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Part I: Welcome & Getting Started

Welcome from the Program Director
On behalf of the faculty of the Higher
Education Leadership Department and the
National College of Education, I am so
pleased to welcome you to our community
of practitioner-scholars. We are honored
you’ve chosen to work with us as your
partner in earning your specialist and/or
doctoral degree(s) in the study of postsecondary education, and look forward to living up
to the trust you’ve placed in us as your scholarly home for the next few years.
Our program was designed from the ground up to be a modern, relevant, kind, and
adaptable approach to earning your terminal degree while balancing work, family, and
other important commitments in each of our lives. We take pride in our approach to make
this degree program one that fosters success with our candidates as they define it. In the
pages that follow, you’ll see how we plan to support you in achieving your goals through
the design of the program, the work of doctoral candidacy, the people and other
resources ready to work with you, and the overall guidelines and policies that influence
our work together. You’ll also find great advice and helpful tips from current students and
alumni – highlighted sections we call “HEDlines” – interspersed throughout the pages that
follow. This expert guidance from your peers is truly not to be missed!
Welcome, again, to our community of
practitioner-scholars. There’s so much good work
to be done, and we’re glad you’re here.
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Program Vision & Call to Excellence
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HED Student Union
In addition to this Toolkit, our program makes use of a collaborative, online resource space: The HED
Student Union. The HED Student Union, accessible within the NLU D2L system, has numerous resources,
forms, documents, and other information that you’ll find useful at multiple points throughout your scholarly
journey with us. It includes, for example, the electronic forms you’ll use for your capstone and committee,
collaborative space for each cohort to meet and share resources including your cohort course schedule, a
video directory of our faculty, preview information and sample syllabi for each of our courses, and so, so
much more. It was truly designed to replicate a physical student union as we see on many college and
university campuses, the space for centralized resources, informal gathering, and go-to support.
Furthermore, while this Toolkit is reviewed annually for revisions, the Union can be immediately updated to
include the newest information and latest developments and opportunities. This Toolkit and the Union are,
therefore, intended to complement one another as comprehensive, dynamic,
actionable resources for your success.
To that end, wherever you see the icon to the right within this Toolkit, it is an
indicator that additional resources and interactive information on that topic
are available for you in the Union.
To Access the HED Student Union on D2L:
1. Log into D2L at
https://d2l.nl.edu.
2. On the bar displaying terms,
scroll over to and click “NLU
Communities.”
3. You will see the HED Student Union on this
tab, and can click on it to enter the Union.
4. Helpfully, you can also pin the Union to your
own personal D2L homepage for easy future
access. To pin, click on the menu in the
upper-right corner of the HED Student Union
box, which looks like three horizontal dots.
Click on “Pin.”
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Curriculum Structure & Program Design
Students admitted to the HED program generally take courses in the following five-phase
sequence:
Phase 1: Gateway
Course Name
HED 600: Higher Education in the United States
RES 600: Introduction to Doctoral Studies and Research

Semester Hours
3 SH
3 SH

The two program gateway courses act as an entry point to both the study of
postsecondary education as a socio-historical institution, as well as to the
experience of being a doctoral student and practitioner-scholar. Both courses
are pre-requisites for the rest of the program, and must be completed prior to
advancing to phase 2.
Phase 2: Core Program Core & Electives
HED 620: Leadership and Governance in Higher Education
HED 622: Strategic Marketing and Enrollment Management
HED 624: Finance and Budgeting in Higher Education
HED 626 Legal Issues in Higher Education
HED 630: Academic Affairs: Faculty, Curriculum, and
Assessment
HED 632: Student Development Theory
HED 634: Quality Assurance in Higher Education

3 SH
3 SH
3 SH
3 SH
3 SH
3 SH
3 SH

Electives: Choose 9 semester hours from the list of courses below:
(3 semester hours for Ed.S.)
CCD 615
CCD 620
HED 689
HED 690
HED 691
HED 695
HED 697
LAP 693
MGT 635
OBD 633
OBD 650
OBD 651

Psychological Foundations of Teaching and Learning
Epistemology of Learning, Teaching and Inquiry
Directed Study in Higher Education
Internship in Higher Education
Field Experience in Higher Education
Special Topics in Higher Education
Consulting Project in Higher Education
Seminar in Program Evaluation
Strategic Fundraising and Philanthropy
Organizational Effectiveness and Development
Culture of Learning Organizations
Diversity and Inclusion in the Organizational Culture

The program core, complemented by the student’s choice of elective(s),
provides a comprehensive foundation for understanding the functioning,
leadership, social implications, and ethical issues of a modern higher
education institution. Through each of these required courses, which may be
taken in any order within phase 2, students build a comprehensive overview of
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higher education generally, as well as with regard to one particular institution
at which they will conduct their institutional study (Ed.D. and Ed.S.) and
capstone or dissertation (Ed.D.).
Please note that while any of the above elective courses are pre-approved by
the program, students are also encouraged to propose other options for
consideration in the spirit of individualized doctoral exploration. Electives
should be chosen in close consultation with the student’s faculty advisor, and
any electives not appearing on the pre-approved list above must be approved
by the program director in writing.
Phase 3: Institutional Study stitutional Study
HED 650: Institutional Study
HED 681: Doctoral Colloquium in Higher Education I

3 SH
0.5 SH

Offered at the end of the program core sequence, the institutional study
represents the first chapter of a student’s capstone document (Ed.D.) or a
comprehensive culminating paper in its own right (Ed.S.), and provides a clear
overview of the unique factors contributing to the college or university at which
the student will conduct their capstone research (Ed.D.). HED 650 guides
students in editing and compiling their prior coursework in close consultation
with their advisor.
Students present their institutional studies during a scheduled Doctoral
Colloquium, an open event for the NLU and external communities to view and
share feedback on students’ research. This experience prepares students to
share their work in academic conferences, professional presentations, and
other scholar-practitioner settings. Additionally, the completion of HED 650
and HED 681 serves as an exit point for students to be awarded the Education
Specialist (Ed.S.) degree.
Phase 4: Doctoral Research Research & Writing
HED 671: Doctoral Research in Higher Education I
HED 672: Doctoral Research in Higher Education II

2 SH
2 SH

HED 682: Doctoral Colloquium in Higher Education II

0.5 SH

HED 673: Doctoral Research in Higher Education III
HED 674: Doctoral Research in Higher Education IV
RES 652: Quantitative Research Methods
RES 654: Qualitative Research Methods

2 SH
2 SH
3 SH
3 SH

In the eight-credit HED 671-674 sequence, students complete individual
chapters of their capstone document through specific benchmarks tied to
course completion. HED 671, for example, guides students through
completion of the literature review, which constitutes chapter two of the
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document. In HED 672, students complete the methodology and study design
(chapter three).
At this point, they enroll in HED 682, a half-credit milestone wherein students
present and defend their proposed study before the capstone committee.
Following successful completion of this milestone, students enroll in HED 673,
completing their data collection and analysis (chapter four), then HED 674,
wherein they synthesize their research into practical conclusions,
recommendations for institutional practice, and suggested further research,
completing the final chapter of the capstone document.
Phase 5: Capstone 5: & Editing
HED 699: Doctoral Capstone in Higher Education

3 SH

Following successful completion of all course milestones at the 670 and 680
levels, students enroll in HED 699 in their final term. This three-credit
enrollment encompasses defense preparation in consultation with the faculty
advisor, defending the capstone before the student’s committee, and
incorporating committee feedback into a final version of the document.
Students are awarded the Ed.D. upon completion of this final milestone.
The final capstone document, then, is a five-chapter document, with (typically)
the following structure:
Chapter 1: Introduction & Context (Institutional study, relevant factors,
statement of research question(s))
Chapter 2: Literature Review
Chapter 3: Methodology & Study Design
Chapter 4: Findings, Data Presentation(s) & Analysis
Chapter 5: Implications, Conclusion, and Suggestions for Practice
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Program Roadmap
This roadmap offers another way to think about the design sequence and interconnected
structure of the HED doctoral and specialist degree programs at a glance.

HED Candidate Toolkit

10

Earning Both Your Ed.S. & Ed.D.
Uniquely, NLU HED students can earn both an Education Specialist degree (Ed.S.) and a
Doctor of Education degree (Ed.D.) separately or consecutively through successful
completion of the academic curriculum. The Ed.S. is a post-graduate degree recognized
as signifying practical expertise in the work of postsecondary education and leadership,
and often leads to promotion or other career advancement. Put most simply, an Ed.S. can
be considered as a degree “in-between” a master’s and a doctorate, with all the rights,
privileges, and responsibilities that apply. The Ed.D. is the terminal degree for practicing
educators and educational leaders, meaning it marks the peak of formal educational
requirements in the field. Holders of either or both of these degrees are, therefore, eligible
to serve in upper- and executive-level leadership roles by virtue of their experience and
institutionally-certified expertise.
In our program, students earn the Ed.S. upon
successful completion of the first 36
semester hours of coursework, and can
continue forward to earn the Ed.D. by
completing an additional 24 semester hours
of research, elective, and dissertation
courses, including in the proposal,
completion, and defense of a dissertation or
capstone project. Chronologically, HED
students typically earn their Ed.S. after
completion of HED 650: Institutional Study,
which is the typically the midpoint toward the
doctorate. Students should contact their
academic advisor to confirm registration
toward both the Ed.S. and Ed.D. if so
desired.

Core Topics
Each of us brings a unique set of perspectives, beliefs, identities, prior experiences,
expertise, and values into our work together. These individual factors influence the ways
we see and experience the world around us, and often act as the lenses through which
we study the leadership of postsecondary educational organizations. To that end, while
all doctoral programs in higher education cover similar functions and facts, the core
topics identified below are the specific lenses we often use in our program. You’ll find
these topics as common themes across courses, faculty, and assignments, so we think
it’s important to mention and define them here.
Educational Justice
Separately from notions of equity, equality, inclusiveness, diversity, or tolerance, we focus
heavily on the pursuit of educational justice across the HED program. By focusing our
attention on justice, we seek not only to foster inclusive, equitable, diverse postsecondary
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spaces, but also to identify root causes and influence and dismantle systemic and
structural barriers to educational attainment and success. Put another way, for example,
we focus not on simply how to recruit a more diverse postsecondary student population,
but on changing what has been preventing a diverse student population in the first place.
As a result, we can work and advocate toward ending those extant barriers, power
structures, and/or systems of oppression.
Here’s a practical example of enacting educational justice:
The cost of textbooks and other learning resources can often be prohibitive for
many students, acting as a de facto barrier to access even after gaining admission.
Therefore, a justice-oriented approach calls us to find ways to remove this
structural barrier. In our program we limit the cost of textbooks and other
materials to an average of $45 per course, with the vast majority of our
textbooks available as free e-books through the NLU Library. We also make
extensive use of open educational resources (OER) whenever possible. External
and in addition to our use of OER at NLU, our justice mission means we also
advocate for the use of OER as a field-wide commitment to removing financial and
other accessibility barriers to accessing educational materials beyond our own
institution.

Equality, Equity, and Justice

(Xiong, 2017)

Importantly given the nature of our
program in the study of postsecondary
education, we pursue educational justice
both for and with our students, meaning
we both seek to provide a just doctoral
program for our students, and seek to
empower students and alumni to enact
justice in their own communities,
institutions, and other spheres of
influence.
Furthermore, students and faculty
should know our commitment to
educational justice means that we are
always open to learning ways to improve
in seeking to achieve these goals
together.

Post-Traditional Students
We talk a lot in the field of postsecondary education about “nontraditional” students, who
are loosely defined as any person outside the historic, stereotypical notion of a college
student, e.g., an affluent, white, cisgender male, 18-24 year-old person attending a
public, residential, four-year university. Therefore, anyone who does not fit within that
limited notion of “traditional” is typically labeled “nontraditional” and positioned as an
other who must be accommodated.
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We reject this notion in recognition of its outdated and inaccurate portrayal of the
contemporary college student. Instead, our community of practitioner-scholars focuses
on post-traditional students in recognition of the outdated, exclusionary nature of the
traditional/ nontraditional dichotomy.
In the present era, the vast majority of US college students simply do not match the
“traditional” definition (e.g., most attend community colleges, identify as women, etc.),
and we seek to influence both our focus and our lexicon to better understand and
represent the contemporary postsecondary environment. Post-traditional students are the
norm, and we strive to make this clear in our work.
US Postsecondary Institutional Sectors
In the US, postsecondary education is provided via a tapestry of various types of
institutions (e.g., community colleges, regional comprehensive institutions, historically
Black colleges and universities, tribal colleges and universities, Hispanic-serving
institutions [like NLU!], and many others). Importantly, this diverse array of institution
types or sectors must be understood in order to contextualize the work of any one
particular college or university. Each of these sectors exists for particular reasons, serves
a particular population, and responds to particular challenges or circumstances in the
larger environment. Unique in the world, the US higher education “system” is, in fact,
anything but systematic.
Ethical Leadership
What do we draw upon as leaders when we’re faced with tough decisions, competing
priorities, scarce resources, and serious human implications for our choices? Often, our
personal ethics and values, potentially in alignment with those of our institution and
institutional sector, become the quickest-to-access tool in our decision-making toolbelt.
In our work together across the program, we’ll focus on uncovering these institutional and
personal guiding philosophies, exploring the differences between espoused and enacted
ethics, and intentionally strengthening our own individual sense of self as an ethical
postsecondary leader.

The Work of Doctoral Candidacy
A Week in the Life
For your convenience and planning purposes, you’ll find that most of the courses in our
program follow a fairly similar weekly structure. We do this for multiple reasons, but most
importantly, because this consistency can help you develop your own personal
workflows, schedules, plans, and timelines. Each of us has an individual set of demands,
time constraints, family or other personal commitments, and it’s important to maintain
these while pursuing a doctoral degree.
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By necessity, we each will develop our own
processes and time management strategies
to successfully balance scholarly work with
personal commitments, hobbies, and the
other aspects of life that enrich us all and
keep us going. So, this regular weekly
structure is intended to be useful in
cultivating your own workstyle and ensuring
your specialist or doctoral studies fit within
and enhance your life, rather than
overwhelming it.
With the exception of some elective courses
external to our department, all courses in
the HED program follow a 10-week, 10module structure. Within each
week/module, you’ll typically find a variety
of learning activities including readings and other static resources, videos, data reports,
collaborative discussions, and written assignments. Unless indicated otherwise, each
week follows a rhythm of Monday-Wednesday-Sunday as key points in athe week.
Each module will officially begin on Monday. On Wednesday, your initial participation in a
collaborative activity is due as a mid-week check-in. These collaborative activities
typically take the form of asynchronous discussion forums, active close readings via
Hypothes.is, peer reviews, or other ways to come together as a community while
respecting individual time constraints. On Sunday, any papers or other assignments are
due, as is final participation in that week’s collaborative activity.
Keep in mind, of course, that while each module begins on Monday of the respective
week, every module of the course is always open and available for you regardless of
which week it is. That said, individual courses and faculty may have specific time-bound
activities, such as discussions, that are only accessible in the assigned week, given the
nature of the task as a collaborative activity.
You’re welcome to read ahead and consider
how to balance the work of the course with your
other life commitments. Additionally, note that
online course spaces open via D2L two weeks
prior to the start of each term so that you have
time to prepare as you wish. After a course ends,
it will remain available to you within the D2L
system should you want to refer back to it or use
resources from the class at a later time.
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Interrogate Every Idea
In many ways, the work of doctoral education is training yourself to be a critical consumer
of information. We call this interrogating ideas. When reviewing data, reading course
materials, consuming published research, or even considering news and other media, you
should ask yourself the following types of questions:
1. Who is the author or creator of this work?
a. What’s their agenda?
b. Do they have particular goals, funding, or affiliations that influence the work?
2. Do the conclusions and points being made accurately represent the presented
data?
a. What other explanations might there be?
b. What hasn’t been addressed?
c. Was the research methodology appropriate to answer the question(s) at
hand?
3. Are multiple perspectives considered and adequately addressed?
4. Who is unrepresented?
5. Whose voice(s) are we not hearing? Why not?
6. What, if anything, would you do differently?
7. Do your own experiences and expertise align with the things you’re reading?
Expand them? Refute them?
Over time, you’ll likely find this active, critical approach to reading and thinking about your
work becomes second nature. Importantly, though, it takes time to get there. That’s why
you’ll find that many of the learning activities we’ll engage in together are designed to
foster this type of habitual critical thinking, and help you build and strengthen these
cognitive muscles. It really is a matter of training, and eventually, you’ll likely find
interrogating ideas to become instinctual with active effort.
Cultivating your Scholarly Identity
Often, we are trained as students to take in, synthesize, and report existing information as
determined by a teacher or professor prior to our presence in a course. At the doctoral
level, however, the nature of your work is instead that of a budding scholar. It can take
time to adopt a scholarly mindset, so our program
is designed to increasingly challenge you to
cultivate a personal scholarly identity.
What this will look like for each student is
different, driven by your life experiences,
expertise, perspectives, values, interests, selfawareness, self-efficacy, and goals. The
important thing at this point is to begin thinking of
yourself increasingly as a scholar and
decreasingly as a student.
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You certainly have your own vast wealth of expertise prior to enrolling in a doctoral
program, and our goal is to help you uncover this expertise, connect it to the study of
postsecondary education leadership, and put it to use in inquiry, discovery, and mastery.
When you hear faculty discussing your “scholarly identity,” this is what we mean. You do
not need to wait for anyone’s permission to begin seeing yourself as an active participant
in the future direction our field and its work, and as someone with important contributions
to make and things to say.

Your Cohort & Colleagues
Why a Cohort Model
The Higher Education Leadership program operates on a cohort model because we
believe, and research data (e.g., Burns & Gillespie, 2018; Santicola, 2013; Wolfe, Berger,
& Seamster, 2018) confirm, it benefits students and improves the student experience.
There are a great many benefits to operating within a cohort model. First, your course
schedule is almost completely pre-planned for you, leaving some flexibility for electives,
including possible internships and other experiential learning. Second, the cohort model
gives you the opportunity to build strong, lasting relationships among a small group of
your peers. This allows development of both working and personal connections – and for
many, the true joy of graduate school – that contribute to your success in the program
and your long-term network in higher education.
Cohort Resource and Activity Suggestions
As each cohort is comprised of unique individuals with their own goals, motivations,
interests, and strengths, each cohort in our program will over time develop their own
specific rapport, relationships, work styles, and support structures. Having said that, here
are some common activities prior cohorts have found valuable to consider as a starting
point:
• Reading Groups: Divide course readings among the group, whereby each person
reads a subset of the assigned texts, and exchanges notes with the others.
• Lunchtime events, or other informal social gatherings between and/or after
Saturday residency meetings.
• Shared citation manager software libraries or groups to organize references and
materials used across the program.
• Birthday or other special occasion calendars can be created for your cohort in any
calendaring software (iCal, Google Calendar, Outlook, etc.) and then shared for
colleagues to subscribe to on their own calendars.
• Collaboration on presentations at the Annual NLU Doctoral Research Symposium,
external professional associations, or other scholarly and practitioner events.
• Writing retreats at a person’s home or a favorite café or library location (or the NLU
doctoral student lounge on the Chicago campus!).
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Part II: Resources & Support
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Your Advising Team
Two types of advising are provided for HED students:
Academic advising, provided by a university-assigned advisor, who assists students in
managing their academic schedule, enrollment procedures and issues, signing up for
courses, submitting appeals or other forms as needed, and other academic administrative
functions. Academic advisors ensure that students follow academic curriculum and adhere
to university policies. They also will complete and keep an eye on your degree evaluation
and overall progress, ensuring your timely completion of the degree program.
Faculty advising, unique to post-graduate degree programs like ours, is provided by
program faculty who are assigned after the student’s admission. Each HED student is
assigned a particular member of our faculty based upon shared interests and goals. The
faculty advisor’s responsibilities are to:
1. Provide the student with information regarding program requirements, timelines, and
performance standards.
2. Assist the student in making decisions
about electives, internships/practica,
professional and/or scholarly experiences,
and the like.
3. Assist the student in identifying areas of
research interest and pursuing these and
other scholarly interests.
4. Assist the student in identifying faculty to serve on the capstone committee.
5. Ensure that the student meets all requirements for the completion of their degree in a
timely fashion.
6. Provide assistance to the student when needed.
7. Serve as an advocate for the student as needed and appropriate.
8. Assist the student in planning and arranging their capstone data-collection
experiences, when applicable.
HED Candidate Toolkit
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Based upon shared scholarly and practice interests, developed rapport, and other
relevant factors, students may request to work with a different faculty advisor at any time
prior to enrollment in HED 650.
A student-initiated change of advisor may be made once throughout a
student’s enrollment in the program, and is to be made in consultation
with the present advisor and proposed new advisor, and with final
approval by the program director, in the following manner:
While program and college administrators will work to honor student
requests regarding a change in advisor, they cannot be guaranteed,
and are subject to faculty capacity, NLU HR policy, and other relevant
factors which may be outside individual student and faculty control. To
request a change of advisor (a student-initiated process), the student should first
communicate directly with both the current and proposed new advisor to confirm the new
advisor’s willingness to take on this responsibility. Then, once informing both faculty
members and securing the new advisor’s agreement, the student should inform the
program director via the electronic Request to Change Faculty Advisor form available
within the HED Student Union.
It is expected students will meet with their faculty advisor a minimum of one time per term
during the pre-capstone phases of study, and once per month during the capstone
experience.
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Personal Logic Model

How do the actions you take and plans you set today contribute to achievement of your
personal and professional goals? How about the goals and outcomes for your institution,
community, society, or other collective?
Taking some time to think through this personal logic model – and then discussing with
your faculty advisor – is a tremendously helpful foundation for your success as a doctoral
candidate. Please make use of the guidelines on the next page as you think about
developing your own personal logic model for your doctoral studies.
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Logic Model Guidelines and Suggestions
1. The logic model is read left to right, with things to the left influencing the achievement
of things to the right. Interconnections between the columns should be clear and
explicit. Remember the IF à Then process to read logic models. It should be clear
how activities will lead to outcomes. No outcomes should come as a surprise when
reading left to right.
2. Add more specificity - you get beyond the first goal column, try to be concrete and
specific as possible when describing yourself and what you will do
3. Follow columns closely. For example, “attributes” should only include information
about you as opposed to what you plan to so.
4. For the attributes column, people have a tendency to list their jobs or projects.
However, it is even more helpful if the items in this column are presented as
attributes, that is strengths, challenges and skills that you have gained from your
experiences. This allows the reader to clearly see your skills and areas to work on, as
opposed to having to guess what it takes and what you’ve developed while doing
X,Y, or Z work.
5. Make sure outcomes are worded as outcomes (e.g., “As a result of X, I will achieve
Y”).
6. Ask yourself, “How are my activities leading to the development of this skill set or
outcome?“ Ask yourself this question for each and every outcome.
7. Ensure you have parallel structure in your starting words within a column (try to be
consistent in terms of tense, word endings, tense, short phrases vs. full sentences,
capitalization etc…)
8. Be more concise. When writing in bullets, better to use short phrases as opposed to
full sentences. Eliminate extra “fluff/filler” and connection words.
9. Be sure to proofread.
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Annual Progress-to-Degree Assessment
In addition to major discrete milestones (e.g., institutional
study, capstone), ongoing educative assessment occurs
based on a belief that assessment should be deliberately
designed to improve and inform student performance. At the
close of each quarter, academic performance is reviewed by
the program administration in consultation with students’
faculty advisors.
An annual progress-to-degree form will be completed by both students and advisors in
order to track development and achievements over the course of an academic year, as
well as to set goals for the year ahead.
These forms are intended to be completed first by the student as a reflective selfassessment, then used to guide a conversation with the student and advisor, and finally
submitted to the program director’s office for filing.
Annual progress-to-degree forms are due to the program director within two weeks of the
completion of a student’s first term in the program (or completion of both RES 600 and
HED 600, whichever is later), and then due annually from that point forward. For example,
a student who completes RES 600 and HED 600 in term one will submit annual review
forms at the close of terms one, five, and nine.

Library Resources
NLU’s Libraries offer a wealth of terrific
resources, and HED students typically
become acquainted with these during RES
600: Introduction to Doctoral Studies and
Research. In addition to finding and
acquiring journal articles, books, and
ebooks, the NLU Libraries also maintain
robust and frequently-updated research
guides, including on higher educaiton
leadership and adult learning. Librarians also
hold regular workshops – often available
remotely via Zoom – on topics including
getting started on research, developing your
topic and focus, and so much more.
Librarians are also available for individual
consultations and extra help anytime.
Additionally, NLU participates in multiple interlibrary loan consortiums, whereby materials
available in one library can be borrowed by patrons of another. So, when you search
library resources, you can also acquire items for free that are held by other institutions.
All HED students are highly encouraged to bookmark and regularly visit
www.nl.edu/library as your main source for academic materials and starting point for all
research and writing.
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Citation Manager Software
Many HED students and faculty find software tools useful for cataloging and organizing
readings and research throughout their time as a scholar. These tools, often called
“citation managers,” allow you to easily import and organize
documents, search your library for specific pieces, prepare
references for writing, and easily cite sources both during the
writing itself (in-text citations) and in your reference list with
automatically-formatted citations. These tools are typically free,
though some have paid versions with extraneous features and
storage that likely exceeds what you’ll need during your time as a
doctoral student.
Students are typically advised to begin using a citation manager
and guided in getting started during RES 600: Introduction to Doctoral Studies and
Research. While multiple different companies and products are
available, two are most commonly used in our program: Mendeley and
Zotero. Many HED faculty use Mendeley for their own work and would
be happy to discuss it with you and offer guidance on getting started.
The NLU Library (as well as other faculty) uses Zotero, and holds
regular workshops for students beginning to use these types of
software. Mendeley is available for you at:
www.mendeley.com, while NLU’s Library Zotero
download and usage guide is available at:
https://libguides.nl.edu/zotero.

Additional Technology Resources & Support
All NLU students receive complimentary access to Microsoft Office software, including
Word, Excel, and PowerPoint, among others. To download the software, simply visit your
student email (Outlook 365), then click “Office 365” in the top of the screen.
NLU students receive complimentary access to the premium version of Grammarly
software, which is an automated grammar, revision, and writing support tool. Just visit
Grammarly.com/edu and click “Join your Organization” in the upper-right corner. You’ll
want to use your @my.nl.edu email address to get up and running.
Sometimes, technology goes awry. Particularly in a program like ours where we connect
regularly via the internet, an occasional bump in the road is to be expected. The NLU IT
Help Desk is available 24/7 to work with you on solving these issues. Just email
helpdesk@nl.edu, call 866-813-1177, or visit https://www.nl.edu/lits/helpdesk/ to connect
with an IT specialist who can help at any time you need.

HED Candidate Toolkit

23

Individual Academic Support
In addition to the support provided by your specific course professors, your faculty
advisor, and HED program staff and faculty as a whole, NLU’s Advising & Learning
Support team provides truly outstanding, accessible, and
individualized support for all students upon request. Past
HED students have especially enjoyed their drop-off writing
review service, whereby you can upload a piece of writing or
draft paper, and receive expert writing support and feedback
within 2 business days. Students on campus are welcome to
visit and meet in-person with writing specialists, while all
students are welcome to meet virtually with writing
specialists or have their papers reviewed via email.
Beyond this individual writing guidance, Advising & Learning Support can also help with
APA style and formatting, supplemental lessons or tutoring with regard to specific course
content, and other specific needs any student may have. This team, importantly, is also
home to NLU’s Americans with Disabilities Act (ADA) officers, and students can contact
the office to request any specific accommodations necessary for their success.
We view the work of this department as key
to our institutional, college, and departmental
missions, and encourage all students in our
program to make use of these available
services whenever the need arises.
Remember: There is never any shame in
asking for help!
Visit https://www.nl.edu/learningsupport/ to
learn more and get started.
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WRITING

ASSISTANCE

FOR ALL LEVELS
NLU is happy to announce that Grammarly premium, an online grammar
checking tool, is now available to all students, free of charge! Grammarly
offers clear, effective, mistake-free writing across multiple devices, browsers
and apps. It’s an automated proofreading and revision tool that students
can use in conjunction with Learning Support’s Drop Off Essay Service. You
will need to use your NLU email to sign up for Grammarly. Once you have
accessed your NLU email, you will need to follow these steps to create a
new Grammarly premium account:
1. Go to grammarly.com/edu
2. Click “Join Your Organization” at the top right corner
3. Provide your name, @my.nl.edu email and set up a password
4. Check your inbox for the email and click on the activation link

Contact The Learning Support Center at
Candidate Toolkit
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learn@nl.edu or 312.261.3374 withHEDany
questions.

Part III: Policies, Procedures, & Requirements
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Introduction
Part III of this Toolkit serves as a central, shared information resource for students, faculty,
and administration within the Higher Education Leadership (HED) Program, as well as
other stakeholders within the National College of Education (NCE) and at National Louis
University (NLU) who support the program. Part III describes the policies and procedures
that govern the program, but does not include ALL of the information about graduate
program requirements, policies and procedures for NLU. Students and faculty must also
adhere to the college and university policies and procedures which are updated each year
and located in the National Louis University Graduate Catalog
(http://www.nl.edu/admissions/catalogsandcourseinformation/catalogsandcourseinformati
on/). Students and faculty are also alerted to policy changes through announcements sent
to their NLU email accounts.

NLU Diversity, Equity, & Inclusion Statement
The HED program, in alignment with NCE and institutional values, is committed to building
an inclusive, just university community that welcomes, values, respects, and supports
students from diverse backgrounds and abilities. We view this as an integral part of our
work as educators and practitioners, to affirm each student as a whole person, including
the identities, experiences, and abilities they bring which add value to our classrooms. For
more information please see Accessibility and Disability Services:
https://www.nl.edu/librarylearningsupport/adaaccommodations/

Policy Revision and Application
The program director and/or other NCE and NLU administrators reserve the right to revise
the policies and procedures in this handbook at any time. The program handbook will be
reviewed for possible revisions each summer, with new editions published as needed. All
students are subject to the policies in the handbook/toolkit version under which they were
admitted to the program. Feedback on this toolkit can be shared with the program
director at any time for consideration in the next revision cycle.

Program Philosophy
The Doctor of Education (Ed.D.) in Higher Education Leadership is a practitioner doctorate,
also known as professional doctorate. Equivalent in rigor to the Doctor of Philosophy
degree programs, the Ed.D. emphasizes practitioner-oriented research and researchinformed practice, with immediate application of program concepts to the participants’
professional careers.
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Practitioner doctorates, such as the Doctor of Education (Ed.D.) degree, prepare
researching practitioners and emphasize application of theory to existing workplace
challenges. These degree programs also prepare students for teaching at the graduate
level. In contrast, research doctorates, such as the Doctor of Philosophy (Ph.D.) degree,
prepare graduates to become practicing researchers whose primary aim is creation of new
knowledge in the field.
The Ed.D. in Higher Education Leadership provides participants with in-depth study of all
functional areas of higher education institutions. An emphasis on mission-driven
leadership, data-driven and research-informed practice and decision-making, and studentcentered outcomes define the program. Designed to be completed in between 11-13
consecutive quarters (based on full-time, continuous enrollment) and under three years,
the Ed.D. in Higher Education Leadership integrates work for the doctoral capstone project
(analogous to a Ph.D. capstone) beginning in the first year of study. The Education
Specialist degree (Ed.S.) offers a concurrent option for students to gain post-graduate
certification at the doctoral program’s midpoint – completion of the institutional study and
one colloquium – in term seven. At this point, students may choose to continue to the full
capstone and research sequence and complete the Ed.D.

Administration & Governance
The HED program is administered through NCE by the program director, who serves in a
full-time administrative faculty role. In addition to teaching and research, the program
director’s role includes oversight and support of both students and faculty, as well as the
program structure, residency programs, and capstone procedures. Additional governance
details are available within the NCE constitution.

Doctoral Program Policies and Procedures
All NLU doctoral programs are subject to the policies and procedures in the NLU Catalog
and the webpage of the Office of Admissions and Records. Additional policies governing
the HED program in particular are contained within this document.
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Program Faculty
Bettyjo Bouchey, Ed.D. Associate Professor, Associate
Dean, & HED affiliate faculty
Pronouns: She/her/hers
Degree: Higher Education Administration – Northeastern
University
Experiences of Practice: Online learning, enrollment,
advising, student services, career services, accreditation
Research Interests: for-profit education, student outcomes, innovative higher education
models, educational technology
Methodological Expertise: Qualitative, particularly case study and phenomenology

Nathaniel W. Cradit, Ph.D. Assistant Professor & Founding Program Director
Pronouns: He/him/his
Degree: Higher, Adult, and Lifelong Education – Michigan State University
Experiences of Practice: Student affairs: campus activities, cocurricular programs &
student organizations, college student unions, and service-learning; intercollegiate
athletics; first-year student programs
Research Interests: Intersection of public policy, politics, and postsecondary teaching
and learning, state and federal policy, campus safety, social contexts of education,
international models of postsecondary learning
Methodological Expertise: Qualitative, particularly narrative inquiry, participatory
methodologies, and other deeply-qualitative forms of inquiry
Stavroula (Voula) Skoutelas Erfourth, Ph.D. Adjunct Professor
Pronouns: She/her/hers
Degree: Higher, Adult, and Lifelong Education – Michigan State University
Experiences of Practice: Student affairs, academic affairs, institutional
effectiveness/research
Research Interests: Issues of college access for underserved student populations,
college and career readiness, students in poverty, rural education
Methodological Expertise: Qualitative inquiry
Kathleen Gorski, Ed.D. Adjunct Professor
Pronouns: She/her/hers
Degree: Education Leadership - Argosy University
Experiences of Practice: Admissions, Registration and Records, Institutional
Effectiveness, Student Advising, Continuing Education, Faculty Development,
Assessment of Student Learning, accreditation, managing systems portfolios, accrediting
agencies
Research Interests: Assessment of Student Learning, Academic Program Review,
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Effective practices in higher education
Methodological Expertise: Action Research and Quantitative methodologies

Brian Hamluk, Ed.D. Adjunct Professor
Pronouns: He/him/his
Degree: Higher Education Administration – The George Washington University
Experiences of Practice: Student development, student affairs, student discipline/alcohol
and other drug education, college athletics, general administration (budget, finance,
human resources, legal issues)
Research Interests: Student leadership, student development, mentoring
Methodological Expertise: Qualitative, particularly case studies and exploratory,
descriptive interview design
Robert L. Hill, Ph.D. Adjunct Professor
Pronouns: They/them/theirs
Degree: Higher, Adult, and Lifelong Education – Michigan State University
Experiences of Practice: Faculty Development, Professional Education, Adult Learning,
LGBTQ+ Studies, Student Success
Research Interests: LGBTQ+ Students, Student Affairs, Admissions, Recruitment &
Retention, Campus Sexual Assault, Campus Free Speech Issues
Methodological Expertise: Qualitative
Stephanie L. Krah, Ph.D. Adjunct Professor
Pronouns: She/her/hers
Degree: Higher Education Administration – Ohio University
Experiences of Practice: Budgeting and finance, project management, strategic
planning, management, VP-level practice and leadership, advising, student affairs, HBCUs
Research Interests: HBCUs, Racial Identity Development, Women in Leadership,
Finance & Quality
Methodological Expertise: Mixed-methods research

Andrea Lehmacher, Ed..D. Adjunct Professor
Pronouns: She/her/hers
Degree: Higher Education and Organizational Change – Benedictine University
Experiences of Practice: Admissions, enrollment management functions, marketing and
communications, marketing and digital strategy, branding, organizational development,
team development, budgeting, process improvement, project management, research and
strategic planning
Research Interests: Enrollment management, admissions and college choice, marketing
strategy, data and assessment, community colleges, organizational development,
leadership
Methodological Expertise: Mixed-methods research
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Ignacio Lopez, Ed.D. Dean, Graduate School of Business & HED affiliate faculty
Pronouns: He/him/his
Degree: Educational Psychology, Human Learning & Development – National Louis
University
Experiences of Practice: K12-sector teaching, campus leadership including vice-provost
and presidency, equity-driven leadership, budgeting and fiscal management, accreditation
Research Interests: Equity in leadership, urban education, culturally-responsive teaching
Methodological Expertise: Community-engaged research

Janice Nilsen, Ph.D. Chair, IOP and HRMD & HED affiliate faculty
Pronouns: She/her/hers
Degree: Organizational Development – Benedictine University
Experiences of Practice: Human resources leadership, HR strategy, organizational
development, talent management
Research Interests: Organizational culture, organizational commitment, employee
engagement, trust, positive organizational scholarship, positive organizational behavior
Methodological Expertise: Qualitative, particularly action research, appreciative inquiry,
and collaborative management research. Grounded theory.
Jamar Orr, M.Ed., J.D. Adjunct Professor
Pronouns: He/him/his
Degree: Juris Doctor – DePaul University
Experiences of Practice: University Counsel, Title IX, Dean of Students, VP Student
Affairs, Urban Universities
Research Interests: Student Success, Equity and Inclusion, Law of Higher Education
Methodological Expertise: Legal Studies.
Jaclyn Rivard, Ph.D. Assistant Professor
Pronouns: She/her/hers
Degree: Organizational Leadership, Policy, and Development— Higher Education from
University of Minnesota
Experiences of Practice: Faculty Development, Academic Advising, Assessment, Alumni
Relations, Academic Publishing
Research Interests: Faculty Development, Civic Engagement, Mentoring, Learning
Spaces, Student Success, Equity and Inclusion
Methodological Expertise: Quantitative and Mixed Methods.
Jamal J. Scott, Ed.D. Adjunct Professor
Pronouns: He/him/his
Degree: Organizational Leadership – Illinois School of Professional Psychology.
Experiences of Practice: Admissions, marketing strategy, strategic enrollment
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management, operations leadership, financial management, strategic planning, change
management, regional accreditation, institutional effectiveness, predictive modeling, grant
writing and administration.
Research Interests: First-year experience, competency-based education, firstgeneration students, students of color, open educational resources, project-based
learning, prior learning assessment, instructional technology, program development,
accelerated programs.
Methodological Expertise: Qualitative research, specializing in phenomenology.

James D. Ward, Ph.D. Adjunct Professor
Pronouns: He/him/his
Degree: Urban Education Policy – University of Southern California
Experiences of Practice:College & University Business Officers, Higher Education
Finance, Equity, Regulatory & Finance Policy, Academic Publishing, Analytics
Research Interests: Historically underserved students, financial aid, program
development, admissions, financial and regulatory policy.
Methodological Expertise: Quantitative and Mixed Methods.

Academic Policies
Becoming a Member of a Community of Practitioner-Scholars
The HED program views students and faculty as working together in a community of
practitioner-scholars from admission through graduation. This is accomplished not only
through courses, writing, and academic study, but through program events, professional
development seminars, colloquia, and summer and weekend residencies. Students reflect
on their own current and previous educational practices through conversations and
communications with faculty and peers concerning new and ongoing research. Our Vision
& Call to Excellence, available on page 4, outlines our expectations and philosophy for our
work together. See NLU Catalog for additional residency requirements.

Time Limit
The doctoral degree must be completed in eight years from the date of admission. The
specialist degree must be completed within four years from the date of admission. Within
this time frame, students are expected to make regular and consistent progress, which is
subject to periodic review. See NLU Catalog for additional time-limit information.
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Continuous Registration and Leave of Absence
Continuous registration during each academic year is required until the written capstone
document (Ed.D.) or institutional study and first colloquium (Ed.S.) is (are) completed.
When unforeseen circumstances require a student to temporarily withdraw from their
doctoral studies, the student must submit a Request for a Leave of Absence form in the
first quarter of becoming inactive (see Appendix A). When applying for a leave, the student
must first meet with their faculty advisor to develop a plan that includes when the student
intends to re-enter the program. Further, the faculty advisor must attach to the Request of
Leave of Absence form, a brief statement that indicates the student has developed an
appropriate plan and that the leave is approved by the program. This plan is for one year.
All documentation related to the leave of absence must be submitted to the program
director, who will sign that they approve the leave and submit for filing with the University.
Students who were granted a leave of absence must still complete the program
requirements within the original eight-year time limit (Ed.D) or four-year limit (Ed.S.).
Students who have been away from the university for more than 1 year but fewer than five,
upon re-entry, must meet the degree requirements of the catalog in effect at the time of
their re-entry. Students who have been away from the university for 5 calendar years or
longer (excluding the summer session or an approved leave of absence), must re-apply for
admission.

Transfer of Credit
In general, National Louis University permits the transfer of graduate-level credit into
graduate degree program from other accredited institutions. A student should consult with
his or her academic and faculty advisors as to the appropriateness of courses to transfer.
Students can find information about transfer policies and procedures on the Office and
Admissions and Records webpage (http://www.nl.edu/transferinfo/).
Waivers and substitutions for program courses must be approved by the program director.
In situations where a course is waived, transfer credit or substitution of other approved
coursework may be used to attain the minimum number of hours for the degree.
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Course Attendance Policy
Doctoral courses are monitored by the Higher Learning Commission, which has very
specific guidelines for the number of hours assigned for each credit hour earned.
Therefore, participation in all course sessions is expected not only because of HLC
requirements but also because it is an important part of learning. Therefore, faculty cannot
“excuse” an absence. At the same time,
students in doctoral classes are
professionals who may have obligations that
conflict with a class session. Emergencies
may arise to which students must attend.
Therefore, students who cannot participate
in a single class session are responsible for
the content of the class and must make
arrangements to collect notes, artifacts and
other information. In addition, the course
instructor may assign an additional project in
place of the missed content. Make-up
participation experiences/projects, or other
activities are assigned at the discretion of
the instructor, not automatically available as
an option. Additionally, while Zoom or similar
web conferencing technologies can often be
implemented to bring students and faculty together, these technologies are not automatic
options for course attendance, and should not be expected other than in extreme
circumstances. It is the responsibility of the student to discuss these options with the
instructor in advance if possible.
Instructors are bound by the University calendar. However, they will make every attempt to
accommodate students with respect to religious holidays when classes are not cancelled
on a University-wide basis. These holiday observances are not counted as missed classes.
Students should speak with the instructor prior to the class to be missed to minimize any
loss of essential class content and experiences. In any other situation, such as extended
illness or special life circumstances, please speak to the instructor about in-progress
grade or other alternatives.

Policy on Academic Honesty
National Louis University subscribes to the principle that academic quality and a
productive learning environment are inextricably linked to academic honesty. Like other
colleges and universities, National Louis University has expectations regarding academic
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honesty on the part of students enrolled for course work, faculty and staff, and indeed,
professional people at all levels of academic activity. In the Higher Education Leadership
program, we follow the institutional policy, and place extra emphasis on adhering to it
given our students’ visible roles as current and/or future leaders, writers, and thinkers
within the academy. Please see the NLU Catalog for the complete Policy on Academic
Honesty. http://nl.smartcatalogiq.com/en/current/Undergraduate-and-GraduateCatalog/Policies/Academic-Policies-and-Statements/Policy-on-Academic-Honesty

Assessment, Grade Policies, and Credits
Key milestones in the program structure serve as assessment
tools to provide pertinent information about students’ learning.
In addition, these assessments are intended to support
students’ own self-reflection and analysis of areas that warrant
further growth and additional focus. Assessment points involve
particular moments when faculty and students pause to look
more closely at each student’s learning, attend to their progress,
and identify potential opportunities for additional growth.
There are three discrete key assessments within the program:
1. Presentation of the institutional study (Ed.D. and Ed.S.) as represented by
completion of HED 681,
2. Defense of the capstone study proposal (Ed.D.) as represented by completion of
HED 682, and
3. Defense of the doctoral capstone (Ed.D.) as represented by completion of HED 699.

In line with institutional policy, students must have a grade point average of 3.0 or higher
to fulfill their degree requirements and graduate with either the Ed.D. or Ed.S. degree. In
addition, students must maintain a cumulative 3.0 GPA to continue in good academic
standing. Please see the NLU policies on standards for academic review, academic
probation, and academic dismissal for additional details. Please note that the standards
for academic review are in addition to the standards for Satisfactory Academic Progress
as defined by Students may appeal academic decisions to individual faculty, then the
program director, and then to the College and institution following the University Policy on
Academic Appeals in the Student Guidebook
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(www.nl.edu/studentservices/studentguidebook). Course grades of “C” or lower will not
apply toward the degree.
‘X’, ‘I’, and ‘W’ for a Course
When courses require more than one term to complete, a grade of ‘X’ is assigned until the
course is completed. This grade signifies a deferred grade for courses designed to extend
over a longer period than one term.
An in-progress (‘I’) grade may be given solely at an instructor’s discretion in the case of
extenuating circumstances preventing the student from completing the course on a
standard term schedule. An “I” grade must be completed within 90 days following the end
of the course. Students must have completed at least 75% of the course in order to be
eligible to receive an ‘I’ grade. A student who accumulates (one or more) In-Progress ("I")
grades for two consecutive terms will not be allowed to register for a subsequent term
until the "In-Progress" course requirements are completed and the "I" grades are updated.
When the “I” grades for at least one quarter are updated to letter grades and posted, the
student should contact the program director to have the registration hold lifted. “I” grades
are issued following the In-Progress Grade Policy in the NLU Catalog.
The grade ‘W’ indicates a voluntary withdrawal from a course. The course appears on the
student transcript with a “W” in the grade place, signifying that the student did not earn
credit for the course. Please see University grading policy in the current year catalog for
more details.
Pass/No Credit (P/N)
Given the nature of independent doctoral study, some courses will be awarded a pass/no
credit rather than a letter grade. All courses in the doctoral research/capstone sequence
(phases 4 and 5) are awarded on the pass/no credit basis. These courses are evaluated
and have credit awarded at the sole discretion of students’ faculty advisors, as they are
conducted as independent experiences for each student.
Other Policies & Guidance
Note that the policies, guidelines, procedures, and requirements outlined in the preceding
section – and throughout this document – are not inclusive of all institutional and college
policies that may become relevant to individual candidates’ experiences, and to which
you may be held accountable. All HED candidates are responsible for reading and
understanding the important NLU and NCE policies and procedures outlined in the annual
NLU Student Guidebook, NLU Academic Catalog, and the NLU website. If you have any
questions while reviewing these or any other departmental, college, or insittuitonal
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policies or guidance, your faculty advisor and program director will be happy to answer
them, or help clarify anything that is unclear – just ask!

Institutional Study
All HED students across both the doctoral and specialist degree tracks must successfully
complete an institutional study monograph. This process begins once the student has
completed all phase one and two courses, and is completed through enrollment in HED
650. To pass the institutional study and proceed to either the award of the Ed.S. degree or
continuation to phase 3 for Ed.D. students, 90% of the criteria
needs to be at a level of “Acceptable” or “Advanced” on the
Institutional Study Evaluation Rubric. Any responses rated as
“Not Acceptable” will require revision. Completed institutional
studies are presented publicly at the annual Colloquium, with
enrollment in HED 681 representing this experience. Successful
completion of both HED 650 and HED 681 represents the
completion of the Ed.S. degree.
The institutional study is designed to be a comprehensive and in-depth examination of
multiple facets of leadership at one particular institution of the student’s choice. The
document itself can consist of sections drawing extensively from prior coursework (e.g., a
section depicting and analyzing the student affairs work of the chosen institution may draw
upon the final paper from HED 632: Student Development Theory). Students are guided in
the completion of their institutional studies during HED 650.
The student has the 10 weeks of the HED 650 term in which to complete the institutional
study. The paper must be a minimum of 50 pages, not including the reference pages,
tables, and appendices. Based upon the HED 650 rubric, a student who passes with a
grade of “B” or higher in HED 650 will be determined to have completed the institutional
study. If the paper requires revisions, the student meets with their faculty/advisor to
discuss the feedback given and plan for revisions. The faculty advisor lets the student
know the time frame she or he will have to complete all the necessary changes. If the first
revision does not meet the rubric standards, and, if the faculty advisor acknowledges that
the student has demonstrated progress and is likely to be successful with additional time,
the student may be offered one additional opportunity to revise the paper and resubmit for
an evaluation at the discretion of the faculty advisor. Full details on requirements and
expectations for the institutional study and colloquium presentation are presented during
HED 650.
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Capstone/Dissertation
The capstone is the culmination of the learning in the students’
entire doctoral program demonstrates their expertise as a
practitioner-scholar. Once the student has successfully completed
the institutional study, they will identify a capstone committee of
four faculty.
Capstone Committee. The capstone committee consists of one to
three faculty members in addition to the chair (typically the student’s faculty advisor). This
committee should represent the necessary knowledge bases required to support the
student’s scholarly and practice-oriented interests. At least one committee member must
have relevant research design and methodological expertise. No more than one committee
member may be from outside the institution, though students are encouraged to include
one external committee member. The student and committee chair will file a declaration of
the capstone committee membership with the program director during the term in which
the student enrolls in HED 671.
Eligibility criteria for serving on capstone committees: To serve as the chair of a
committee, a faculty member must hold a terminal degree in his or her field, and be an
NLU faculty member or administrator or hold an NLU faculty emeritus status.
Only one person from outside the institution (i.e., not employed by NLU in any existing
capacity) may be eligible to serve on committees. In these cases, the student must petition
for that person’s appointment to the committee (see Appendix D). The committee chair
submits the petition form to the program director for approval. The limit of one external
committee member is a matter of NLU institutional policy and state and federal
employment law, and is not able to be modified. However, students may choose to include
additional external reviewers during the dissertation process for purposes of soliciting
additional feedback and review.
In the event that a faculty member is no longer able to serve on a capstone committee, the
faculty member will be replaced after the chair and student discuss viable options. A new
form for declaration of the capstone committee must be completed and submitted to the
program director.
If the replacement of a committee member or chair occurs after the proposal defense, the
new member must abide by the research design approved at the proposal hearing. In
these situations, all efforts will be made to provide continuous support for the student’s
capstone work.
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Capstone Proposal Phase
The proposal is the first part of the
capstone process. The doctoral student
works closely with their chair to identify
a problem of practice at a chosen
institution, design a research study to
analyze the problem or question, and
make the case for conducting the study.
When both the student and chair agree
that the proposal is ready for the
defense, the student or the chair
contacts all committee members to
schedule the proposal hearing.
The Office of the Provost requires that
all students who use data for their
capstone must complete the training
provided by the Institutional Research
and Review Board (IRRB) and pass the
basic IRRB course
(www.citiprogram.org). For most HED
doctoral candidates, your IRRB CITI
training will be completed during RES
650, typically taken in conjunction with
HED 650: Institutional Study. The training must be successfully completed prior to the
proposal hearing. Following the approval of the proposal, the student must submit a
protocol to IRRB that includes appropriate application forms and informed consent
documents. These forms, sample letters of consent and other pertinent information can be
found on the NLU IRRB webpage at
http://www.nl.edu/about/leadership/provost/institutionalresearchreviewboard The doctoral
student must receive IRRB approval before starting to recruit any participants or collect
data.
Capstone Proposal Content. The purpose of the capstone proposal is to present, discuss,
and gain approval for a proposed research study. During the period of proposal
development, doctoral students work closely with their chair(s) and committee members to
focus and plan the study. How one designs research varies among research traditions;
however, all proposals must clearly: (a) introduce and explain the purpose of the research
and present a rationale for the study; (b) explain how the proposed research fits into a
theoretical context and relates conceptually to prior research and literature on the topic; (c)
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describe and justify the particular research design and methods to be used; and (d)
Include the references that are cited in the proposal. Therefore, proposals should include:
An Introduction
The purpose of this introduction is to:
a. Describe with the appropriate specificity the research problems, questions or
issues that will be researched.
b. Provide the educational, social, cultural background that establishes the
rationale and foreshadows what the research proposes to accomplish and
contribute. This rationale likely is completed through the institutional study, in
many cases.
c. Set the conceptual stage for the research that is drawn from relevant research
and literature which would then be elaborated more fully in the literature review
section of the proposal.
d. Introduce the methodology and explain briefly why the specific research
questions necessitate this particular methodology (e.g., descriptive,
correlational, quasi-experimental, experimental designs or ethnographic,
phenomenological, biographic/narrative etc.). This will be elaborated more fully
in the methodology section of the proposal.
In case non-traditional capstone model has been chosen, the proposal should
include the rationale for choosing this model and how it serves the research
question/problem.
Literature Review
The proposal contains a review of the literature to: (a) identify and establish the
theoretical approach that frames the research; and (b) ground and contextualize the
study in relevant previous research and literature. The review critically analyzes,
evaluates, and synthesizes research findings, theories, and practices that are
related to the capstone’s focus. The doctoral student presents a comprehensive,
critical understanding of the current state of knowledge, compares different
research and theories, reveals gaps in current literature; and indicates what needs
to be done to advance what is already known about the topic.
Research Design, Methodology, and Methods
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A research design is an overall plan for efficiently, credibly, and ethically
accomplishing the research goals. It identifies the type of study planned and
provides a road map of the methods and procedures to be followed for collecting
and analyzing data. It is important to include a rationale for the appropriateness and
possible limitations of the particular design and methods selected.
Research designs vary tremendously. Therefore, proposals should communicate
these particulars by describing:
•

Access to data: these includes any research samples, participants, sites, or
programmatic interventions involved in terms of characteristics, selection, or
nature of involvement.

•

Forms of data (e.g., qualitative: narratives or narrations, images, documents;
quantitative: test scores, rating scales, observation record forms,
questionnaires, rankings, categorizations)

•

Methodology and methods of data collection (e.g., surveys, questionnaires,
attitude/achievement tests, psychological measures, interviews,
observations, focus groups, fieldwork). Any instruments that are student
developed should be described. The reliability and validity of any instruments
used should be discussed.

•

Forms/perspectives utilized in summarizing, interpreting and analyzing data
(e.g., coding schemes/thematic induction, narrative analysis, descriptive
data, and inferential statistics, feminist)

•

Forms of representing conclusions (e.g., traditional textual, non-traditional
forms like visual, literary and dramatic)

•

Any programs, materials, instruments or documents used and the
appropriate means of gaining access, copyrights etc.

•

The ethical issues and plans for assuring that participants: (a) have all
necessary information in order to fully understand the research and
voluntarily consent to participate, (b) consent in writing for participating in the
study, (c) are informed of their right to withdraw from the study at any time
without incurring any negative consequences, (d) are protected from harm,
and (e) are offered anonymity.

References
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Every citation in the body of the text should be repeated in the list of references.
The format for references should follow the style guidelines in the latest edition of
The Publication Manual of the American Psychological Association.
Plagiarism
All work that is not your own, including ideas, must be documented by proper
citation of sources. Offering the work of another as one’s own, even unintentionally,
is a serious offense covered by the NLU policy on academic integrity, and is
especially problematic in a research document which purports to be original work.
Consult NLU Student Guidebook and NLU Catalog for more information at
http://nl.smartcatalogiq.com/en/current/Undergraduate-and-GraduateCatalog/Policies/Academic-Policies-and-Statements/Policy-on-AcademicHonesty/Definitions-and-Guidelines
Required Format
As with all assignments in the program the institutional study and capstone
monographs must be written and formatted in accordance with the latest
Publication Manual of the American Psychological Association, currently in its
seventh edition.

The Capstone Proposal Defense Procedure
Although proposal and final capstone defense meetings may vary somewhat, they usually
follow a general process as described below.
Scheduling the Proposal Hearing:
1. The student completes the form to schedule the capstone proposal meeting (see
Appendix E), listing the date and time (blocks of two hours) when they and the
capstone committee can meet.
2. The student sends the completed form and copies of the final draft of the proposal
to all the members of the capstone committee, and the program director. This
should occur at least two weeks before the anticipated capstone approval meeting.
3. The chair of the capstone committee schedules a room (and/or Zoom web
conference appointment) for the meeting and sends a notice of the meeting to the
capstone committee, the student, and the program director.
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During the proposal defense, the student presents an oral summary of her or his proposed
research, including the background of the study, the underlying theoretical, conceptual
and research literature, and the proposed design, procedures, and ethical considerations.
The committee, including the chair, ask questions and engage in discussion related to the
proposed research. A final discussion of the proposal takes place (the chair may ask the
student to leave during this discussion) and the student is provided feedback and
recommendations. It is important to note that the overall spirit of this meeting, though
called a “defense,” is one of collegial support for a budding practitioner-scholar’s work.
The intent of requiring a proposal defense is fully to help the student leverage the expertise
of seasoned faculty on their committee so as to have the most successful study possible
upon passing the defense.
The proposal may be approved at the meeting, or suggestions may be made for further
refinements that need to be incorporated before the proposal is approved. Once the
proposal is approved, all committee members and the chair sign the proposal’s signature
page (see Appendix F).
Following the meeting, the chair submits a written report to the program director with
results of the proposal hearing. Upon successful completion of the capstone proposal,
represented as a grade of “Pass” in HED 682, the student is officially a doctoral candidate.

The Capstone Phase, the Final Defense, and
Approval
After the proposal, the student continues to work extensively with the
chair to first secure IRRB approval, then as they conduct research and
write up the findings. Once the student and chair agree that the
capstone is of high quality and meets professional and program
standards, a final capstone defense is scheduled.
Capstone Content
The final draft includes any updates and/or revisions to the content that was presented at
the proposal (chapters one through three, including introduction, literature review, and
methodology), and the additional chapters four and five, which commonly include results,
discussions of the findings, and conclusions and implications. The description of chapter
four and five below follows mostly the traditional capstone structure. Students, with close
consultation with the capstone chair(s) and their capstone committee, may choose to
develop the final chapters of the capstone differently.
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Chapter 4: Data Analysis and Findings
In this chapter, the collected data is processed in response to the research question(s) or
problem. The purpose of this chapter is to summarize the collected data and to present
the findings of the data analysis. There is no single way of presenting the findings of a
capstone because the nature of the design determines the presentation of the data.
In general, a qualitative study typically analyzes data for themes, categories, and patterns,
and finds connections and relationships among them. The data analysis chapter builds a
synthesis and coherent interpretation of the data and present logically structured findings.
In quantitative study, the results are presented in both narrative, tables, graph formats,
using current APA writing guidelines.
Chapter 5: Discussion and Conclusions
Chapter five summarizes the findings, and explains the meaning, importance, and
significance of the study’s conclusions. The limitations of the study are discussed. The
discussion compares the findings with previous research, critically analyzing the meanings
of any gaps or similarities. The implications of the findings are highlighted, particularly for
practice.
References
Every citation in the body of the text should be repeated in the list of references. The
format for references should follow the style guidelines in the latest edition of The
Publication Manual of the American Psychological Association.
Appendices
This is the place to include materials that are not necessary to the main narrative of your
argument, but are important for the reader to have. This is the place, for example, to
include your raw data, letters of permissions, IRRB approval, the texts of surveys or other
materials you used in your research, translations or editions of primary texts which are not
published, and so forth.

Capstone Defense Procedures
Once the student’s committee agrees that the capstone is satisfactorily completed and is
ready for a final defense meeting, the following steps should be taken:
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1. The student completes the form to Schedule the Capstone Defense Meeting (see
Appendix G), listing the date and time (blocks of two hours) when they and the
capstone committee can meet.
2. The student sends the completed form and copies of the final draft of the capstone
to all the members of the capstone committee and the program director. This must
occur at least two weeks before the anticipated capstone defense meeting.
3. Students planning to complete all doctoral requirements prior to the July,
September, December, or April graduation dates, adhere to the following time-line:
final capstone hearing must take place no less than four weeks prior to the
graduation deadline and the final bound copy must be received by the University
Library at the Lisle campus no less than five business days before the graduation
date. Doctoral hooding will take place at the commencement ceremony.
4. To schedule the final approval meeting, students complete the form to schedule the
approval meeting and submit no less than two weeks prior to the final hearing date
to the chair of the capstone committee and program director. This means that
doctoral candidates should complete the final draft of the capstone and obtain
approval for scheduling a final hearing no less than seven weeks prior to the
graduation date.
5. The chair of the committee schedules a room (and/or Zoom web conference
appointment) for the meeting and sends a notice of the meeting to the capstone
committee, the student, and the program director. The final capstone hearing is
open for others to attend, and notices are sent to faculty and posted on bulletin
boards by the program director (see Appendix H).
As a community of practitioner-scholars focused on higher education in particular, with an
appreciation for the history of this social institution, we encourage all graduating students
to participate in commencement exercises so that we, your other colleagues, and your
families may publicly celebrate your accomplishments! Commencement has long historical
roots stretching back to the earliest institutions in the world, and we hope you’ll take part
in carrying on this tradition. Students wishing to participate in June commencement
hooding ceremonies must have their final hearing on or before April 30th. Students who
have their hearing after the April 30th deadline will be invited to participate in the June
commencement ceremony the following year.
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Capstone Defense Process
Below is a summary of the likely process the committee will follow during the capstone
defense:
•

The student presents an oral summary of her or his completed study, with a specific
focus on the research questions, process, findings, and interpretation/discussion of
the findings. The student’s presentation may be from twenty to thirty minutes.

•

The committee, including the chair, asks questions and discusses the capstone.

•

A final discussion of the capstone takes place (the chair may ask the student to
leave during this discussion) and the chair records the committee’s decision and
recommendations.

•

The committee may: (1) pass the capstone as presented, (2) request minor revisions
that may not require another meeting, or (3) require substantive revisions that will
result in a subsequent meeting of the entire committee.

•

In the event the committee request minor revisions, the candidate makes all
recommended edits and sends the completed capstone to the capstone chair for
final approval.

•

Once the capstone is approved, all committee members and the chair sign four
copies of the capstone signature page (see Appendix I).

•

The committee chair submits a written statement to the program director with the
results of the capstone defense meeting.

Publishing the Capstone and Releasing the
Diploma
•
The signature page will be returned to the doctoral candidate
via an e-signature platform from the program director’s office. It
should be signed by all committee members, the doctoral program
chair, and the program director. This page is included in the
published capstone.
•

Once the final capstone is approved by the capstone chair, the doctoral graduate
must submit a PDF copy of the capstone to Digital Commons at NLU by following
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these instructions: http://libguides.nl.edu/dc/dissertations (Considerations and
options for submitting capstones in other formats are presented below.)
•

The final capstone will be published here: http://digitalcommons.nl.edu/diss/ For
any and all assistance with Digital Commons at NLU, please contact the
Collections Management Librarian at library@nl.edu

•

Once the capstone has been approved and properly submitted online, the NLU
Library will notify the program director and candidate that this step is complete.

•

The program director will then notify the Registrar’s Office to release diploma.
Considerations and Options for Submitting Capstones to the NLU Library
There are many advantages to publishing on the Digital Commons, one of which is
the capstone is searchable through a variety of search engines. However,
graduates have the option to request a waiver by contacting the Collections
Management Librarian at NLU, for capstones they do not wish to allow public,
online access.
These capstones can either be submitted in a bound print format, or digitally with
agreeable access terms and limitations. These are determined on a case-by-case
basis. For graduates who opt to submit a bound print copy of their capstone to the
NLU Library or who want a bound copy for themselves or loved ones, information
on binding options and pricing, can be found at the official NLU bindery site at
http://ahbindery.com/
Questions or concerns about publication should be discussed with the capstone
chair. For any and all assistance with Digital Commons at NLU, or to request a
waiver for submitting the capstone online, please contact the Collections
Management Librarian at library@nl.edu
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Commencement
The University holds one commencement ceremony a year, usually in the second weekend
in June. Doctoral students are the first to receive their diplomas in the commencement
ceremony. Doctoral students sit on the
stage as do their chairs. Each doctoral
student is called to the front of the
stage, recognized by name, and the title
of their capstone is read. Then the chair
places the doctoral hood over the
student’s shoulder and the student
receives a cover of a diploma from the
University’s President (the original
diploma is mailed to the students within
a few weeks). Commencement is not
graduation. Graduation deadlines and
deadlines to participate in the
commencement ceremony are different.
There are several actions and deadlines
students must take and meet in order to
participate in the commencement
2019 NLU Commencement Exercises | Speaker:
ceremony. First, students must apply
Congresswoman Lauren Underwood.
for graduation before the University
deadline. Students should consult the Office of Admissions and Records and
Commencement webpage for exact dates, procedures and fees.
http://www.nl.edu/studentservices/commencement/
To participate in the commencement ceremony, students must complete the final
capstone meeting by April 30th, and submit the completed approved capstone to the
program director by the last business day in May. Students who complete their final
capstone meeting after April 30th, or who submit the completed approved capstone to the
program director after the last business day in May will be invited to participate in the
commencement ceremony the following year. Qualifying for the commencement ceremony
is not the same as meeting all of the requirements for graduation.
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Appendices
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Appendix A: Form to Request a Leave of
Absence
REQUEST FOR A LEAVE OF ABSENCE
It is expected that doctoral students will be continuously registered until
the completion of their degree. When unforeseen circumstances require a
student to temporarily withdraw from their doctoral studies, the student
must submit a Request for a Leave of Absence form in the first quarter of becoming inactive.
Leave of absence may be approved for up to one year. Please note that the eight-year time limit for
completing doctoral studies remains the same even if a leave is granted. Students who are granted
a leave of absence must still complete the program within the eight-year time limit, or four years for
the Ed.S.
To request a leave of absence, please complete this form and submit it to the program director.
Student’s Name:
Address:
E-mail:
Telephone:
I am requesting a leave of absence from my doctoral program in higher education leadership
from:

until:
(Date)

(Date)

Please explain the reason for requesting the leave:

Student’s Signature

Date

Decision
Director of HED Program:

Please circle: Approve / Deny

Director’s Signature

(explain if request is denied)

Date
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Appendix B: Form to Appoint a Doctoral Capstone Committee
APPOINTMENT OF A DOCTORAL CAPSTONE COMMITTEE
Student’s Name:

Date:

Address:
Program: Higher Education Leadership

E-mail:

Telephone:
The following faculty have agreed to serve on the capstone committee (note: at least
one faculty must be from within the program area; one faculty must be from outside
the program area):
Chair:
Faculty Name

Program

Signature

Date

Program

Signature

Date

Program

Signature

Date

Program

Signature

Date

Member:
Faculty Name
Member:
Faculty Name
Member:
Faculty Name

APPROVAL:
Director of Doctoral Program:
Chair’s Signature

Date

Copies to: Student / Capstone Chair / Doctoral Program Director
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Appendix C: Form to Appoint an Outside Member to a Doctoral
Capstone Committee
PETITION FOR THE APPOINTMENT OF AN OUTSIDE MEMBER TO THE
DOCTORAL CAPSTONE COMMITTEE
Student’s Name:

Date:

Address:
Program:

E-mail:

Telephone:
I would like to request the following individual serve as a member on my capstone
committee:
Name

Title/ Degree

Institution and Program

Reason for the request (must indicate whether the individual holds a doctoral degree in the
area related to the capstone, and has additional relevant expertise in research and in the
area of the student’s capstone):

APPROVAL:
Capstone Committee Chair / Co-Chair’s
Signature

Program Director’s Signature

Date

Date

If denied, give reason for denial:

Copies to: Student / Capstone Chair / Program Director
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Appendix D: Capstone Proposal Signature Page

PROPOSED CAPSTONE TITLE

Capstone Proposal

Submitted in partial fulfillment
of the requirements of
Doctor of Education
in the National College of Education
National Louis University

Your Name
Higher Education Leadership

Approved:

[Name,] Chair, Capstone Committee

[Name,] Program Director

[Name,] Capstone Committee
[Name,] Capstone Committee

Date Approved

[Name,] Capstone Committee
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Appendix E: Capstone Signature Page
CAPSTONE TITLE

Submitted in partial fulfillment
of the requirements of
Doctor of Education
in the National College of Education
National Louis University

Your Name
Higher Education Leadership

Approved:

[Name,] Chair, Capstone Committee

[Name,] Program Director

[Name,] Capstone Committee
[Name,] Capstone Committee

Date Approved

[Name,] Capstone Committee
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Appendix F: Capstone Formatting Requirements & Samples
Why do we have formatting requirements?
We formatting requirements so that capstones written here are uniform in appearance
and so that they match the appearance of capstones from other institutions. Some of
the requirements make the document look like a capstone. For example, capstones are
double-spaced; this is part of what makes them look like capstones instead of books
or bound essays. In this sense, some of the rules are arbitrary. For this reason, all
students must use a recognized style guide. ALL HED Program capstones must follow
the most recent edition of Publication Manual of the American Psychological
Association. No other style guide is recognized. The formatting process is an important
pedagogical exercise for students earning doctoral degrees. All publishing houses,
journals, and conference proposals require that authors follow their style sheets. In
most cases, they expect submissions to be formatted correctly before they will even be
read, refereed, or considered for publication. Students going on to do scholarly work
will need to know how to read a style sheet and format a document using its rules, and
they will need to know how to do this without help.
General Format and Style
Items must be placed in the following order:
Title Page –
The Signature Page – see Appendix E and G
Copyright Page
Abstract
Preface (optional)
Acknowledgements (optional)
Dedication (optional)
Table of Contents
List of Tables (if any)
List of Figures and Illustrations (if any)
List of Plates (if any)
List of Symbols, Abbreviations, Nomenclature (if any)
Epigraph (optional)
Body of Text
Endnotes (if any)
References
Appendices (if any)
Index (optional)
Title page
See sample on next page. The date you include should reflect the date your degree will
be conferred, not the date that you prepared or submitted the material. Use the same
month and year that you chose on the application to receive a degree. There are only
three months that degrees are conferred: June, August, or December followed by the
year.
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Sample of Capstone Title Page

CAPSTONE TITLE

Your Name

Submitted in partial fulfillment
of the requirements of
Doctor of Education
Higher Education Leadership

National College of Education
National Louis University
Month of Graduation, Year
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The signature page – see Appendix D for sample of capstone proposal signature
page and see Appendix E for capstone signature page.
Copyright page
Copyright page does not show a page number. It should say, centered in the middle of
the page:
Copyright by Your Name, Year of degree conferral
All rights reserved
Nothing else should go on this page.
Abstract
An abstract, which is no more than 150 words, should clearly summarize the problem,
method, findings, and conclusions. You should not include any other information such
as the title of your project, or your name. The Abstract page should be numbered in
lower-case roman numerals in bottom center.
Preface (optional)
A preface contains material which is introductory but is not included in the
introduction. For this reason, not everyone needs to include a preface. You should also
show the page numbers on the bottom center. Keep in mind that all the pages before
this count in the page count, even if they are not printed on the page itself. These page
numbers should be in lower-case roman numerals.
Acknowledgements (optional)
This section is optional, but most students find they would like to thank the various
people in their lives who helped them to prepare the project, or supported them during
the time in which they prepared it. This is also the place to thank institutions, funding
sources, libraries, archives, and any anonymous readers or editors. The pages of the
acknowledgements should show a number in roman numerals on the bottom center of
the page.
Dedication (optional)
The text on this page should be simple and short. It does need to be labeled
“Dedication” as the text makes this clear, and it does not require explanation (such
explanations are for the acknowledgments). Nothing else should appear on this page,
including a page number.
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Table of Contents
The Table of Contents must include a listing of all items in the document. You should
not list the title page, the copyright page, the dedication, the epigraph, the table of
contents, or the approval sheet. Headings and sub-headings must be consistent
between the Table of Contents and the body of the text. All capitalization, punctuation,
abbreviations, etc., must be consistent amongst the titles in the Table of Contents and
Lists of Tables and Figures, and the actual titles as they appear in the body of the text.
The Table of Contents should show page numbers as lower case roman numerals
at the bottom center. The top of each page of the table of contents should have a
one-inch margin; the top of the first page should show the title, all in caps: TABLE OF
CONTENTS. All the page numbers should be aligned and flush right.
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Sample Table of Contents
TABLE OF CONTENTS

ABSTRACT .......................................................................................................... iii
ACKNOWLEDGEMENTS ................................................................................... iv
List of Tables ....................................................................................................... v
List of Figures ..................................................................................................... vi
CHAPTER ONE .................................................................................................... 1
Level 1 .................................................................................................................. 1
Level 2 ................................................................................................................... 3
Level 3 .............................................................................................................. 7
Level 4 if needed ............................................................................................ 9
CHAPTER TWO ................................................................................................. 13
Level 1 ................................................................................................................ 13
Level 2 ................................................................................................................ 20
Level 3 ............................................................................................................ 32
Level 4 and so on ......................................................................................... 47
CHAPTER THREE ............................................................................................. 60
Level 1 ................................................................................................................ 60
Level 2 ................................................................................................................ 67
Level 3 ............................................................................................................. 75
CHAPTER FOUR ................................................................................................ 85
Level 1 ................................................................................................................ 85
Level 2 .............................................................................................................. 102
Level 3........................................................................................................... 122
And you got the idea .................................................................................. 145
CHAPTER FIVE ............................................................................................... 168
Level 1 ............................................................................................................... 168
You May Have Level 2 Here as Well .............................................................. 188
And Level 3 too . ........................................................................................... 200
References ....................................................................................................... 205
Appendix A: Title.............................................................................................. 220
Appendix B: Title ............................................................................................ 221
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List of Tables (if any)
List of Figures and Illustrations (if any)
List of Symbols, Abbreviations, Nomenclature (if any)
Epigraph (optional)
An epigraph is a short quote relevant to your whole project. Like the dedication, it
stands alone and without further explanation. You may choose to provide the source,
though the expectation is that a reader will recognize it if you do not. No other text
should appear on the page, including a page number. Example:
The ‘Enlightenment,’ which discovered the liberties, also invented the
disciplines.
Michel Foucault, Discipline and Punish: The Birth of the Prison

Body of text (The following guide lines are based on APA style.)
You should divide the main text of your capstone into chapters. These divisions
should reflect both the internal logic of your project, and also facilitate your reader’s
experience of the text. The first page of the body of text should be marked “1” at
bottom middle page. Set uniform margins of at least 1 in. (2.54 cm) on the top,
bottom, left, and right of every page. Use your word-processing software to add a
header that will appear at the top of every page that includes the running head and the
page number. The header appears within the top margin, not below it. Type size should
be 12-point.
Generally, all textual material should be double-spaced (this includes spaces between
sections). However, single-spacing may be used in setting off long quotations (40 or
more words), interview excerpts, and field notes. The left-hand margin must be large
enough for binding (1½ inches); a 1-inch margin should be used on the remaining sides
of the page. Be consistent with font. Recommended fonts: Times New Roman, Arial,
Verdana, and Garamond. All the references must be in the text; do not use footnotes.
For emphasis in the text: Do use italics. Do not underline. Do not use bold. Insert only
one space after each period. Align text to the left.
Headings. Use levels of headings properly and consistently (See APA for guidance.)
Be consistent in your use of headings across the chapters of your work. If you include
a level of headings (1st, 2nd) in the Table of Contents for one chapter then you must
include that level of headings for all chapters. Do not end a page of text with a heading.
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There are 5 heading levels in APA. Regardless of the number of levels, always use the
headings in order, beginning with level 1. The format of each level is illustrated below:

APA Headings
Level Format
1

Centered, Boldface, Uppercase and Lowercase Headings

2

Left-aligned, Boldface, Uppercase and Lowercase Heading

3

Indented, boldface, lowercase heading with period.

4

Indented, boldface, italicized, lowercase heading with period.

5

Indented, italicized, lowercase heading with period.

Example:
CHAPTER TWO
The Review of the Literature
Introduction
Use this one for sub-headings.
Avoid hanging quotations. It is a quotation without introduction; it just “hangs” there.
Introduce quotations with specific information in one or two sentences. These
sentences provide context for the quotation and enable your reader to understand why
the quotation is important. As a ubiquitous imaginary researcher Smith (2008) argues:
Use quotations at strategically selected moments. You have probably been told
by teachers to provide as much evidence as possible in support of your thesis.
But packing your paper with quotations will not necessarily strengthen your
argument. (pp. 21-22)
Once you have inserted your quotation, along with its context and attribution, do not
stop. Your reader still needs your assessment of why the quotation holds significance
for your study. And this was a nice example of the points we wanted to make. We think
of this as the “quote sandwich”: You sandwich the quotation with your own words and
thinking on both ends.
And here is more advice:
1. Introduce a block quotation with your own words followed by a colon or comma.
2. Indent. You normally indent 4-5 spaces for the start of a paragraph. When
setting up a block quotation, indent the entire paragraph once from the left-hand
margin.
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3. You may use single space within the block quotation; the font size remains the
same
4. Do not use quotation marks at the beginning or end of the block quote - the
indentation is what indicates that it is a quotation.
Follow up a block quotation with your own words.
Keep periods and commas within quotation marks. For example:
According to Jones (2000), students "dread APA style," but many of his colleagues
urged him to "keep teaching it, regardless" (p. 19).
Place colons and semicolons outside quotation marks. For example:
Williams (2002) described APA style as "a must in capstones"; her colleagues agreed.
Place a question mark or exclamation point within closing quotation marks if the
punctuation applies to the quotation itself. Place the punctuation outside the closing
quotation marks if the punctuation applies to the whole sentence.
A student asked, "Do I really need APA?"
Does Dr. Hairsplitter always say to her students, "You really need to use APA"?
Each of your tables and figures should have a number, and they should be numbered
consecutively throughout the manuscript. That is, the first table is table 1, the second
table 2, and so forth, even if they appear in different chapters or sections. You should
also give your tables and figures descriptive titles, which you should single-space. You
may also choose to include a short description of the table with the title; it too should
be single spaced. This material should appear on the same page as the table itself, and
you should try to format the table and its accompanying text so that there are no large
empty spaces in your manuscript.
Example:
Table 1
Correlation coefficients between Gender (G), Age (A), and APA proficiency test (APAPT)
Figure 1. The popularity of APA formatting style across USA universities.
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Illustrations
Illustrations should be positioned as the main text (the type reading across the 8-1/2
inch dimension). If figures or tables cannot be printed in the same direction as the text,
they can be rotated to landscape orientation in such a way that the top of the figure is
oriented to the inside (1-1/2 inch margin side) and the caption placed at the bottom
(along the right-hand side of the page). The page number must appear in the usual
place.
References
Follow the guidelines of the current Publication Manual of the American Psychological
Association.
Appendices (if any)
This is the place to include materials to which you would like your reader to have
access, but which are not necessary to the main narrative of your argument. This is the
place, for example, to include your raw data, letters of permissions, the texts of
surveys or other materials you used in your research, translations or editions of primary
texts which are not published, and so forth.
If you do include appendices, you should give them both a generic and a descriptive
title (e.g. Appendix A: Yet More Stuff about the Formatting). The title is centered, and
the material is included on the same page.
Plagiarism
All work that is not your own must be documented by proper citation of sources.
Offering the work of another as one’s own, even unintentionally, is a serious offense
covered by the NLU policy on academic integrity, and is especially problematic in a
research document which purports to be original work. Consult the Library Guide on
Understanding Citing & Plagiarism and the NLU Student Handbook. Both can be found
at http://libguides.nl.edu/content.php?pid=16608&sid=5360444
Proofreading
It is your responsibility to ensure that the capstone is properly formatted and
thoroughly proofread. You should always proofread after using the spellcheck, as
many errors may be missed by automated spellcheck functions. A capstone submitted
to the capstone committee Chair and members which shows an obvious lack of
proofreading will be returned to you for additional revisions. Students may procure the
services of an editor who can assist in formatting, copy-editing, and other non-content
related edits.
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