Breck’s recommendations and guidelines for Written Comprehensive Exams

The Rubenstein School Graduate Student guidelines state that the “content, length, composition and format of the comprehensive exam rests with the Studies Committee”.  In general I suggest the following procedures for Written Comprehensive Exams:
1. It is up to the student to schedule the examination days with each of the examiners.  The questions should be posed over no more than one week and can be done over successive days or with rest days.


2. Each of member of the Studies Committee should write a question or questions that the student can reasonably respond to in one 8h day (9am to 5pm).  It is up to the personal discretion of each member of the Studies Committee as to whether they will to allow more time than 8h (i.e., due time beyond 5pm).  However, Study Committee members should avoid extending the deadline beyond much beyond 8h, to allow time for the student to be rested for the next question or for classes the following day.


3. An order for submission of questions to the student will be negotiated among all parties.  On the assigned day, the question(s) from one member of the Studies Committee will be emailed to the student directly.  They should receive the question by no later than 8am.  It is acceptable for Study Committee members to send their question the night before to allow the student to think about the question.  Each member of the Study Committee should cc: their question(s) to the other committee members. 
4. Each member of the Studies Committee will provide special instructions to the student, if necessary, when they pose their question(s).  For example, is an open-book response acceptable or is a closed-book response expected?  When and how should the response to be delivered?  Should fully-referenced citations be included?  Should figures and tables be included?  Can the student submit their response as an email attachment or should it be turned in as a hardcopy?


5. The student should return their responses to the Studies Committee member who posed the question(s), by 5pm (or the time allowed) on the assigned day.  The response should be formatted in an MS/Word file, 1” margins, single-spaced, two-sided, in no less than 11-point, Times Roman font.  The student should cc: their response to the full committee.


6. The Studies Committee members are required to evaluate the student’s response to their question(s) within 10 business days of the assigned date or the response(s) will be assumed to be adequate; i.e. a pass.  Each member of the Studies Committee should inform the other members – as well as the student – whether they found the student’s responses to be adequate or not.


7. If one or more of the Study Committee returns an “inadequate” evaluation then the Studies Committee will correspond with each other to determine whether to convene as a group or meet with the student individually to rectify the inadequacy.  One option may include an oral exam.  


8. The student will have “passed” the exam once all members of the Studies Committee are satisfied that the student’s written responses or (if needed) their oral supplementary responses are adequate.


9. In the (hopefully) unlikely event that the Studies Committee remains unsatisfied that one or more of the student’s responses are adequate, the Studies Committee will meet in person to consider how to proceed and will transmit their decision to the student as quickly as possible. 


10. When the comprehensive exam has been completed successfully, the student should ensure that all paperwork required to document this milestone has been filled in and submitted.  
