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All You Need To Know To Survive The Ed.D. Program 
Information and Procedures  

 

Application & Acceptance 

• Applicant submits and completes the application process. 

• Applicant completes interview and writing assessment. 

• Applicant is accepted into program and receives letter of acceptance. 

• Student completes any contingencies for acceptance (MA or Ed.S. conferral, 
prerequisite course). 

• Student receives emails with program information and instructions. 

• Student submits required registration documents. 
 
Coursework 

• Student completes coursework. 
o GRED 703, Statistics and Methods I, may transfer into the program. 
o Leadership in Teaching and Learning has five three-credit-hour classes and the 

six credit-hour dissertation course; LTL students take one class per quarter.  
o Higher Education Leadership has 14 three-credit hour classes.  HEL students take 

one to two classes per quarter.  

• Student follows specific class calendar. 

• Student can access financial aid, bookstore, grades, and more through myMBU, and 
choosing the Access option.  Doctoral students should change the term in myMBU to 
the doctoral quarter you wish to view.   

• MBU Student email will be used as communication throughout the program.  

• See Textbook document for books* required for each course. 
*books and/or editions may change  

• Students who do not complete the dissertation upon the completion of the coursework 
will register for GRED 770 Dissertation Continuation Coursework until the completion of 
the dissertation   

o GRED 770 includes a fee the equivalent to one doctoral credit hour.  
o Financial Aid (loans) is not eligible for GRED 770  

 
 

Dissertation 
The dissertation journey is composed of seven major steps. 

Any submission of a proposal or dissertation should be named Last Name_First Name_Date.  
 

1.  Committee Selection and Approval 
Selection of a committee chair and members requires considerable time and thought.  You (the 
student) do not want to rush this process.  Rather, allow the time necessary to find the right fit.   
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Leadership in Teaching and Learning: 
a. Committee: one committee chair and two committee members. 
b. Committee Selection:   

o Normally in the third quarter, but not before the second term of the program 
o Student emails doctorate@mobap.edu requesting assistance to form a 

committee.  Include in the email: 
1. Research topic or title 
2. Research method 
3. Age of those researching  
4. Do you have an outside committee member on board 

o The Ed.D. Office will provide suggestions for a potential Committee Chair.  The 
student then contacts the potential Committee Chair.  If both agree it’s a good 
fit, they discuss the MBU committee member.  

1. The Ed.D office may provide suggestions for the MBU Committee 
Member.  

c. Outside Committee Member: The third committee member can be from outside MBU.  
The Ed.D. office encourages partnering with someone from your school or district.  

o It is encouraged the outside member have a terminal degree.  However, if the 
chair and MBU member have terminal degrees, and the outside member is an 
expert in the field of research, he/she does not have to have a terminal degree.  

o To approve the outside committee member on the committee, the following 
items must be submitted at the time of the committee approval.  

1. Contact information: home address, phone number, email, the last four 
digits of social security number 

2. Credentials: vita and a photocopy of an unofficial transcript from the 
school where the terminal degree was received 

d. Committee Approval: 
o Student emails doctorate@mobap.edu, including: 

1. Names of the committee chair and two members who agreed to serve 
2. Contact information and credentials of outside member 

o Student will receive an email from doctoraloffice@mobap.edu via SignNow to 
complete the Petition for a Dissertation Committee.  Committee members will 
also receive this email to provide their electronic signatures.  

o When the signed Petition has been received, the Ed.D. office will send an email 
to the Student notifying the next steps in the process. The approval process can 
take 2-3 weeks.   

o Student and Committee will receive notification when the committee has been 
approved.   

e. GRED 780 – Dissertation Committee Communication: 
o Upon approval of the dissertation committee, the student and committee will be 

provided a course in Canvas titled, GRED 780 Dissertation Committee 
Communication.  This course provides information and procedures for the 
dissertation journey, as well as opportunities for communication and submission 
of dissertation chapters.   
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o Upon login, you will see your Dashboard and the courses assigned to you.  Find 
the one named Doctoral Dissertation Committee (GRED 780).  Choose this option 
to access the course.   

o Turn It In is the program used to verify students have not plagiarized in papers.  
In GRED 780 the student can submit the paper through “Turn It In – Student” as 
many times as wanted.  The student can find out the results to update the paper.  
During the MBU Expert/Final Reader stage, the student will submit the paper to 
“Turn It In – Chair” which will add the paper to the permanent database. 

o Note to Committee Chair – if the student has difficulty with Turn It In, please use 
these troubleshooting recommendations: 

1. Log into myMBU and choose the Learn option to open canvas.  The student shell 
will include his/her name as well as GRED 780 and DOC-YR#.   

2.  If the shell is DOC-YR19 or before, you will need to follow the steps listed in the 
attached Assignment document to adjust the settings.  The good news is this 
has been adjusted so for students in DOC-Yr20 and beyond will not have this 
requirement.  

3.  If you make the adjustments to the settings and still have difficulty, please 
reach out to mbuonlinehelpdesk@mobap.edu and Erik will be able to make 
things correct.   

o Helpful hint: Each person can subscribe to the discussion board threads to 
receive an email each time a post is made. And, you can adjust the notification 
settings to email your personal email as well as the MBU email.   

f. Committee Communication: 
o It is recommended at this point in the process the student and the entire 

committee meet (in person, via phone, virtually) to discuss the expectations of 
the dissertation journey.  Establish guidelines for communication.  

o The Chair will guide the process.  The student should follow the lead from the 
chair as to when to involve the committee members.   

o Feedback timeline – the committee has two to three weeks to read and provide 
feedback for each chapter.  

1. Committee members – please acknowledge receipt of the chapters and 
inform the Student when you expect to return feedback 

2. Student – expect to make multiple revisions of your chapters.  
g. Proposal Outline:  

o Upon approval of the committee, the student and committee will work together 
on the Proposal Outline.  The Proposal Outline can be used as a guide. 

o With the entire committee approval of the proposal outline, the student 
completes the Proposal Research Application and moves onto step 2.  
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Higher Education Leadership: 
a. Committee: one committee chair and two committee members. 
b. Committee Selection:   

a. In the fifth quarter the student will be sent an email from 
doctoraloffice@mobap.edu via SignNow to complete the Petition for a 
Dissertation Committee.  

b. Student submits his/her requests for a committee chair and member.  
c. The Committee Member can be from outside MBU.  (see c.) 

c. Outside Committee Member: The committee member can be from outside MBU.  The 
Ed.D. office encourages partnering with someone from your school or district.  

a. It is encouraged the outside member have a terminal degree.   
b. To approve the outside committee member on the committee, the following 

items must be submitted at the time of the committee approval.  
i. Contact information: home address, phone number, email, the last four 

digits of social security number 
ii. Credentials: vita and a photocopy of an unofficial transcript from the 

school where the terminal degree was received 
d. Committee Approval: 

a. Student completes the Petition for a Dissertation Committee using SignNow.  
b. When the signed Petition has been received, the Ed.D. office will send an email 

to the Student notifying the next steps in the process. The approval process will 
be completed by the end of the fifth quarter.   

c. The Director of the program assigns the committee chair and member roles.  
d. Student and Committee will receive notification when the committee has been 

approved.   
e. GRED 780 – Dissertation Committee Communication: 

a. Upon approval of the dissertation committee, the student and committee will be 
provided a course in Canvas titled, GRED 780 Dissertation Committee 
Communication.  This course provides information and procedures for the 
dissertation journey, as well as opportunities for communication and submission 
of dissertation chapters.   

b. Upon login, you will see your Dashboard and the courses assigned to you.  Find 
the one named Doctoral Dissertation Committee (GRED 780).  Choose this option 
to access the course.   

c. Turn It In is the program used to verify students have not plagiarized in papers.  
In GRED 780 the student can submit the paper through “Turn It In – Student” as 
many times as wanted.  The student can find out the results to update the paper.  
During the MBU Expert/Final Reader stage, the student will submit the paper to 
“Turn It In – Chair” which will add the paper to the permanent database  

d. Note to Committee Chair – if the student has difficulty with Turn It In, please use 
these troubleshooting recommendations: 

i. Log into myMBU and choose the Learn option to open canvas.  The student shell 
will include his/her name as well as GRED 780 and DOC-YR#.   
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ii.  If the shell is DOC-YR19 or before, you will need to follow the steps listed in the 
attached Assignment document to adjust the settings.  The good news is this 
has been adjusted so for students in DOC-Yr20 and beyond will not have this 
requirement.  

iii.  If you make the adjustments to the settings and still have difficulty, please 
reach out to mbuonlinehelpdesk@mobap.edu and Erik will be able to make 
things correct.   

e. Helpful hint: Each person can subscribe to the discussion board threads to 
receive an email each time a post is made. And, you can adjust the notification 
settings to email your personal email as well as the MBU email.   

f. Committee Communication: 
a. It is recommended at this point in the process the student and the entire 

committee meet (in person, via phone, virtually) to discuss the expectations of 
the dissertation journey.  Establish guidelines for communication.  

b. The Chair will guide the process.  The student should follow the lead from the 
chair as to when to involve the committee members.   

c. Feedback timeline – the committee has two to three weeks to read and provide 
feedback for each chapter.  

i. Committee members – please acknowledge receipt of the chapters and 
inform the Student when you expect to return feedback 

ii. Student – expect to make multiple revisions of your chapters.  
g. Proposal Outline:  

a. Upon approval of the committee, the student and committee will work together 
on the proposal.  The Proposal Outline can be used as a guide  

b. With the entire committee approval of the proposal outline, the student 
completes the Proposal Research Application and moves onto step 2.  

 
2. Proposal Research Application Committee 
When the student and entire committee approve the Proposal Outline, the student may 
complete and submit the Proposal Research Application (PRA).  

a. PRA Submission:  
a. Student electronically submits the PRA to doctorate@mobap.edu.  

i. Attach the PRA in WORD. 
ii. Attach approvals from all committee members.  This can be a PDF of 

original signatures or can be emails with written approvals 
b. Ed.D. office will send a detailed email about the next steps in the process.  

b. PRA Review & Approval: 
a. The Proposal Research Application (PRA) Committee reviews the application.  

i. If revisions are requested, the student will receive an email from the 
Ed.D. office with the requested revisions.  Student revises and resubmits 
the PRA.  

b. The PRA Committee approves the application. Student will receive a detailed 
email from the Ed.D. office with the approval and the next steps in the process.   
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c. While this step is usually relatively quick, based upon the time it takes student to 
provide revisions, it may take 1-2 weeks. 

c. Proposal: 
a. With the Proposal Research Application approval, the student writes the 

proposal (chapters 1-3), submits to the committee for feedback and revisions.   
b. When finished, the proposal, chapters 1-3, should look like the first three 

chapters of a dissertation.  
c. The proposal should include the title page, abstract, acknowledgements, 

dedication, table of contents, chapters, references, and appendices.  *The 
abstract, acknowledgements, dedication, and table of contents may not be fully 
complete at this point, but should be at least a page holder.   

d. Students should refer to the Current Ed.D. Student webpage for current 
templates and guides, particularly the Dissertation Formatting Guide.  Highly 
recommend viewing dissertations published on ProQuest Open Access. 

d. Outside Reader: 
a. With full committee approval, the student submits the proposal to 

doctorate@mobap.edu.  
i. Prior to submission, check everything is double spaced.  Word defaults to 

spaces before or after paragraphs, so check the page layout settings and 
change before and after to 0 pt.   

1. Do not worry about making the paper “pretty”.  At this point 
everything should be double spaced.  We take care of the “pretty” 
during the polishing stage.  

ii. Insert page breaks at the end of each major section (title page, abstract, 
acknowledgements, dedication, table of contents, at the end of each 
chapter, references, appendices.  

iii. Complete a reference check.  (1) Using Find, go though each reference on 
the reference list to confirm it is in the text, and (2) go through the text 
and confirm each citation is listed in the reference list.  Print out the 
reference list and mark off as you go through the text.  Pay close 
attention to spellings and dates.   

b. The proposal is submitted to an outside reader for review of grammar and APA.  
Feedback, returned in 2-3 weeks, is sent to the Committee Chair who will share 
with the student.  Student makes the revisions.  

c. The revised proposal does NOT need to be resubmitted to the Ed.D. office.  The 
outside reader will reread the first three chapters during the final reading.   

d. Student receives an email from the Ed.D. office when the proposal has been 
submitted to an outside reader and the student can begin the IRB application 
process.   

 
3. IRB 
Prior to collecting ANY data the student must receive approval from the Institutional Review 
Board.  The IRB application and approval process can take 4-6 weeks.   

a. IRB Training: 

mailto:doctorate@mobap.edu
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o All students and committee members must have on file a Certificate of 
Completion of the IRB training.   

o Certificates are valid for three (3) years. Certificate emailed upon completion of 
the training.  

o Link to complete the training via Google forms: 
https://forms.gle/XJMaYKz6ZfJEi4oD8  

b. Application Preparation: 
o Student completes Non-Course Based Research IRB Application, 

http://www.mobap.edu/student-life/institutional-review-board/ .  
o Refer to the IRB Information for Researchers and Committee Members to avoid 

common mistakes on the application.  The IRB webpage also provides template 
forms researchers may use.   

c. Application Submission: 
o Submit the application in Word format to irb@mobap.edu.  

▪ Sign Now will be used to obtain the researcher and committee chair 
signatures, so that page does not need to be signed.  

o Include all supplemental materials – district approval letter to conduct research, 
consent letters, surveys, questionnaires 

o Reference the appendices within the application 
o Committee Chair will be sent an email to confirm approval of submission.  

d. IRB Screening: 
o When the IRB application is received, Student will receive a detailed email 

outlining the next steps of the process, including the screening.  
o Student makes revisions from the initial screening and returns application.  
o Application is sent to the IRB screener who provides feedback with comments.  

Student should expect to make revisions.  Student returns revisions, revisions are 
sent back to the screener, and follows this pattern until the screener approves.  

o IRB application is submitted to the IRB committee.  Student is notified each time 
the application is submitted.  Student is notified if revisions are requested.  

e. IRB Approval: 
o IRB approves the application. 
o Approval letter is sent to the Committee Chair, who shares with the Student.   
o Student may now gather and analyze data.  

f. Next Steps: 
o Student uses data to write chapters four and five.  
o Student submits chapters to committee for feedback and review.   
o Student uses the revised chapters 1-3 and changes the future tense to past tense 

in reference to their own study.  
o Student should submit the paper to “Turn It In – Student” to confirm the score is 

less than 20%.  
o When the full committee approves all five chapters, the entire paper, student 

moves onto the next step – MBU Expert and Final Reader.  
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4. MBU Expert and Final Reader 
After the entire committee approves the entire paper, the paper is submitted to be reviewed by 
the MBU Qualitative and Quantitative Experts and the Final Reader for grammar and APA.  

a. Final Paper Submission: 
a. Student submits the final paper to doctorate@mobap.edu. 
b. Student will receive two emails about the next steps in the process and 

completion of the graduation application.  
c. All members of the committee will receive an email asking for a reply, confirming 

approval of the final paper submission.  
d. Student should submit the final paper through “Turn It In – Chair.”  This will put 

the paper in the permanent database.  The Chair will receive the results and 
confirm it is less than 20%.    

b. MBU Expert: 
a. The dissertation is submitted to the MBU Experts for review of chapter four, 

methodology.  If none or minor revisions are requested, the paper will move 
onto the Final Reader.  If major revisions are requested, the Ed.D office will 
return the paper to student to make the revisions prior to submission to the 
Final Reader.   

c. Final Reader:  
a. The dissertation will be reviewed by an outside Final Reader.  Ideally, this will be 

the same outside reader that reviewed the proposal. The reader will identify 
errors in grammar and APA.  The reader has two to three weeks to read, review, 
and provide feedback.  The student will be provided feedback, make the 
revisions, and resubmit.  The reader will confirm the revisions.  Any revisions not 
corrected will be resubmitted to the student for correction; this process will 
continue until the Final Reader approves the dissertation.   

b. When the Final Reader approves the revisions, Student will be sent an email 
about scheduling the oral defense.  

 
5. Oral Defense 
The student will defend the research study and conclusions before the dissertation committee, 
faculty, and other graduate students.   

a. Oral Defense Scheduling: 
o Student will receive a detailed email from the Ed.D. with instructions for 

scheduling the oral defense.  
o All committee members must attend.  
o Oral Defense is scheduled at least two weeks in advance.  
o Ed.D. office sends an email invitation to Faculty and Ed.D. students.  No family or 

friends are permitted to attend.  
o Ed.D. office sends a confirmation email of the scheduled day and time. Student is 

responsible for informing the committee.  
b. Oral Defense Preparation: 

o Student receives a preparation email that includes a guidelines handout to 
prepare.  
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o Student works with Committee Chair to prepare.  
c. Oral Defense Presentation: 

o Presentation should be 20 minutes in length.  
o Any handouts at the defense are the responsibility of the Student. A copy of the 

abstract is required.  A biography is recommended.  If the oral defense is 
conducted virtually, the presentation is also recommended.   

o Committee and Ed.D. Office Representative ask questions.  
d. Post-Oral Defense: 

o Student will learn shortly after the oral defense if he/she passed the oral 
defense.  

o Committee and Student complete the required paperwork.  
o If the Committee requests any revisions to the dissertation, student will update 

the dissertation, using the version approved by the Final Reader.   
e. Important Notes: 

o If the Student does not pass the first Oral Defense, the Student will work with 
the Committee to schedule and complete a second Oral Defense after 
completion of the first attempt.  The second Oral Defense is the final attempt 
granted.  

o The Oral Defense is not the final step in the Dissertation.  The dissertation will be 
reviewed and approved (in the next step) before the final approval, and the 
granting of “Doctor” is bestowed.   

 
6. Final Submission 
The dissertation is reviewed by the Director of the Ed.D. program and the Associate Vice 
President for Graduate Affairs.  

a. Final Paper Submission: 
o After the successful oral defense, Student receives an email from the Ed.D. office 

to submit the final dissertation.   
o Director of the Doctor of Education program reviews and approves the 

dissertation.  
o Associate Vice President for Graduate Affairs reviews and approves the 

dissertation.   
o Review and approval can take 2-4 weeks.  

b. Final Paper Approval: 
o LTL students only: GRED 786 grade is changed to ‘A’.  
o Ed.D. office sends out an email to Faculty and Students with approval of the 

dissertation, announcing MBU’s newest “Doctor of Education.” 
o Degree will be conferred at the end of the quarter in which the Dissertation 

receives final approval. 
 
7.  Polishing & Publication 

a. Polishing: 
o Approximately the day after the final approval email announcement, Student will 

receive an email with instructions for polishing and publication. 
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o Polishes include feedback from the Director and Associate Vice President and 
formatting items for publication.  

o Student will receive the dissertation with the approval page inserted.   
o Student will be asked to: 

▪ Make requested revisions within text 
▪ Update approval page 
▪ Answer question about figures and tables 
▪ Provide de-identification information 

o Ed.D. office will work with the student to complete the requested polishes.  
Approved dissertation will be named Last Name_First Name_FINAL. When 
approved, student will receive instructions for publication.  

b. Publication: 
o Publication will take place through ProQuest 
o Through ProQuest, student is required to purchase a copy for the MBU Jung 

Kellogg Learning Center.  
o Student will be provided Publishing to ProQuest for MBU Doctoral Graduates to 

assist in uploading to ProQuest.   
o Student will log into UMI ETD Administrator (www.etdadmin.com/mobap) or 

through the link on the MBU website. 
o Student will follow the prompts to upload dissertation onto ProQuest.  
o Ed.D. office will monitor and release publication. 

c. Diplomas & Transcripts: 
o Degree conferral occurs at the end of the quarter in which the final approval is 

given.  
o Diplomas and transcripts are available at the end of the quarter after degree 

conferral.  
▪ Balances must be zero before transcripts are released.  
▪ To send the diploma, the following must be satisfied: 

• Degree conferred 

• No holds on student account 

• Zero balance 

• Dissertation published to ProQuest.  
 
Commencement 

• Commencement at Missouri Baptist University occurs once a year, in the spring.   

• Upon completing this important milestone, you will walk in commencement and be 

hooded by your Committee Chair.  

• Depending on when you complete your dissertation, your degree will be conferred at 

the end of that quarter, but you may walk in the following year’s commencement. 

• To be considered eligible to participate in commencement ceremonies, the student 

must submit the committee approved final dissertation to the Ed.D. office 

(doctorate@mobap.edu) by January 31, to start the final steps of the dissertation.   
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Miscellaneous 

• GRED 770 Dissertation Continuation Course: 
o If you do not fully finish your dissertation by the end of your program, you will 

enroll in GRED 770, Dissertation Continuation Course, each subsequent quarter 
until the final approval of the dissertation.  

o This is a continuous enrollment program.  
o GRED 770 has a fee the equivalent to one credit hour; the fee is not eligible for 

student loans.  

• Bookmark these sites: 
o Doctoral Students:  http://www.mobap.edu/academics/current-doctoral-students/ 
o IRB:  http://www.mobap.edu/student-life/institutional-review-board/ 
o Records:  http://www.mobap.edu/academics-overview/academics-records-registrar/ 
o Student Portal: https://portal.mobap.edu/student/login.asp 
o Canvas:  https://mobap.instructure.com/login/ldap 
o MBU: http://www.mobap.edu  
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