
University of Hawai'i at Menoa
Graduate Division

Policies. Principles and Practices

l .  Seven Year Limit for Advanced Degrees

Pol icv
At  both the Masters and Doctoral  levels,  s tudents must  complete the degree wi th in
seven years of  matr icu lat ion or  they wi l l  be p laced on probat ion.

P r inc ip le
Most  graduate students complete course work and other substant ive learning wi th in the
f i rs t  two years of  matr icu lat ion.  Their  knowledge and sk i l ts  should be of  the most  current
state possib le wi th in the d isc ip l ine.  Both knowledge and sk i t ls  are l ike ly to be forgot ten
or become out  of  date over t ime and the forward movement of  the d isc ip l ine,  br inging
into quest ion the students abi l i ty  to integrate thei r  learning into the k ind of  culminat ing
product most l ikely represented by a dissertat ion or thesis. The odds of successful
complet ion of  these requirements are l ike ly to decrease over t ime,

Practice
As the seventh year approaches,  s tudents are warned of  the impending end of  the
seven-year period and of the fact that they wil l  be placed on probation. To avoid
probation, students in consultat ion with th-eir advisbr must present a reasonable and
detai led t ime l ine with benchmarks that can be monitored by the graduate program.
Extensions of the seven-year l imit wi l l  be granted i f  the student satisfactori iy mieets this
condi t ion.  Students who fa i l  to  complete benchmarks or  do not  graduate wi ih in the
extended period are subject to probation. Extensions may be granted for more than a
year at a t ime, but in such cases, the program must provide th-e Assistant Dean with an
annual report on the student's progress and a lack of progress may result in probation
pr ior  to the end of  the extension per iod,

l l .  Seven Year Limit for Courses

Pol icy
At both the Masters and Doctoral levels, courses taken over seven years prior to a
given date cannot be used toward the degree requirements,

P r inc ip le
l-utol l  graduate students complele course work and other substantive learning within the
first two yeafs of matr iculat ion. Their knowledge and ski l ls should be of the r i lost current
state possib le wi th in the d isc ip l ine.  Both knowledge and sk i l ls  are l ike ly to be forgot ten
or become out of date over t ime and the fonvard movement of the discipl ine, bringing
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in to quest ion the students abi l i ty  to integrate thei r  learning into the k ind of  culminat ing 
:

product most l ikely represented by a dissertat ion or thesis.

Practice
Fro6iems in this area are usually brought to l ight only in the context of requests for
extensions of  the seven year l imi t  for  the degrees.  At  that  point ,  any concerns about  the
currency of the courses must be addressed to the program with a request that they
provide some just i f icat ion as to the currency of  any required courses.  There must  be
object ive evidence of  the currency of  the knowledge based on the use of  i t  through
research,  appl icat ion,  or  subsequent  courses taken.  l f  there is  no such just i f icat ion,  a
remedy must be sought in terms of re-taking the course or some other form of review of
the content .  Usual ly ,  the abi l i ty  of  the student  to prepare a sat is factory thesis or
d isser tat ion proposal  is  acceptable evidence of  the currency of  thei r  knowledge,

l l l .  Grade Convers ion

Pol icy
Any grade for a graduate level course must be converted to a grade within two
semesters of  the end of  the course in which the or ig inal  grade was assigned.  This
applies to the conversion of the incomplete grade as well .

P r inc ip le
As the gap between the t ime that the actual course was taught and the t ime a grade is
converted, there is deceasing certainty as to how well  a faculty member can ac-curately
assess the student 's  per formance in the context  of  the or ig inai  course,  especia l ly  where
the grade is based on a standard relat ive to overal l  class f lerformance.

Practice
Most requests for conversion witt  be accepted i f  the request is within two years of the
end of  the or ig inal  course,  Except ions to the pol icy involv ing longer per iods of  t ime are
only granted when the facul ty  member can demonstrate the means by which a grade
can be val id ly  assigned or  the lack of  need for  cont inui ty  between the or ig inal  course
and the convers ion of  the grade.

lV.  Academic Probat ion and Dismissal

Policy
A student  who fa i ls  to mainta in a grade point  average (GPA) of  3.0 or  h igher in courses
potent ia l ly  appl icable to the degree is  subject  to being p laced on academic probat ion,
This does not  inc lude courses required to remedy dei ic iencies or  t ransfer  courses,  wi th
the except ion of  credi ts  " t ransferred" f rom Outreach Col lege.  Dur ing thei r  f i rs t  semester
graduate students who have attempted eight or more credits may be placed on
probation. Fol lowing the f irst semester a student may be placeO bn probation fol lowing
any term dur ing which thei r  GPA fa l ls  below the cr i ter ion.  This decis ion is  made
uni latera l ly  by the Graduate Div is ion at  the end of  the semester  when the cr i ter ion
grade point average can be calcurated for completed courses,
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Any second term fo l lowing probat ion dur ing which the student 's  GPA fa l ls  below the
cr i ter ion of  3.0 wi l l  resul t  in  the student 's  d ismissal ,  even i f  the student  had a per iod
dur ing which he or  she was not  on probat ion.

P rtnc_ip_lq
The cri terion for being awarded an advanced degree is that a student must have a GPA
of 3.0 or  h igher for  a l l  required courses.  Note that  the pol icy refers to a l l  "potent ia l ly
appl icable"  credi ts ,  to inc lude credi ts  that  wi l l  not  be used for  the degree.  Since a l l
courses numbered f rom 300 to 499,600 to 699 and 700 to 799 may be used for  a
degree requirement, the actual calculat ion of a grade point average for purposes of
probat ion is  to use a l l  graded courses qual i fy ing for  graduate credi t .  This wi l l  prevent
students f rom "pick ing and choosing" which courses to use toward thei r  degree unt i l
such t ime as they f i le  for  graduat ion.Any student  who fa l ls  below that  cr i ter ion is ,
accordingly,  in  jeopardy of  not  being able to earn the degree,  The process of  p lac ing a
student on probation is intended to serve the student with notice of such jeopardy.

P ractice
Students may appeal being placed on probation i f  the appeal is based on a grading
error  or  d ispute.  l f  the appeal  is  upheld,  the probat ionary status wi l l  be removed and the
student  returned to good standing,  A graduate program may also appeal  the
probat ionary status of  a student  or  a student 's  d ismissal  by provid ing e i ther  a sound
academic reason for the appeal or just i fying i t  on the basis of an error made by the
program in advis ing the student .  ln  cases where students are p laced on probat ion due
to a grade for  a course that  wi l l  genuinely not  be used toward thei r  degree,  probat ion
wi l l  be rescinded i f  departmental  support  is  g iven,  but  the decis ion is  i r revers ib le,  i .e . ,
the student cannot later request that the course be used, even i f  i t  is repeated, There is
no appeal for the use of non-UH Manoa or lower division courses for the purposes of
grade point  calculat ions.

V.  Cont inuous Enrol lmenVRegist rat ion in the Semester  of  Graduat ion

Pol icv
Students must  be enrol led cont inuously unless a leave of  absence is  requested,
Students who are not enrol led in a given semester must re-apply through the Graduate
Records Off ice. Students who plan to graduate within a given semester rnust be
registered for at least one credit in that same semester.

Pr inc ip le
The pursuit  of an advanced degree presumes that continuous study is necessary to
provide the depth and breadth of  knowledge required,  i ,e ,  that  the per iod of  t ime
devoted to such study is focused within a coherent span of t ime, These pol icies assure
that the student maintains such a focus of study and is awarded a degree in a t imely
manner cont inuous wi th the student 's  course of  s tudy.  For a student  graduat ing in a
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given semester, i t  is also important to recognize the faculty and staff t ime given to
award the degree,  Tui t ion funds are used to assist  wi th the support  of  personnel  t ime
for  such purposes,

Practice
Students who do have a break in thei r  enrol lment  are referred to thei r  programs who
may deterrnine whether they can be readmitted, The decisions of the program are
usually upheld by the Graduate Division as long as there is no threat to the seven year
rules for courses or for the overal l  period of study. The requirement to be registered in
the semester of graduation is only waived in the case of students who have completed
al l  requirements,  but  may have missed the deadl ine for  f i l ing the thesis or  d isser tat ion
dur ing the semester .  In these cases,  the student  wi l l  receive the degree in the fo l lowing
semester  (See Pol icy Vl l ) .  For  per iods longer than one semester ,  th is  requirement is
only waived with the support of the program and under very extenuating circumstances
as the tu i t ion revenue should not  be lost  wi thout  compel l ing reasons.

Vl. Leaves of Absence

P_olicv
lf  a graduate student has advanced knowledge of a need to be absent for one or two
semesters, the student should request a leave of absence. These leaves are granted
only once and for  a maximum of  one fu l l  year or  two semesters.  Students must  have
completed at least one term before being granted a leave.

P r inc ip le
The leave of  absence is  the only of f ic ia l  except ion for  the cont inuous enrol lment  pol icy.
I t  should be granted only in the case of  extenuat ing c i rcumstances beyond the student 's
contro l  or  in  the case of  an unusual  educat ional  opportuni ty  that  wi l l  not  a l low the
student  to be registered.  In a l l  cases,  i t  should only be for  one year at  most  due to
concerns that  the cont inui ty  of  the student 's  educat ional  exper ience wi l l  be ser iously
compromised,

Practice
Standard leaves of absence may be approved by the staff of the Graduate Records
Off ice.  A second leave of  absence or  a leave last ing longer than one year wi l l  only be
approved in the case of  a major  medical  problem, a fami ly  emergency,  or  an
outstanding educat ional  opportuni ty .  The judgment as to whether a case qual i f ies wi l l
be made by the Assistant  Dean,  In no case wi l l  a  th i rd leave or  a leave of  more than two
years be approved.  In such cases,  the student  must  break f rom enrol lment  and hope
that the program wil l  al low them to re-enter.
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Vl l .  Deadl ine for  Submit t ing Theses and Dissertat ions

P_olicv
For a l l  Master 's  Plan A and doctoral  s tudents,
vers ion,  wi th a l l  required facul ty  s ignatures,  of
weeks pr ior  to the end of  the semester .

the deadl ine for  submit t ing the f inal
a thesis of  d isser tat ion is  the Fr idav s ix

P r inc ip le
The Graduate Records Off ice requires t ime to process the theses and dissertat ions
pr ior  to the end of  the semester .  Submission of  the thesis or  d isser tat ion is  a lso the f inal
requirement for  degree complet ion for  most  s tudents,  so i t  s ignals the need for  a
degree audi t  which a lso requires processing t tme.

Practice
This deadline may be waived by the Records Off ice staff through the f irst three weeks
fol lowing i t .  Any such waiver must be supported by the program Anyone requesting a
waiver  to submit  more than three weeks af ter  the deadl ine must  have the permission of
the Assistant  Dean.  Permission wi l l  only be granted wi th the support  of  the Graduate
Chair  and the ident i f icat ion of  extenuat ing c i rcumstances.  ln  no case wi l l  a  thesis or
dissertat ion be accepted for a student for graduation within a given semester after the
last day of that semester. The student wi l l  be awarded the degree the fol lowing
semester ,  but  may be required to register .  Specia l  c i rcumstances may govern th is
decision for international students affected by SEVIS rules. A student who is al lowed to
submit  a thesis or  d isser tat ion beyond thei r  " f inal"  semester  is  considered to be a
student  up to the date of  submission,  af ter  which they have 60 days to remain in the
cou ntry.

Vl l l .  Transfer of Credit,  Course Substi tut ions for and Waivers of Degree
Requirements

Pol icv
Masters 's tudents must  take a minimum of  16 credi ts  in  res idence to earn a Univers i ty
of  Hawai ' i  a t  Manoa degree.Any number of  credi ts  beyond that  may be t ransferred as
long as the request is made in the f irst semester and the credits are from an accredited
school ,  are at  the upper d iv is ion or  graduate level ,  a grade of  B-  or  h igher has been
earned, and the course was not used for a previous degree. Grades do not transfer with
the credits.

Pr inc ip le
The Graduate residency requirement is for two ful l  semesters and 16 credits to assure
that the degree is taken with a signif icant number of credits at the University of Hawai ' i
at Manoa. Any credits beyond that minimum may be transferred. Since the standard for
graduat ion is  a 3.0 GPA and the t ransfer  grades are not  used,  the student  must  have
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by the admi t t ing  program,  a  grade po in t  average o f  less  than 2 .7  can resu l t  in  an
appl icant 's  acceptance,  for  example,  a  s t rong showing in  re levant  courses.

X. Test  of  Engl ish as Foreign Language (TOEFL) for  Internat ional  Students

Policlr
Appl icants f rom nat ions where Engl ish is  not  the language of  instruct ion at  the ter t iary
level  or  where such instruct ion is  known not  to occur at  a consistent ly  h igh level  of
prof iciency are required to submit off icial records of TOEFL scores. The scores must be
no more than two years o ld.  Students must  obta in a minimum score to be admit ted,
a l though border l ine students can be admit ted cont ingent  upon thei r  complet ion of
Engl ish Language lnst i tu te course work,  To be a graduate assistant ,  a TOEFL score of
600 is  requ i red.

Pr inc ip le
Students must  be able to read,  wr i te,  l is ten and speak Engl ish at  a h igh level  of
prof ic iency to be successfu l  in  learning the mater ia l  required to earn advanced degrees,
We must  re ly  on of f ic ia l  scores due to just i f iable concerns over forger ies.  The twolrear
l imi t  on test  scores is  to assure that  the assessment of  non-Engl ish speaker is  current .
For TAs,  the need to be more prof ic ient  in  Engl ish is  a consequence of  thei r  need to
communicate ef fect ive ly wi th undergraduates,  RAs must  be able to communicate in
Engl ish in case of  laboratory emergencies.

Praq_tice
Exceptions to this pol icy wil l  be granted i f  there is strong, authoritat ive and objective
evidence in support  of  an appl icant 's  Engl ish prof ic iency demonstrat ing that  the TOEFL
is not an accurate measure of that prof iciency. There are, however, no standard
except ions to the requirement for  of f ic ia l  TOEFL scores.  We wi l l  defer  receipt  i f  we have
an unoff icial report,  but the off icial scores must be provided before the student can
register .  The IELTS may be used in prace of  the TOEFL.

Graduate Assistants who wi l l  be work ing in safe labs or  who wi l l  not  be communicat ing
wi th undergraduate students may be excepted f rom the 600 minimum TOEFL score by
peti t ion to the Associate Dean.
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