Environmental and Occupational Health
Procedure for Students and Faculty Completing Required Research CPH 900

1.	Complete the “Plan of Study” in GradPath prior to beginning the Research Project. 

[bookmark: _GoBack]Research Project Origination

1.	Get a bright idea & find a “Research” advisor, who may (or may not) differ from the faculty mentor or the Internship Committee Chair depending on the project.
2.	The student writes a 1-page description of the project including: purpose, methods, expected results, funding mechanism and potential committee members for submission to the proposed Research Director.  
3.	The student submits materials for IRB review, if appropriate.
4.	The student identifies a committee for the Research Project.
     Committee composition (3 people)
2-3 from the Environmental Health Science Faculty (including joint & adjunct); 1 EHS designated as the Research Director.  One may be from other MEZCOPH units, or “content” appropriate UA faculty. If a requested committee member is not UA faculty, the Research Director must review the individual’s CV and provide approval to serve on student’s committee. 
5.	The student organizes a committee meeting (in person or by phone) prior to initiating the research and obtains agreement by the entire committee to the scope of the project.
6. 	Once committee is formed and the project is approved to start, submit a completed 900-level course enrollment form to the MPH Program Coordinator, either in person or via e-mail. Please make sure you include the names of all research committee members and the roles they are serving (Chair, member, etc.).
	**The 900-level Course Enrollment Form can be found on the MEZCOPH Student Hub under “Student Forms” and must be submitted for each semester you are to be enrolled in 900 units. Minimum 1 unit enrollment required for term you are submitting final report.**

Complete the Project

*Submission of Written Research Report 

1.	Six (6) weeks prior to expected graduation deliver a “COMPLETE” copy to Research Director.
2.	Make revisions at least 3 weeks prior to graduation paperwork deadline set by the MPH Program Coordinator in the Office of Student Services.
3.	Obtain permission from Research Director to deliver report to other committee members at least 2 
weeks prior to expected public defense date.  Negotiate potential dates with the Director and committee members. 
4. 	At the time of report delivery to other committee members, negotiate a date to present results orally, 
	and schedule final defense with your committee.
a. Arrange with the EHS Admin to reserve a room for the decided date and time of the research defense.
		b. Provide the research report title and an abstract for inclusion with the announcement. 
c. Forward the abstract and title to the MPH Program Coordinator in the Office of Student Services for written announcement of the defense to the MEZCOPH listserv.
d. This announcement is to be sent two weeks prior to the defense date, so please plan accordingly.
5.	Make sure your scheduled defense is at least 3 business days prior to the semester deadline listed by the MPH Program Coordinator so that you can make any necessary changes to the research report document and deliver for binding. Your Research Director and committee members may require this to be completed well before 3 business days. Please plan with them early. 
6.	The final grade submission or change of grade form will not be submitted until a leather bound and lettered copy of the document is received by your Research Director.  The front cover, in all capital letters, must include the title, author, year and THE UNIVERSITY OF ARIZONA.  The spine, in all capital letters, must include author name, year and program (MASTER OF PUBLIC HEALTH). 
**Final report documents such as Research Report Title Page and Statement by the Author can be found on the MEZCOPH Student Hub under “Student Forms”. Your Research Director must sign the Research Title Page to ensure they have approved of the final version of the report being sent to print. The signed version of the Research Title Page is to be included in the bound, hard copy of the report.

HF Group is an online provider that many students have utilized in the past.  The link to the online binding request form can be found at www.hfgroup.com or the direct link of, www.thesisondemand.com.   This is a suggestion only and is not an endorsement of services.

Example:

Front Cover-
TITLE
NAME
YEAR
THE UNIVERSITY OF ARIZONA

Spine-
NAME
YEAR
PROGRAM


Final Responsibilities by Research Directing Faculty*

1.	Each committee member should complete the Research Evaluation form (found on the Hub) and give it to the Research Committee Director.
	**Students: the research report evaluation forms are found under “Student Forms”
	**Faculty: the research report evaluation forms are found under EHS Program Forms in the Faculty tab of the Hub
2.	The Research Director reads and signs the forms and in consultation with the committee, determines the grade and submits the forms to the MPH Coordinator in the Office of Student Services.
3.	The Research Director signs the Research Report Title Page, indicating they have approved the final version of the report to be sent for print. The signed Title Page is to be included in the bound version of the final Research Report.
4.	The Research Director should receive the final bound copy of the report prior to signing the final grade form. A departing student may prepay shipping, and show the Director a receipt in lieu of direct delivery.
5.	The Research Director files the final grade.  This may be on a research grade sheet on web-roster in UAccess (if the student enrolled in EHS 900 that semester), OR it may require completion of a Change of K Grade form if the student was assigned a K in a semester prior to Fall 2017 (Change of K Grade forms will be e-mailed directly to faculty from the MPH Program Coordinator; these forms will not be given to the students).
6.	Sign the bound copy and add to the EHS library.

*Note: The Research Director is responsible for making sure there is a bound and lettered copy of the final research report submitted to the EHS section library.
