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INTRODUCTION

Welcome to the Master of Science Program of John Jay College of Criminal Justice. The program was established in 1968 and it has a highly respected faculty with expertise in the basic sciences. The program in Forensic Science is designed both to provide further education for directors, scientists, scientists in administration, and other professionals currently employed in crime laboratories and in such related areas as public safety, arson investigation and environmental protection, and to prepare people who are interested in entering such careers. The program draws from the areas of the biological sciences, physics, organic and physical chemistry, and law. It involves the mastery of techniques for the laboratory and the courts. The curriculum meets an urgent national need for personnel trained to administer the new crime laboratories which are rapidly increasing in number throughout the country.

I. GENERAL REQUIREMENTS FOR ADMISSION
1.
A baccalaureate degree or the equivalent from an accredited institution.

2.
Evidence of ability to pursue graduate work successfully. In general, the minimum requirements will be an undergraduate average of B or the equivalent in the undergraduate field of concentration and an overall average of B minus or the equivalent.

3.
The Aptitude Test of the Graduate Record Examination (GRE) is required of all students.  For information and arrangements to take the test, applicants may write to the Registrar or directly to:

Graduate Record Examination

Graduate Record Examination

Educational Testing Service 
      or 
Educational Testing Service

Princeton, New Jersey 08540 


Berkeley, California 94704

Students are advised to take the GRE no later than March for Fall Admission. 

4.  Applicants who have not studied in English-speaking countries are required to take the Test of English as a Foreign Language TOEFL), administered by the Educational Testing Service, Princeton NJ. John Jay is authorized under federal law to enroll nonimmigrant alien students.

5.   Holders of the B.S. degree in Forensic Science from this College may normally proceed directly with their program of graduate study. Students holding degrees from other institutions may be required to include in their programs courses in some of the basic sciences as prerequisites for graduate forensic science courses. See Item #2 below.

ADMISSION STATUS

There are three categories of graduate students - matriculated, matriculated-with-conditions, and nonmatriculated. An applicant may be admitted to graduate work without regard to residence or citizenship under one of these three categories.

1.
Fully matriculated students: those who have fulfilled all general and special program specific requirements.

2.
Matriculated-with-conditions: students whose undergraduate training is deficient, but who have otherwise qualified for admission. For example, some holders of B.S. degrees in biology may not have taken a full year of organic chemistry. Such deficiencies must be removed upon completion of not more than 15 credits and a B average must be maintained.

3.    Nonmatriculant: non-degree-oriented students accepted on a one-semester basis, according to space availability. Students in this category must apply for matriculation during their first semester of attendance.

Under exceptional circumstances, students with an undergraduate average of less than B minus but in no instance less than C, may be admitted as "matriculated-with-conditions." Such students must maintain a B average for 12 credits to attain fully matriculated status. If they do not, they will not be permitted to enroll for further graduate work.

Students who are “matriculated-with-conditions” are expected to enroll for 6 credits per semester. In exceptional circumstances, a student may exceed or fall short of these limits by no more than 3 credits with the permission of the graduate coordinators.

PERMIT STUDENTS

John Jay graduate students wishing to enroll in courses at other colleges of the City University of New York may do so with the permission of the Graduate Coordinators, Dean of Graduate Studies or the Registrar and the appropriate authority at the other institution. Graduate courses in chemistry, biochemistry, biology etc., which are not offered at John Jay would be good examples. Upon satisfactory completion of these courses, credit will be awarded toward the degree. Students from another college of the City University wishing to enroll in graduate courses at John Jay may do so on recommendation of their college and with the approval of the Dean of Graduate Studies or the Registrar. At the time of registration, they must file a statement from the registrar of the college certifying to their matriculation in the graduate program and giving them permission to pursue specific graduate courses at John Jay.

INDEPENDENT STUDY

Students are limited to one Independent Study Course in their graduate program. To register for an Independent Study Course a student must have completed 12 or more graduate credits with a minimum index of 3.50. Students must also complete the Independent Study Course Request Form, available from the Registrar’s office.

TEACHING

Qualified students are encouraged to acquire at least two semesters of college teaching experience.  This experience may be in the form of teaching in the laboratory or in the classroom. This amount of teaching training is important for the education of the Forensic Science student since the Forensic Science practitioner often must communicate verbally with others concerning his/her scientific findings. In practice students in our program spend a good portion of their graduate student career teaching or acting as a laboratory technician since this is the basic means of support. Student teaching is evaluated systematically each semester by the faculty. Students are apprised of their performance in teaching evaluation conferences.

REQUIREMENTS FOR THE M.S. PROGRAM

CREDIT LOAD

Full-time graduate students normally take 12 credits per semester; part-time students otherwise employed full time normally take 6 credits per semester. Students matriculated with conditions are expected to take 6 credits per semester.  In exceptional circumstances, students may exceed or fall short of these limits by no more than 3 credits with the permission of the graduate coordinators.

TIME LIMIT

All master’s degree requirements must be completed within four years of the date of entrance to the program. Extensions of this time limit may be granted for compelling reasons upon application to the Graduate Registrar.

GRADES

The following grades are used in the graduate program:

A = 4.0
B = 3.0
C = 2.0

A- = 3.7
B- = 2.7
C- = 1.7

B+ = 3.3 
C+ = 2.3
F  = O

F = Failure. This grade is used for the work of students who resign from a course after the eighth week of the semester while they are doing unsatisfactory work, for excessive absences, for very unsatisfactory work, and also for the work of students who withdraw without official approval.

The following special grades are also used: P = Pass. Applied to courses which bear no credit and to courses which are not included in the computation for the academic average. W = Withdrawal. Withdrawal with permission of the Registrar while students are doing satisfactory work. This is withdrawal without prejudice. In = Incomplete. Given in lieu of a grade only in exceptional circumstances for students who have been doing satisfactory work and have been unable to complete course requirements. Students who receive an Incomplete in the Spring semester or Summer Session must fulfill their obligation by November 15; in the Fall semester, the students must fulfill their obligation by April 15. In exceptional circumstances and with the approval of the Dean of Graduate Studies, the time limit may be extended to the end of the semester. **Incompletes unresolved by the above dates become permanent entries on the students' records as Incomplete (no credit) and may not be changed thereafter.**

APPEAL OF FINAL GRADE

Student appeal of a final grade (A, A-, B+, B, B-, C+, C, C-, F) can be made at any time within one year from the end of the semester in which the course was taken.

The student should first meet with the Instructor to discuss the final grade. If the instructor agrees that the grade should be changed, he or she can make the change on the appropriate forms provided by the Registrar's Office. This form is countersigned by the Department Chairperson and returned to the Registrar's Office for entry on the student's record.

If the instructor reaffirms the final grade, the student has a right to appeal to the Committee on Graduate Studies This written appeal is made by the student through the Office of the Dean of Graduate Studies. The appeal must include the reasons for the request. The instructor will be notified of the appeal and will be requested to respond in writing to the Committee on Graduate Studies. The decision of the Committee is final and will be communicated in writing to the student.

CLASS ATTENDANCE

It is left to the discretion of the instructor to determine whether class

attendance and participation are to be factors in assessing students' performance and to so advise the students.

RETENTION STANDARDS

Students, matriculated or matriculated-with-conditions, must maintain an overall average of B or better in all of their courses.  If they fail to maintain a cumulative scholastic index of 3.0, they are in danger of being dropped; 6 credits below B will result in probation; If their index falls below 2.5 on completion of 9 or more credits, they will be dropped. Regardless of their overall index, 9 or more credits below B automatically disqualify students from earning a master's degree. All grades below B, including B-, are reported to the graduate coordinators; students who receive such a grade are urged to discuss their standing with their coordinators.

Students who do not maintain an acceptable standard of scholarship may lose their status as matriculated students.  Only matriculated students may register for the FOS 791 Prospectus Seminar.

If after completing 12 credits, matriculants-with-conditions achieve an overall average of B or better, and have met all the admissions requirements, they become matriculants and are considered degree candidates. If they fail to achieve the required scholastic average, they are ineligible to register for additional course work.

REVIEW AFTER 12 CREDITS

Students' records will be reviewed after they have completed 12 credits. Before they may register for additional courses, students whose average is below 3.0 will be required to discuss their standing with their graduate coordinators in an effort to assess their potential for completing the degree. The Coordinators' recommendation will be presented to the Committee on Graduate Studies.

MAKE-UP EXAMINATIONS

Make-up examinations may not be postponed for more than one semester without the approval of the Dean of Graduate Studies.

WITHDRAWAL

Written notice of voluntary withdrawal from a course must be submitted to the Registrar for approval no later than the tenth week of the semester.

LEAVES OF ABSENCE

Leaves of absence may be granted for compelling reasons upon application to the Registrar. (See page ***)

MAINTENANCE OF MATRICULATION

Students not taking courses should register to maintain matriculation in order to remain on the active rolls of John Jay. Students must register for courses, or maintain matriculation status, in the semester in which they file for and obtain their degree.

Students who fail to register for courses or for maintenance of matriculation will be required to file an Application for Readmission at least one month prior to the start of the semester for which they plan to return. They will be responsible for adapting to any changes in the various curricula that may have taken place during their absence.

APPLICATION FOR GRADUATION

An application for graduation must be filed in the Office of the Registrar according to the date listed in the Graduate Calendar. This application may be obtained in the Office of the Registrar.  If the degree is not completed in that semester a new application for graduation must be filed in the Office of the Registrar.

Candidates for graduation must have all degree requirements completed by the end of the semester. An incomplete grade in a course will result in removal from the list of graduates. Students will also be barred from graduation if they have outstanding John Jay Library or CUNY Interlibrary obligations.

DEGREE REQUIREMENTS

GENERAL

Completion within four years of at least 30 credits with the master's thesis, or up to 36 credits with the thesis alternative. A “B” average (3.0 index) is required.

THESIS

Students who decide to write the thesis are required to complete a total of 30 credits, including the Prospectus Seminar (FOS 791). Successful completion of FOS 791 means that the student has a thesis advisor and has completed an approved prospectus. Upon completion of the 791 course, the student should register for Thesis 791. Upon completion of the approved thesis, the student will be eligible to receive a master's degree with 30 credits. An original and one copy of an approved thesis and a receipt from the Business Office for the binding fee shall be submitted to the Library.

ALTERNATIVE TO THE THESIS

Students who choose not to write the thesis are required to take a one-year individualized laboratory course (FOS 792-793) in which the student completes a research project and writes a publishable quality paper under the tutelage of a faculty member. See Course Requirements, on page ***.

II. ADVISEMENT OF NEW STUDENTS
A new student should make an appointment with the Graduate Coordinators to obtain information about the Forensic Science M.S. Program including program decisions and procedures such as the selection of a research mentor. The Graduate Coordinators are: Professors Peter R. De Forest and Arvind Agarwal.

III.
PROGRAM OF STUDY
REQUIRED COURSES







Credits
Forensic Science 710: Advanced Criminalistics I 


   3

Forensic Science 711: Advanced Criminalistics II


   3

Forensic Science 721: Advanced instrumental Analysis I

   3

Forensic Science 722: Advanced instrumental Analysis II

   3

Electives up to 18 graduate credits of appropriate electives

 from other courses in the field





  18

Students taking the thesis option must complete Forensic

 Science 791: Prospectus Seminar         OR
Students taking the alternative to the thesis must complete

 Forensic Science 792-793, the Laboratory Research Tutorials
   3


     Total Credits: 30-33

In addition to the General requirements described in the previous section, the student should, where possible, meet the special requirements of the forensic science program. The student will be expected to enroll in Forensic Science 780-781, in which supervised fieldwork experience is acquired. In each of two semesters, 3 credits will be granted for fieldwork.

THESIS RESEARCH

The student is urged to commence thesis research early and is encouraged to communicate with various faculty members whose research interests are closely related to those of the student.  When the student has established a mutually satisfactory understanding with a member of the faculty on the subject of his thesis research, he must advise the Graduate Coordinator(s) in writing. The thesis advisor must also notify the Coordinators in writing of his acceptance of this responsibility. See appendix 2. The Advisor, the student and the Coordinators will then recommend a committee to supervise the continuation of the student's research program.

STRUCTURE AND FUNCTION OF THE THESIS COMMITTEE

A. The Committee should normally be composed of 3 members, of whom at least two should be faculty members of the forensic science department at John Jay. The third person may or may not be a member of the John Jay faculty, however he/she must hove appropriate academic credentials (as determined by the graduate coordinators) or appropriate scientific expertise related to the research project. The thesis advisor will be the chairman of the Committee.

B. The Committee should meet:

(1)
to advise on the study program and the thesis research problem; and

(2)
to approve the achievement in research prior to writing the thesis.

C. The Thesis Committee will receive a progress report or meet at least once each semester to discuss student progress to determine whether the student should be maintained in the program. If there is a lack of progress toward the completion of the requirements of the Master's degree, the Graduate Dean will be notified in writing by the Graduate Coordinators.

D. It is recommended that the student who has completed his thesis research present a formal lecture to the department concerning his/her findings.

**GRADUATE COURSES OF THE PROGRAM**

701.
Math/PAD 711. Operations Research

Qualitative and quantitative analysis of administrative and organizational problems through techniques of operations research. Deriving solutions from models, decision theory, information theory, queuing theory, linear programming, simulation, statistics, CPM, and PERT. Problems of allocations, assignment, communication, gaming, maintenance1 reliability, search, and scheduling. 30 hours plus conferences, 3 credits.

702. Computers in Analytical Chemistry

An introduction to the use of computers in analytical chemistry, with emphasis on forensic instrumental analysis using laboratory computers. 30 hours plus conferences, 3 credits.

710.
Advanced Criminalistics I

A review of the fundamental techniques used in the analysis and evaluation of physical evidence; microtechniques, and special subjects of topical interest. 2 hours lecture, 3 hours laboratory per week (minimum), 3 credits. Prerequisites: Physics and Organic Chemistry.

711.
Advanced Criminalistics II

Laboratory special projects in the analysis of physical evidence using recent  developments  in  non-instrumental  techniques.  Prerequisite:

Biochemistry and FOS 710. 5 hours laboratory per week, 3 credits.

721.
Advanced Instrumental Analysis I

A review of the principal instrumental methods used in the analysis of physical evidence. An advanced treatment of the instrumental analysis of physical evidence, including instrument combinations.  The role of the computer in the forensic science laboratory is also covered. 2 hours lecture, 3 hours laboratory per week, 3 credits.

722.
Advanced Instrumental Analysis II

Group laboratory research. An exploration In depth of a variety of analytical methods as applied to a selected type of evidence material. An examination of recent instrumental techniques. Prerequisites: Forensic Science 710 and 721, 5 hours laboratory per week, 3 credits.

723.
Analytical Toxicology

Biochemical activity of poisons and drugs. identification of barbiturates, alkaloids, amphetamines, tranquilizers, and other drugs of forensic interest.  Isolation of the above drugs from organic fluids and tissues.

Prerequisites: Forensic Science 710 and 721, or permission of the instructor. 2 hours lecture, 3 hours laboratory per week, 3 credits.

751.
Advanced Problems in Forensic immunology

Emphasis on the identification of micro-quantities of dried blood for genetic variations in the ABO, MN, and Rh phenotypes and various enzymes in the red blood cells.  1 hour lecture, 4 hours laboratory per week.

Prerequisite: 1 year of General Biology, 3 credits. 

752. FOS/CRJ. Problems in Physical Evidence

Provinces of the court and jury. Burden of proof. Probability. Documentary

evidence. Physical evidence. Law of real evidence in different courts and states. The expert witness. Preparation of scientific court exhibits. 30 hours plus conferences, 3 credits.

780-781.
Field Work in Forensic Science

Supervised field work experience in appropriate institutional setting. A variety of patterns of involvement is available, varying in terms of hours of work, location, nature of assignment, etc. 150 hours per semester, including weekly seminar. 3 credits per semester.

800. level Forensic Science Seminar in Selected Topics
**The Seminar courses include coursework in selected topics such as:

Genetics, Immunology, Forensic Medicine, Crime Scene Reconstruction and Document Examination. To be taken with permission of the graduate coordinators or after the completion of 15 credits.** 30 hours plus conferences, 3 credits.

791. Forensic Science Prospectus Seminar

Introduction to scholarly and research report writing, library research, and documentation styles and techniques. Development by the end of the semester of a thesis prospectus. Students who intend to complete their degree requirements by writing a thesis should register for Thesis 791 upon the completion of this course. 3 credits.

792-793.
Forensic Science Laboratory Research Tutorial I and II

A one year individualized laboratory course designed to take the place of the thesis for the non-thesis master’s degree alternative in forensic science. The student completes a research project under the tutelage of a faculty member. The end product Is a report of journal article length of publishable quality. The student is required to conduct the project at the College and to attend the equivalent of two laboratory periods per week the first semester and a minimum of one laboratory period per week the second semester. Prerequisites: Forensic Science 710-711, 721-722, 791. 6 hours, 2 credits(I); 3 hours, 1 credit (II).

THE MASTER’S THESIS

The writing of a special research project at the master's degree level has long been a characteristic of graduate work. At John Jay, the Master of Science in Forensic Science Program provides the option of a written thesis as a final degree requirement.

The master's thesis is expected to contribute to the body of knowledge of a particular field. It’s contribution, although significant is not expected to be as extensive as a doctoral dissertation nor as original. It may, for instance, supplement previous work done in the field but will be more limited in scope than a doctoral dissertation.

For graduate students the thesis represents a unique opportunity and experience. Students who have completed one know that no other element in their graduate career, no course or term paper, is a substitute for the independent study, research and writing undertaken for the thesis. FOS 791-Prospectus Seminar is designed to assist graduate students in the organization and preparation of their thesis. At the conclusion of the 791 course, students will have completed a "prospectus", the basis for their master's thesis. The following pages contain suggestions for developing the thesis prospectus and preparing the required forms, as well as a guide to the procedures for the successful completion of the master's thesis.

Selecting a Topic
The master's candidates ordinarily select their own topic and the selection of a faculty thesis advisor will naturally depend on the topic chosen. Students, probably while taking 791, will consult informally with their instructor or another member of the faculty presenting some of their thesis ideas and discussing with them both the suitability of the topic and the selection of an advisor. Faculty members vary in their role as advisors, and students should have a clear understanding from the beginning of what their advisor expects of them and what their relationship with their advisor will be. A good working relationship with the thesis advisor is essential to the writing of a good thesis. Although the thesis advisor has primary responsibility for the direction of the thesis, the second reader should be considered a valuable source of assistance during its preparation and research.

Make sure the topic has relevance to your area of specialization. The more the topic provides insights into a particular field the more appropriate it becomes. Do not make the topic too broad. For example writing about the topic of “forensic hair analysis” implies that all facets of hair biology will be covered. Also, it is important to select a topic about which data can be obtained in a reasonable time and at minimal cost. 

The Thesis Prospectus
The objective of the 791 course is to provide the student with a firm start in writing the thesis. The student will have passed the course when he/she has completed the prospectus and received approval for it from the 791 instructor, the thesis advisor, and the graduate coordinators. This means that by the end of the semester students will also have arranged for a thesis advisor and a second reader.

The prospectus should be written in essay form and address itself to the questions listed in the section dealing with format for the thesis prospectus. It should be brief, about 10 typewritten pages, and double spaced.

Use the cover-sheet form required (see sample on page ***) and file the prospectus and prospectus approval form with signatures in the Office of the Dean of Graduate Studies.

Format for the Thesis Prospectus
The prospectus should include the following parts:

1.
Statement of the Problem (What is your thesis about?)

This is a declaration of your topic. As the first step in developing your research design, state briefly and objectively the purpose of your thesis. Your statement should pose the research problem, not its conclusions. Some examples from past John Jay theses may be helpful.  They are available for examination In the Library.

2.
Review of the Literature (What is the background of your thesis project?)

What important studies have been published on your topic or in related areas? What basic principles or concepts do these studies employ that you will also use? How have the experts and authorities differed in their use of these concepts?

The review of the literature in your prospectus should also explain the need for your study and why it is worthwhile. For instance, it may be that no other studies of the problem have been made, or that such studies are significantly out of date or that they may have major weaknesses which your work will remedy, etc. Cite authorities that indicate the importance of the research you are proposing.

3.
Scope of the Study (How far will you go?)

Fix the precise scope of your research problem. What is the universe to which your findings apply?  What is the sample that you will study? Delimit your research in terms of time, people involved etc. Give reasons for the boundaries you set up, with attention to limitations imposed by the time and money you have available as well as personal and miscellaneous factors. Ask yourself whether your chosen scope is too narrow or too broad to research effectively in the time you have available.

4.     Hypothesis and Definitions (What exactly do you want to find out? How are you defining the key terms you will use?)

At this point you should focus your research in a series of propositions (declarative sentences) or hypotheses (if...then...). Depending upon the nature of your topic you may have one major question or hypothesis and several minor ones, or several major questions or hypotheses.  These should use the concepts that you have discussed in your review of the literature.  You should also define as clearly and specifically as you can the special vocabulary of your research problem, particularly those terms which appear in the question or hypothesis.  Also clarify any other concepts and words that seem to you to need definition.

5.      Research Design and Methodology (How will you do it?)

Explain in detail how you intend to collect and organize data to test your hypotheses or answer your questions.  Be specific on the method or combinations of methods you will use for testing each hypothesis. Exactly what materials will you use? This section should be made clear so that another researcher could use it as a guide to undertake the same research.

6.     Analysis and Conclusions (Do you know exactly what you are looking for?)   

This section is commonly the weakest part of the prospectus because the investigator has not “seen through” the problem. You will probably want to indicate what types of findings will lead you to accept or reject a proposition, i.e., what criteria you will set up to know precisely whether each hypothesis has been proved or not, or what types of information will constitute a satisfactory answer to your question.

7.
Timetable (What is your anticipated schedule?) 

Include a schedule of tentative dates for completion of each stage of your research1 indicating the amount of time you will need for such steps as data collection, data analysis, writing and typing of first draft, typing of the final draft, etc. Indicate any anticipated interruptions (professional  or  family commitments).

8.     
Budget (How much will it cost?)

List all anticipated expenses which may be substantial.  For example, expenditures of more than $10 may apply to postage, travel, duplicating, typing of  rough drafts, typing of final draft, chemicals, glassware, computer time, etc. The completion of your thesis should not involve significant personal expenditures.

9.
Bibliography (What is your tentative bibliography?)

Compile a list of references that have been or will be consulted. This list is only preliminary. An all-inclusive list such as will appear in your thesis is not expected here.

10.
Expected Length of Prospectus

The real criterion for length is its adequacy to the topic, not its number of words or pages. The prospectus can be done well in 10 double spaced pages if material is written concisely and analytically.  Nevertheless, there is no page limit and the number “10” should be considered a ball-park figure.

WRITING THE THESIS

The First Chapter

When you have an approved thesis prospectus, you will in all essentials have your first chapter. A rather formal scheme should be followed for this chapter to provide readers with a brief picture of your general approach, research method, and system of organization.

The topics to be covered in the first chapter are:

1. statement of the problem

2. review of the literature

3. hypothesis and definitions

4. scope of the study

5. research design and methodology

6. a short statement of the content of each of the remaining chapters of the thesis

One of these items, number two requires further comment:

The review of the literature is an important part of the thesis effort; in some instances it may be sufficiently significant to deserve a separate chapter. The most important point to bear in mind is that this review is the means by which the reader learns what earlier writings have been systematically studied and how they relate to the thesis study.  The review, therefore, should be a sophisticated one, focusing on the present status of the literature. In assaying this present status, gaps should be noted, strengths should be identified and literature from peripheral but relevant fields should be included.  This review is more than simply a listing of books and articles; it ought to be a truly insightful picture of the present state of a particular field of study.

The Preliminary Draft

Although some advisors will read a first chapter on a counseling basis and review each chapter as it is completed, the first time the advisor and second reader see the thesis in any formal sense is on the presentation of the preliminary draft. The presentation, whether submitted chapter by chapter or as a totality, should be as complete and perfect as it can possibly be made. The student should take pains with mechanical matters. A complete preliminary draft is expected to be presented including exhibits, graphs, etc.  The title page and table of contents should be included as well as an abstract of 300-500 words. Chapters should be properly titled, and a complete bibliography should be included.

Two mechanical points regarding the preliminary draft should be noted. The first has to do with proper footnoting and citations. Students may assume that all these so-called “minor” matters can be cleaned up in the final draft, but one of the points advisors look for in the preliminary draft is the student’s correct use of references. The second point is concerned with quality of English, spelling, appropriate headings, and subheadings. Although it need not be a work of art, the thesis must be clear and understandable. One way of helping the reader through the thesis in an orderly fashion is by the appropriate use of headings and subheadings. Turabian, in A Manual for Writers of Term Papers, Theses and Dissertations suggests, for example, five levels or headings; an original writing outline prepared around such a plan will help to make the finished product a systematic and understandable thesis Style manuals are cited in the section on "Thesis Style.” It is recommended that the thesis be prepared according to the ASTM Style Manual. The ASTM style is used by the Journal of Forensic Sciences.

Approval of Thesis Draft for Final Typing

When you have a preliminary draft as described above, you are ready to receive approval of your thesis draft for final typing. The thesis draft approval form must have the signatures of the thesis advisor and the second reader. (See form below). The final date for completing this form is flexible but should be firmly established well in advance by the student and the advisors. A mid-March deadline is very strongly recommended. The student should not begin final typing until all signatures are obtained.

The author is responsible for editing and for correct presentation of content and references.  It is the candidate's responsibility to make arrangements with a typist and to ensure that the typist's work is satisfactory. Word processing is highly recommended.

THESIS STYLE

Handbooks

The following handbooks are designated by the graduate coordinators for the preparation of the thesis:

a.
ASTM style manual (preferred style)

b.
ACS (American Chemical Society) style manual (when appropriate)

The foregoing handbooks should be carefully consulted and rigorously adhered to by thesis writers, as well as by thesis readers.  Other handbooks should not be used. Failure to use the prescribed style manual will result in the advisor returning the thesis unread.

Format

1. All prospectuses, thesis drafts for final typing, and final copies of theses should be typed on a non-erasable bond paper and should be double-spaced except where other spacing is indicated by the handbook. All final copies of theses should be typed on 20-lb. bond paper.

2. Proper margins (l.5” at left, 1.0” on other three sides) should be observed in the prospectus as well as in the draft and final copies of the thesis.

3. Page numbers should be in Arabic numerals (except for preliminary matter, which appears in lower case Roman numerals as per the style handbook) and should be placed in the upper right-hand corner or top center of the page. The abstract and the thesis approval page should not be numbered, nor should they be counted in the pagination. Prospectuses as well as theses should contain page numbers.

4. Quotations: The Fair Use Clause of the Copyright Act must be observed in quoting material copyrighted by others. Unfortunately, this rule is not precise, but it is advisable to request the copyright owner’s permission for any quotation aggregating 150 words or more. You must not plagiarize or violate the copyright regulations in preparing your report.

5. Bibliography should appear at the end of the thesis.

Title Page

The title page must carry the following information:

1.
the full title of the thesis, centered.

2.
the statement:

“A Thesis Presented In Partial Fulfillment of the Requirements for the degree of Master of Science in Forensic Science, John Jay College of Criminal Justice of the City University of New York”

3.
the author's full legal name

4.
the month (either June, February, or September) and year of commencement

Thesis Approval Page
The thesis approval page should be bound into the thesis directly after the title page and it must be typed on the same bond paper used throughout the thesis. It should not, however, be numbered, and it should not be figured into the pagination of the thesis. The approval page must carry the following information:

1.
the full title of the thesis, centered

2.
the author's name centered beneath the title

3.
the statement: “This thesis has been presented to and accepted by the

Office for Graduate Studies of the John Jay College of Criminal Justice in partial fulfillment of the requirements for the degree of Master of Science in Forensic Science”

4. the three signatures indicated

Signatures

The signatures of the thesis advisor and the second reader on the Thesis Approval Page reflect that the faculty members in question have gone over the student’s work in detail, have approved its substance, and insofar as possible, have helped the student to write the thesis clearly and correctly. The Dean of Graduate Studies will receive an approved thesis after the other requisite signatures have been obtained.

Abstract

An abstract of 300-500 words summarizing the contents of the thesis must be submitted with the thesis. The page should be headed “Abstract” and bound into the thesis following the thesis approval page. It should not however, be numbered, and it should not be figured into the pagination of the thesis.

THE COMPLETED THESIS: PROCEDURES

After final approval by the Dean of Graduate Studies the thesis is taken to the Graduate Registrar, who will furnish the student with a degree clearance form which is to be taken first to the Business Manager. The Business Manager will collect the binding fee, sign the degree clearance form, and issue a receipt for the binding fee.

Two copies of the thesis, with the binding fee receipt, are then taken to the library where they are left to be bound.

The candidate then goes back to the Graduate Registrar with the binding fee receipt and the signed degree clearance form.  Here a check of graduation requirements (which includes payment of back library fees, etc.) is made and the degree clearance form is then signed by the Graduate Registrar.

Library Deposits

Library deposits of theses are required to make available to the scholarly community the research which they embody. Common oversights which will cause the thesis to be returned are: incorrect abstract, incorrect title pages, incorrect pagination, lack of signed approval sheet, and unacceptable paper.  To fulfill the requirements for deposit you must deliver to the Library in person two copies of the thesis: one original typescript suitable for microfilm reproduction, and one clean copy suitable for library loan (either carbon or Xerox). A signed thesis approval page must be presented with the thesis for inclusion in binding. These copies must be accompanied by a receipt from the Business Office for the binding fee. The fee for thesis binding is currently **$15.00** per copy. The signature for library clearance will be given at this time.

Cover Sheet Form for Thesis Prospectus
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Sample Thesis Title Page

TITLE

A Thesis Presented in Partial Fulfillment of the Requirements for the Degree of Master of Science in Forensic Science, John Jay College of Criminal Justice of the City University of New York

by

Candidate's Full Name

Date of Commencement

(month and year)

JOHN JAY COLLEGE OF CRIMINAL JUSTICE

THE CITY UNIVERSITY OF NEW YORK

Date: 



TO:

Candidates for Master's Degrees

FROM:
Office of the Registrar

SUBJECT:
Required Clearances Following Completion of Thesis

When you have paid the necessary fees to the Business Manager and submitted two copies of your Thesis to the Librarian, have each of them sign this form in the space indicated below and then present the form to the Registrar for final approval.

Candidate:
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Permanent Mailing Address:
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BUSINESS MANAGER
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TUITION

Tuition for New York State and out-of-State residents is listed in the

Graduate Bulletin. Besides tuition additional fees include:

Student Activity Fee (per semester)

Application for Admission

Late Registration

Change of Program

Thesis Binding Fee

Readmission

Maintenance of Matriculation

All fees and tuition charges listed in the College Bulletin are subject to change by action of the Board of Trustees of the City University. Any students with outstanding debts to the College must clear all debts prior to registering for the succeeding semester. A student with outstanding debts to the College will have his or her registration canceled by the Bursar's Office. Students are entitled to a full refund of tuition if courses are withdrawn or their registration is canceled by the College. In the event of a student's withdrawal, a proportionate refund of tuition may be granted if valid reasons for withdrawal are presented. See College Bulletin.

IV. FINANCIAL ASSISTANCE AND TUITION FINANCIAL AID
General Information

John Jay College has limited financial aid to offer graduate students. Some aid requires a demonstrated financial need while some aid does not. All aid is received through applications available in the Office of Financial Aid. A College work-study program and a Tuition Assistance Program are available. Graduate students are often hired as adjunct science lecturers or laboratory technicians within the science department. In addition the student may be eligible to apply for the National Direct Student Loan, Veterans Benefits or a New York Higher Education Services Corporation Guaranteed Student Loan.

Any full time matriculated graduate or undergraduate student who is charged tuition, who is a legal resident of New York State, or who has been a legal resident of New York State, and who has been a legal resident for at least one year or previously a resident during the final year of College may apply for the Tuition Assistance Program (TAP). The amount of the award varies with financial ability.  There is an age limit set on all students who plan to file as independent of parental resources.  All students are urged to file for TAP as early as possible and to respond immediately to any additional requests for information from Albany. In any case, it is vitally important that students requiring financial aid report to the Financial Aid Office for assistance. The Office is located on the third floor of North Hall, Room 3400, telephone **489-5160.**

V. GOVERNING STRUCTURE FOR THE M.S. PROGRAM IN FORENSIC SCIENCE and ADMINISTRATION OF THE GRADUATE PROGRAM
The Dean of Graduate Studies is the principal administrative officer of the graduate program, and also chairs the Committee on Graduate Studies. This Committee consists of the Dean of Graduate Studies, Chairperson; the Dean of Students; the Registrar; the Graduate Program Coordinators; and two graduate students nominated by the Student Council and elected by the College Council. The Committee is responsible for establishing general policy for the graduate program, subject to review by the College Council. It has primary responsibility for admissions, curriculum, degree requirements, course and standing matters, periodic evaluation of the graduate program, and for other areas of immediate and long-range importance to the quality and growth of graduate study. The Committee is also responsible for advising on all matters relating to graduate student honors, prizes,  scholarships  and  awards.    Because of their interdisciplinary character, the graduate programs are not administered by individual departments; instead each program is administered by one or more graduate coordinators (the M.S. FOS program having two).  The Coordinators are also the academic and professional advisors on course requirements, scholarship problems, thesis problems, and the selection of thesis advisors, opportunities for advanced graduate work, and career opportunities and requirements.

The Committee to which correspondence should be addressed through the Office of the Dean of Graduate Studies, has responsibility for the processing of all problems relating to graduate students.

VI. REGISTRATION INFORMATION
Normally, a student will not register for more than 12 credits.  Any student who wishes to register for more than 12 credits must obtain permission from the Graduate Coordinators.

Full Time Certification

A student may be certified full-time if:

1. he is enrolled for a minimum of 6 credits

2. he is currently enrolled for no credits but is doing full time research on his thesis.

Change of Program

Before registration, students should inform their advisors of the courses they plan to take.  Should any changes in that schedule arise, students must inform their advisors immediately.

Transfer of Credit

The Graduate School Bulletin should be consulted for information regarding

transfer of credit. The Graduate Coordinators shall make a determination as to whether or not transfer credit should be granted for graduate work performed at another institution. They will make recommendations to the Graduate Registrar.

Auditing of Courses

Matriculated students who have completed all requirements except the thesis may audit graduate courses tuition-free by permission of the Graduate Coordinators.

Dropping Courses

The dropping of a course requires the permission of the instructor and the Graduate Coordinators. After the third week of the semester, a “dropped course” will appear on the student’s record as a “W” grade.

Maintenance of Matriculation

In order to preserve continuity of academic experience, a student who is not “on leave” must be registered either as (a) attending courses, (b) working for thesis credits, (c) maintaining matriculation.

Withdrawal from the Program

Written notice of voluntary withdrawal from the Program must be approved by the Graduate Coordinators and by the Dean of Graduate Studies. To resume study, a former student must apply for readmission to the Admissions Office All applications for readmission must be approved by the Dean.

Leave of Absence

A student wishing to interrupt study for not more than one academic year may be granted a leave of absence. Requests for such leaves must be submitted to the Graduate Coordinators. The period of an authorized leave is not included within the time limit for completion of degree requirements Requests for an extension of a leave of absence must follow the same procedure as indicated above. (See Page **).

Academic Counseling

Graduate Coordinators are available for consultation on academic matters throughout the school year. Students are advised to see the coordinators when planning their courses or when other academic questions arise.

Personal Counseling and Legal Counseling

Appointments may be made with the Department of Counseling and Student Life located in Room **3140 North Hall. Services are completely without charge.

Office of Placement and Career Advisement

The Office of Placement and Career Advisement functions as a resource tool In assisting graduate students with questions regarding careers, making referrals for full and part-time positions, and providing information concerning post-graduate options.

Cardiovascular Fitness Center

The College has created a unique faculty with the objective of meeting the physical fitness needs of the entire college community. The Fitness Center, the first of its kind in the City University of New York, is designed to improve the efficiency of the cardiovascular system, and to enhance muscle tone and strength as well. The center is located in the Tenth Avenue building and is available without charge.
VII.
HOUSING
There are no housing facilities for graduate students at John Jay. Students looking for an apartment should allow themselves ample time to search. The Office of the Dean of Students may have useful information and the student is urged to contact Associate Dean of Students, **Richard Saulnier for interim help.

NOTE:
THIS HANDBOOK IS PROVIDED TO YOU BY THE GRADUATE COORDINATORS AS A SUPPLEMENT TO THE GRADUATE SCHOOL BULLETIN AND IS NOT MEANT TO REPLACE IT. IN THE EVENT THAT THE STUDENT FINDS THE HANDBOOK TO BE CONTRADICTORY WITH RESPECT TO INFORMATION FOUND IN THE COLLEGE BULLETIN, OR IF THE INFORMATION IN THE HANDBOOK APPEARS TO BE OUTDATED, OR IF SOME AMBIGUITY EXISTS IN THE MEANING OF SPECIFIC STATEMENTS. THE STUDENT IS TO RELY STRICTLY UPON THE GRADUATE SCHOOL BULLETIN.

Appendix I.

JOHN JAY COLLEGE OF CRIMINAL JUSTICE

THE CITY UNIVERSITY OF NEW YORK
M.S. PROGRAM IN FORENSIC SCIENCE

THESIS RESEARCH PROGRESS REPORT
(This form should be submitted to the Graduate Coordinators by the

Research Mentor and the members of the Thesis Committee following a thesis committee meeting)

DATE: 












NAME OF STUDENT: 










DATE OF ADMISSION: 









MENTOR: 












THESIS COMMITTEE: 










TITLE OF THESIS 










EVALUATION OF STUDENT’S PROGRESS (Detailed Comments are requested): 

Appendix 2.

JOHN JAY COLLEGE OF CRIMINAL JUSTICE

THE CITY UNIVERSITY OF NEW YORK

MS. PROGRAM IN FORENSIC SCIENCE
THESIS SPONSOR AGREEMENT
(This form should be submitted to the Graduate Coordinators by the Research Mentor and the two additional members of the Thesis Committee)

This is to certify that I accept the sponsorship of the below named student during the course of his thesis research and I agree to serve as Chairperson of his Thesis Advisory Committee.  Any change in the composition of this committee or in my role as sponsor shall be reported to the Graduate Coordinators.

DATE: 












NAME OF STUDENT: 










DATE OF ADMISSION: 









MENTOR: (1) 











(Signature)

THESIS COMMITTEE:
(2) 









(3) 









TITLE OF THESIS:
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