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I. GENERAL INFORMATION
Program Offices and Personnel

WSGS Program Director :   Dr. Betsy Jones Hemenway, Crown Center 116 (773-508-2934)
Graduate Program Director:   Dr. Susan Grossman, Maguire 506 (WTC) (312-915-6456)
Graduate Assistants:   Meaghan Tomasiewicz and Marissa Latini, Crown 116 (773-508-2177)
Administrative Assistant: Anthony Mangini, Crown Center 116 (773-508-2177)

Many of your questions can be answered on the WSGS Program website, www.luc.edu/wsgs or the Graduate School website, www.luc.edu/gradschool .  The Graduate School website has a list of policies and instructions for current students; you should familiarize yourself with these.

WSGS Graduate Program Director

Whether you are in the M.A. or dual degree programs, your main adviser will be the Graduate Program Director (GPD). The current GPD is Dr. Susan Grossman, of the School of Social Work. You are expected to confer with her regularly about your course of study and progress towards the degree.  The GPD will help you with course selections and registration each semester. 

Graduate School Offices

The main office of the Graduate School is on the fourth floor of the Granada Center on the Lake Shore Campus. This office handles admissions and financial aid and houses the permanent files of all students throughout their graduate careers. The phone number for the Graduate School is (773) 508-3396. Fr. Tom Regan, Dean, and Jessica Horowitz, Associate Dean, are your primary contacts for inquiries.  The Graduate School also sends out weekly e-mail updates with important deadlines by way of “Gradschannounce.”

LOCUS

LOCUS is Loyola’s online registration system.  LOCUS functions include course registration, maintenance of personal data and student records, financial aid, and applications for graduation.   See https://locus.luc.edu .  
GSPS  
GSPS is the Graduate School’s data processing system.  Thesis committee and thesis proposal forms, leave of absence requests, and records of graduate student publications and presentations, for instance, can be processed at https://gsps.luc.edu/.  
SAKAI
Sakai is Loyola’s online teaching-learning system.  You can access information (syllabus, assignments, readings, etc.) for the courses you are enrolled in at https://sakai.luc.edu .  

Student ID Cards

Student ID cards, giving access to library borrowing and other privileges, are available from the Campus Card Office, Sullivan Center, Room 117.

Computer Services

The University maintains several Computer Centers which are available for your use in Sullivan Center, the Information Commons, and at 25 E. Pearson.  An account on the student email system is created automatically for each new student. Both the Graduate Program Director and the Graduate School will use this account to communicate with you. It is therefore crucial that you check your Loyola e-mailbox on a regular basis, or have your e-mail forwarded to an account you check regularly. If you find that you are not receiving regular and frequent communiqués from the Graduate School and the WSGS Program, please notify the GPD.  The ITS Help Desk is also available to assist you with computing questions: helpdesk@luc.edu .  

Graduate Student Association (GSA)
The Graduate Student Association is made up of all graduate students in the WSGS Program. The GSA sponsors social and intellectual events for students and faculty as well as participating in community service programs.  Students in all phases of their graduate careers are warmly encouraged to participate actively in the GSA!

WSGS Bulletin Boards and Information

Postings about local events, calls for papers, and job offerings related to WSGS are posted on the bulletin board outside CC 116 as well as at http://www.luc.edu/wsgs/resources/. 

Housing

Most graduate students choose to find their own off-campus apartments using the ads in the Reader, the Tribune, and other publicly available sources. Loyola’s Department of Residence Life also offers single- and double-occupancy apartments for graduate students on the Lakeshore Campus and the Water Tower Campus.  For more information, see http://www.luc.edu/reslife . Other students have also had success with http://www.student-space.com . 

Transportation

If you plan to commute to Loyola, there are several parking lots that you may use. The main parking structure, adjacent to Sheridan Road and to the Halas Sports Center, houses the Parking Office, where you may purchase a sticker for annual parking. The fee for one-day parking on campus is $7.00. At peak class times, available parking can sometimes be scarce. Street parking in the community immediately surrounding campus is scarce. It is also restricted to residents during certain hours, so be sure to read the signs carefully to avoid being ticketed by the police.

Parking is also available near the Water Tower Campus, although it is more expensive. You can have your parking stub stamped at the information desk at the 25 E. Pearson building to receive a small discount.  If you take classes at the Water Tower Campus, you might want to use the University’s inter-campus shuttle bus (http://www.luc.edu/transportation/shuttlebus.shtml). CTA buses and the “El” run frequently between campuses and to other points in the city.

Further information on parking is available at http://www.luc.edu/parking/.

Conference Presentations and Travel Funding

Participation in academic conferences provides a great opportunity to share your work, to receive feedback, and to learn about others’ research.  Each semester the Graduate School has funds to support graduate student travel, up to $600 per year per student, for the purpose of presenting papers or chairing sessions at conferences. Since funds are limited, students should apply immediately upon acceptance of their papers or sessions.  You can download the appropriate forms here: http://www.luc.edu/gradschool/Graduate_Research_Page.shtml. 
After you return, you will be ask to supply all original receipts as well as boarding passes for your trip, and proof of attendance (conference registration receipt and program copy with your session). Ask one of the Graduate Assistants for the travel expense form, fill it out, and return it with the receipts to the Graduate School. 

Broad Media
Broad is Loyola’s student-run feminist magazine that is published online every month.  Past issues have focused on subjects like religion and feminism, women of color feminisms, men and feminism, queer and trans- identities, and class.  Broad provides excellent opportunities for students to publish their work as well as for getting involved at the editorial level (as a full-time editor or a guest editor).  See http://www.luc.edu/wsgs/broadmagazine/ for opportunities and contact information.   
II. REQUIREMENTS, REGULATIONS, AND PROCEDURES

Course Loads

A full-time student will usually carry three courses per semester. Course loads for part-time students are worked out on an individual basis.  Depending on their different personal and professional situations, students generally complete the M.A. in WSGS in 1.5-3 years.  (The dual-degree programs, obviously, take longer.)

Degree Requirements

M.A. students are required to take 30 hours of WSGS or cross-listed courses. Dual degree students with Social Work are required to take 18 hours of WSGS or cross-listed courses in addition to their Social Work requirements.  Dual degree students in Theology are also required to take 18 hours of WSGS or cross-listed courses, one of which must be WSGS 498, along with their Theology requirements.  The four required courses for all students are WSGS 401, History of Feminist Thought; WSGS 402, Feminist Research Methods; a Global Feminisms course; and the Capstone, WSGS 599 (see below).  WSGS 401 is offered every Fall, WSGS 402 is offered every Spring, and there will be at least one Global course offered every year (indicated as fulfilling this requirement on the semester’s list of course offerings).  The remaining courses will be electives.  Some WSGS electives, like Queer Theory, are offered on a yearly basis.  Other electives are offered through the departments (including History, English, Theology, Sociology, Psychology, Political Science, Communications, Law, and Social Work) and cross-listed with WSGS.  You will receive a list of approved cross-lists for each semester in advance of registration.

Tracks of Study: Students must choose one of the following concentration tracks for at least three of their electives. (Dual-degree students will not be required to choose a concentration beyond their dual degree, but they may organize their electives around a concentration if they choose.) 

· Global and Transnational  

· Gender and Violence

· Bodies and Sexualities

· Religion and Ethics  

· Expressive Arts 

· Self-designed concentration (must be approved by the GPD based on a written statement explaining the merits of the proposed course of study)

You are allowed to count up to two 300-level courses towards the M.A. degree.  If you enroll in one of the approved 300-level cross-listed courses, you must make arrangements with the instructor to complete additional readings and graduate-level assignments.

Dual-degree students may not double-count SOWK courses for credit in both programs.

Capstone: 

As part of the M.A. program, all students must complete a capstone experience of their choice: an internship, a thesis, or a self-designed practicum.  (The dual degree programs with Social Work and Theology already have this requirement embedded within them.)  Upon completion of the program, all students give a capstone presentation -- reflecting on the culmination of their work in the program as well as future applications of their WSGS curriculum -- at the biannual WSGS capstone ceremony and celebration.  Along with the capstone presentation, students are required to submit a brief synthesis paper and annotated bibliography of ten sources in Women’s Studies and Gender Studies that have been influential to their work.  Students must enroll in WSGS 599 the semester before their capstone presentation; this is a zero-credit hour, tuition-free course consisting of informal meetings with the Graduate Program Director to guide students towards completion and to help them prepare for the capstone presentation.  
Thesis

If you choose to write a thesis, you will register for WSGS 500, thesis research, during your first semester of work on your project.  If you require two semesters to complete your thesis, you may register for WSGS 595, a tuition-free course, for the second semester.  At the beginning of this process, you must form a thesis committee (consisting of one director and at least one additional reader), develop a proposal (in consultation with your director), and submit this proposal online via GSPS.  You will also need to take UNIV 370, a one-day seminar on responsible research conduct.  If your research will involve human subjects, you must have your proposal approved by Loyola’s Institutional Review Board (IRB); see: http://www.luc.edu/irb/index.shtml.  There is a public defense at the conclusion of every thesis.

When writing a thesis, it is imperative to follow the formatting guidelines presented on the Graduate School webpage: http://www.luc.edu/gradschool/formatting.shtml.

Internship or Practicum

WSGS 498 is the course associated with both internships and practicums.  If you choose to do an internship, it is your responsibility to find an internship site (though the GPD can give you some recommendations).  Before you begin an internship, you must work out an agreement with your on-site supervisor that establishes your goals and responsibilities.  Practicums are generally creative, independent projects that fall outside the bounds of conventional courses or internships.  (Past practicums have included choreographing a dance performance, editing a magazine, and maintaining a blog/podcast.)  For either internships or practicums, you must keep a journal of your activities, report regularly to the Graduate Program Director, and submit a final paper to the GPD at the end of the term in which you are enrolled in WSGS 498.  See the GPD for further instructions and agreement forms for internships and practicums.
Independent Study
WSGS 499 is the course associated with independent studies.   Independent studies are designed to explore WSGS-related topics not covered in our regular course offerings.  It is your responsibility to find a faculty member to work with and to design your own syllabus.  The Graduate Program Director must approve all independent studies; there is an agreement form that must be signed by the student, the supervising faculty member, and the GPD.  Usually students are limited to one WSGS 499 during their time at Loyola.

Registration

Both new and continuing students must complete the process of registration before every semester in which they are either attending classes or writing a thesis. A schedule of courses for the upcoming term is available a few weeks before registration is scheduled to begin. In order to register for graduate courses you should first consult with the Graduate Program Director. Once your selections are approved, they will be entered into LOCUS by the GPD or yourself, completing the registration process. (You will probably need GPD assistance for registering for courses that do not have a WSGS prefix.)  It is your responsibility to check LOCUS to verify your registration each semester. Students must maintain continual registration throughout their years in the program or risk having to apply for reinstatement and pay a penalty and back fees.

Grades

The grading system used in the Graduate School is as follows:

	A
4.00

A–
3.67

B+
3.33

B
3.00

B–
2.67

C+
2.33

C
2.00

D
1.00

F
0.00
	I
Incomplete

W
Withdrawal

WF
Withdrawal, Failure

CR
Credit

NC
No Credit

AU
Audit


Graduate students are expected to maintain an average of not less than B (3.0). Those who fail to meet this requirement will be put on academic probation and may be dismissed.

Withdrawal

Withdrawal from graduate seminars is uncommon; however, students who do withdraw from a course must first consult with the Graduate Program Director before dropping the course in LOCUS. Students should check the academic calendar for deadlines on withdrawing for full or partial tuition refunds, and with a W or F grade. Students are responsible for withdrawing themselves from classes.

Incompletes

Faculty may assign the grade of I to a student who has not completed the assigned work by the end of the term. This grade is not assigned automatically; rather, it is up to the student to work out with the instructor a plan, including a deadline, for completing the work for the course. The Graduate Program Director must approve incompletes before they will be awarded. 

Under the Graduate School regulations, a student has one semester to complete incomplete courses. If the student does not turn in the work by the deadline, the I will automatically become an F.  Please read the policy on the Graduate School web page at http://www.luc.edu/gradschool/academics_policies.shtml#grades1.

Although it is not uncommon for graduate students to take an occasional Incomplete, it is of course better not to take an incomplete when possible. Making up an incomplete course often proves harder than students expect, particularly if much time has elapsed since the end of the course. In any case, faculty members have various policies regarding Incompletes, so it is advisable to discuss the matter with your instructor as early as possible if you anticipate the need for an Incomplete. No more than one I can be requested in a semester, unless there are extenuating circumstances (e.g., a serious illness). 

Graduation
It is the exclusive responsibility of all graduate students to inform the Graduate School office of their intention to graduate with an M.A. degree. Once you have determined when you will receive your degree (e.g., August, December, or May), you must apply for graduation through LOCUS. The Graduate School sets the deadlines (typically December 1 for a May degree, February 1 for an August degree, and August 1 for a December degree). Check the academic calendar for the Graduate School available through the main page of the Loyola website.  Though you may have your degree conferred in May, August, or December, there is only one graduation ceremony each year, held in May; see http://www.luc.edu/commencement/  .  

Leaves of Absence

Official leaves of absence are intended for students who wish to discontinue temporarily their graduate studies due to special circumstances (e.g., medical, personal, or professional reasons). A leave of absence postpones all deadlines concerning completion of degree requirements for the duration of the leave. A student requesting a leave must complete a Leave of Absence form and contact the Graduate Program Director, who then makes a recommendation on the student’s behalf to the Graduate School. Decisions regarding the approval of leaves of absence rest with the Graduate School.

Leaves of absence may be requested for a semester or for a full academic year. In order to be reinstated to active status, the student must notify the Graduate School in writing. Unless the student is granted a renewal of a leave, he or she must return to active status in the semester following its expiration. Failure to do so may result in withdrawal from the program.

Transfer Credits

It is ordinarily expected that all work for the Master’s degree will be completed at Loyola. Upon the recommendation of the Graduate Program Director, however, and with the approval of the Dean, up to six hours of credit for graduate work at another university may be counted toward the degree.

Academic Honesty

Although academic dishonesty can take many forms, in our field it manifests primarily as plagiarism. The Graduate School Catalog defines plagiarism as “the appropriation for gain of ideas, language or work of another without sufficient public acknowledgement that the material is not one’s own.” As a graduate student, you very likely have a good understanding of the boundaries of what is acceptable and what is not. If you are ever uncertain, it is of course best to consult the Graduate Program Director or another faculty member.

The penalty for an instance of plagiarism is, at a minimum, failure on the assignment, which may well be tantamount to failure in the course. A serious breach or a pattern of dishonesty can lead to expulsion from Loyola. Although quite rare in our program, cases have occurred in the past and have resulted in dismissal.

Grievance Procedure

Students, faculty, and administrators are strongly encouraged to resolve any problems they encounter in the academic process through informal discussion. If you are unable to resolve a problem with a member of the staff or faculty, or if you wish to lodge a formal complaint, you should first meet to discuss the matter with the Graduate Program Director. If the problem cannot be satisfactorily resolved by the GPD, it will be taken up by Director of the WSGS Program, who, if necessary, will refer it to a grievance committee.  The decision of that committee can be appealed to the Graduate School.  Students wishing to initiate a grievance must do so in writing to the Dean. Further information can be obtained from the Graduate School office.

Funding Opportunities

Master’s students are eligible for competitive T.A. and G.A. positions (2-3 available per year), and, the Graduate School offers competitive awards for research and community service that are open to M.A. students.  There are also a number of administrative assistantships available for graduate students across the University.  As the GPD receives information about any such opportunity, it will be forwarded it to the graduate student e-mail list.  

If you are interested in applying for student loans, see the following document: http://www.luc.edu/media/lucedu/gradschool/pdfs/Graduate_Student_Financial_Aid[1].pdf .

Teaching Assistantships

Applications for Teaching Assistantships will be reviewed every Spring.  Students who are interested in applying for a TA position (teaching WSGS 101) must take Feminist Pedagogies in their first year of coursework.  
