in Journal Citation Reports (to ensure publication in a valid, nonpredatory journal). The 

other two papers can be in preparation, in submission, or accepted for publication at the time of the 

dissertation defense. If the paper is in ‘in preparation’ stage, it should conform to all journal standards 

when placed into the dissertation document and list the journal(s) it is targeted for submission to. For 

example, the paper should have a title, an abstract, and a structured body including introduction, 

methods, results, and implications as relevant. Papers ‘in submission’ should be included in the 

dissertation document exactly as they were submitted to the journal, with a note about which journal it 

was submitted to. Accepted or published papers can be submitted in the format they were accepted with 

a note about when and to what journal it was accepted. Do not submit the final formatted PDF of the 

paper by the publisher as this would constitute copyright infringement.  

Authorship: The dissertation must be the intellectual work and primary responsibility of the student. The 

student will be responsible for writing of the manuscript(s) and be either sole author or first author if co-

authors are included for all the manuscripts. If the publication option will include co-authors, the student 

should discuss publication order and credit prior to submission with co-authors and Dissertation 
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Committee. According to the International Committee of Medical Journal Editors, the Authorship credit 

should be based on 1) substantial contributions to conception and design, or acquisition of data, or 

analysis and interpretation of data; 2) drafting the article or revising it critically for important intellectual 

content; and 3) final approval of the version to be published. All authors should meet conditions 1, 2, 

and 3 to be included. Because the relative contributions of co-authors may change over the course of a 

project and across manuscripts, this can be revisited as appropriate prior to actual manuscript 

submission. All authors must review and approve the manuscript prior to submission.  

SELECTING A DOCTORAL COMMITTEE  

During the PhD Advancement to Candidacy process, students are required to notate which faculty 

members will be serving as both Advancement to Candidacy committee members, as well as 

Dissertation Committee members. The Dissertation committee should consist of at least 3 members – 

the chair, which should be senate faulty from the School of Nursing, as well as two other senate faculty 

members, at least one of which is from the School of Nursing. It is strongly recommended that students 

include as one of their three members a senate faculty member from outside the SON. 

DOCTORAL COMMITTEE REQUIREMENTS 

From UCI senate regulations 905-935:  

Chair  

• Hold primary of joint academic appointment in academic unit supervising the doctoral program  

• No exceptions  

Members  

• 2 additional voting members of UC academic Senate  

• Equivalent standing members by exception only  

• Majority should be affiliated with the program/unit  

• At least one of the two additional members must hold primary appointment in the student’s 

department/academic unit  

Appointment Procedures  

• Members approved by academic unit chair or designee  

• Exceptions are approved by Dean of Graduate Division  

IMPORTANT DEADLINES 

Students must adhere to the Filing Deadlines set by Graduate Division to assure that their degree is 

conferred in the quarter they plan to defend.  In order for final paperwork to be processed, PhD Form II 

(Appendix B) and checklist requirements (Appendix C) must be submitted by the expected graduation 

quarter’s deadline.  

https://grad.uci.edu/current-students/filing-deadlines/


6 
 

 

DISSERTATION DEFENSE PROCEDURES 

When the student and the committee have decided that it is time to defend the dissertation, there are a 

number of procedures with which to comply.  

First, the student must complete their dissertation document in either format (traditional monograph or 

three-manuscript option, see Table 1). It is recommended to put the effort into formatting it according to 

UCI Library Guidelines at this time, because the effort is extensive and may delay final degree 

completion if not done.  

Second, students must complete the SON dissertation defense form (see Appendix A). They must have 

this form completed and signed before sending their dissertation to their committee for feedback. 

Third, the student sends their dissertation to the committee for feedback. The committee must be 

allowed a minimum of two weeks to provide feedback and give back to the student. The student is 

expected to address all relevant feedback in the oral examination phase of the dissertation defense.  

Fourth, the student and committee arrange for a date for the final oral dissertation defense examination. 

During this exam the student presents a brief overview of study, details of the findings, limitations, 

conclusions, and implications. The committee must decide after the oral examination whether the 

student has passed or not. Traditionally the student leaves the setting so the committee can debate and is 

ushered back into the setting when the decision has been made. 

If the student passes the exam, the student should immediately contact Student Affairs to begin the 

process of signing the PhD Form II (see Appendix B).  

COMPLETION OF REQUIRED FORMS 

Prior To Dissertation Proposal Defense – SON Dissertation Defense Form (Appendix A) 

Once a student is ready to defend their dissertation, they should complete the internal School of Nursing 

Dissertation Defense Form at least 2 weeks prior to the planned dissertation defense date for approval. 

This PhD Dissertation Defense form should be signed by the student, faculty advisor and committee 

members, and should be submitted at least two weeks in advance to the Doctoral Programs Manager and 

signed by the PhD program Director. Once approved, the dissertation defense must be publicized. If the 

student wants to publicize their dissertation defense to the public, they can send a flyer to the Doctoral 

Programs Manager for distribution to the School of Nursing students, faculty, and staff. Otherwise, they 

can choose to print and post fliers, or disseminate in another way approved by their chair. If room 

reservations or other accommodations need to be made, the student should also contact the Doctoral 

Programs Manager. 

UCI Graduate Division PhD Form II (Appendix B) 
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Once the internal SON Dissertation Defense form is approved, you will need to contact the Doctoral 

Programs Manager to initiate the Graduate Division PhD Form II for final degree paperwork via 

DocuSign. The form will route to dissertation committee members for signatures.  After passing your 

dissertation defense, you must ensure your entire committee signs PhD Form II prior to the final degree 

paperwork deadline as it needs to be signed and submitted to the Graduate Division by this date. Final 

degree paperwork deadlines can be found on Graduate Division’s website. Make sure to review the PhD 

Form II prior to your defense to learn how to file your dissertation with the library. 

ELECTRONIC DISSERTATION SUBMISSION INSTRUCTIONS 

It is very important to make sure your dissertation is formatted correctly, according to UCI Library 

Guidelines. The Library offers pre-submission critiques that students can take advantage of before 

officially submitting their dissertation to ensure formatting guidelines are met. The electronic version of 

the doctoral dissertation must follow all formatting requirements set forth in the manual. It is the 

responsibility of the student to ensure that the thesis/dissertation appears as originally intended when it 

is accessed or printed. You may also find more information on the UCI Libraries website. 

The thesis/dissertation must be submitted as a single electronic Portable Document Format (PDF) file. If 

the original thesis/dissertation is a Microsoft Word or RTF file, you will be able to convert the 

thesis/dissertation to a PDF at the UCI Thesis/Dissertation Submission Site. If the doctoral dissertation 

is not in Microsoft Word, RTF, or PDF - e.g. LaTeX or WordPerfect - it must be converted to PDF 

before the student uses the Submission Site. Certain types of fonts and graphics work better with PDF, 

and special attention should be paid to creating equations for PDF conversions. Optional supplemental 

files (images, video, audio) that are an integral part of the thesis/dissertation but not part of the full text 

may also be submitted electronically. 

Step by step instructions: 

1. Convert your manuscript into a PDF. 

2. Create an account at ProQuest - Electronic Thesis and Dissertation and follow the steps to 

submit.  

3. Ensure that all provided information (email address, degree title, name, etc.) is accurate and 

spelled correctly. 

4. Wait for the acceptance email. You will need to print out this email and turn it in to Graduate 

Division as part of your final paperwork package (Please note: it may take up to 2 business days 

to receive this email. UCI Libraries cannot rush or expedite any reviews.) 

Please review thoroughly the directions and FAQs provided by the UCI Libraries. You can also email 

gradthesis@uci.edu if you have any questions about formatting and submission. It may take up to 2 

business days to receive a response to a Proquest submission, so it is highly encouraged to submit your 

dissertation through ProQuest at least 3 business days before the filing deadline to ensure everything is 

approved and received on time by Graduate Division’s filing deadline.  

PUBLIC ACCESS TO THE DISSERTATION 

In accordance with UC and UCI policy, all approved these/dissertation manuscripts automatically 

become available for public access and circulation as part of the UCI Libraries collections. 

https://grad.uci.edu/current-students/filing-deadlines/
http://etd.lib.uci.edu/electronic/tdmanuale
http://etd.lib.uci.edu/electronic/tdmanuale
https://guides.lib.uci.edu/gradmanual/home
https://www.etdadmin.com/main/home?siteId=200
https://www.etdadmin.com/main/home?siteId=200
https://www.proquest.com/products-services/dissertations/
https://etd.lib.uci.edu/
https://etd.lib.uci.edu/faq
mailto:gradthesis@uci.edu
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If you plan to publish your work elsewhere, you can request that ProQuest or the UCI Libraries withhold 

your manuscript for a period of 6 months or 1-6 years via an embargo request. This means that your 

manuscript will not be published online through eScholarship or ProQuest in their databases until after 

the embargo period concludes. 

Upon extraordinary circumstances (such as high legal or safety risk to the graduate student), an extended 

embargo may be granted for as long as such extraordinary circumstances exist pursuant to Section IV of 

the UC Policy on Open Access for Theses and Dissertations. To do so, the student must submit a memo 

explaining the request via email attachment to the Graduate Dean at grad@uci.edu, including "Extended 

Embargo Request" in the subject line. 

You can request an embargo in Proquest under PQ Publishing Options. 

DEGREE COMPLETION  

After successfully defending your dissertation, you then must submit your dissertation and all final 

degree paperwork by the degree deadline for the quarter. Submitting your final degree packet starts your 

final degree check. Additional final degree submission forms, a step by step manual as well as a 

submission instructions flow chart can be found at the appropriate link below: 

• Thesis/Dissertation Electronic Submission  

The advance degree manuscript is expected to be submitted by the deadline in the quarter in which the 

degree is to be conferred. Those students who complete requirements and submit dissertations after the 

current quarter’s deadline and prior to the start of the subsequent quarter will earn a degree for the 

following quarter but will not be required to pay fees for that quarter (degree no fee). In such cases, to 

avoid payment of fees, the manuscript, all forms and degree paperwork must be submitted prior to the 

first day of the quarter in which the degree is to be earned.  

Additionally, with the degree no fee option, it is a requirement for students to be enrolled or on filing fee 

the quarter before in order to qualify for this option. Students coming off a leave of absence do not 

qualify for the degree no fee option. The regular degree deadlines are published on the Graduate 

Division website each quarter, for the degree, no fee deadlines please contact your department.  

FILLING FEE STATUS 

UCI's Academic Senate policy on Filing Fee status applies to students who have completed all 

requirements for a terminal Master's or Doctoral degree and are ready for the formal submission of their 

thesis or dissertation, or the final, formal examination. The Filing Fee may be paid in lieu of registration 

for only one academic quarter or summer during the student's entire graduate career, irrespective of how 

many graduate programs students enroll in. Students applying for Filing Fee status must be registered in 

the preceding academic session. A Filing Fee will not be accepted immediately following an academic 

LOA. 

 

 

https://policy.ucop.edu/doc/2000688/
https://guides.lib.uci.edu/gradmanual/oa-embargo
https://grad.uci.edu/academics/filing-deadlines.php
https://grad.uci.edu/current-students/thesisdissertationelectronicsubmission/
https://grad.uci.edu/current-students/thesisdissertationelectronicsubmission/


9 
 

 

 

Establishing Eligibility for Filing Fee Status: 

 

To establish eligibility to pay the Filing Fee, the student must submit a Graduate Division Filing Fee 

Petition. Please contact the Doctoral Programs Manager to initiate the Graduate Division Filing Fee via 

DocuSign. The petition must be approved by the departmental Faculty Graduate Advisor and the Chair 

of the thesis or doctoral committee and must certify that all other requirements for the degree have been 

met.  

 

International students, in addition, must secure approval from the International Center to go on Filing 

Fee status. It is important that applications for Filing Fee be submitted to the Graduate Dean prior to or 

at the very beginning of the quarter. 

 

In order to complete and submit the Filing Fee Petition, students must pay the required fee. Once the 

required fee has been paid students will receive an electronic receipt, please upload the receipt via the 

attachment icon to your DocuSign form or, if you are emailing the form directly to Graduate Division, 

please also attached the electronic receipt for the form to be complete. Please note, without proof of 

payment the form is considered incomplete and cannot be processed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://grad.uci.edu/wp-content/uploads/2021/10/Filing_Fee_Petition_Policy.pdf
https://grad.uci.edu/wp-content/uploads/2021/10/Filing_Fee_Petition_Policy.pdf
https://secure.touchnet.net/C21570_ustores/web/store_main.jsp?STOREID=320&SINGLESTORE=true
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