
Program Specifics – Ms. Heather Houser

Academic Preparation:

• Earned BA in Sociology in 2002 with 
University Honors, Honors in Sociology, 
and Baccalaureate Honors

• Earned MA in Educational Leadership in 
2008

Professional Highlights:

• Full-Time Employed at UCF since 2002

• Joined the CECS Academic Affairs Office 
in 2007

• Promoted to Manager of the CECS 
Graduate Program in 2019
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S – Stay in Contact
U – Understand Policies
C – Create a Program of Study
C – Capitalize on Resources
E – Early = Deadlines
S – Satisfactory Progress
S – Sticking with It

Plan for Your SUCCESS



Stay in Contact with UCF, 
Graduate Studies, CECS Graduate 
Affairs, Your Program's Graduate 

Office, & Your Advisor

UCF’s Student Email System
(https://mail.ucf.edu/)
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https://mail.ucf.edu/


• Civil, Environmental, & Construction Engineering
• Dr. Naveen Eluru – Naveen.Eluru@ucf.edu 
• Sadia Afrin – Sadia.Afrin@ucf.edu 

• Computer & Electrical Engineering
• Dr. Mingjie Lin – Mingjie.Lin@ucf.edu
• Diana Poulalion – Diana.Poulalion@ucf.edu

• Computer Science
• Dr. Wei Zhang – Wei.Zhang@ucf.edu 
• Jeanine Clements – Jeanine.Clements@ucf.edu

• Industrial Engineering & Management Systems
• Dr. Mansooreh Mollaghasemi – Mansooreh.Mollaghasemi@ucf.edu
• Rebecca Underhill – Rebecca.Underhill@ucf.edu 

• Materials Science & Engineering
• Dr. Jiyu Fang – Jiyu.Fang@ucf.edu
• Kerry-Ann Wright – KerryAnn.Wright@ucf.edu

• Mechanical & Aerospace Engineering
• Dr. Jihua Gou – Jihua.Gou@ucf.edu
• TBA – maeadvising@ucf.edu

CECS Grad Program Directors & Coordinators
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Additional Contact 
Information for 
Directors and 

Support Staff are 
located on our 

website.
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• Discipline related questions
• Why should I take Course #1 before Course #2?
• When will Course #2 be offered?
• What foundational knowledge do I need for Course #1?
• What courses will help me prepare for my 

thesis/dissertation research?

• Paperwork
• Programs of Study
• All Grad Studies' Paperwork 
• College Dynamic Forms

• Reviewing Holds and Updating Your Program Milestones

What your Department can help with?
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CECS Graduate Affairs Office

Tracey Ziebro, Administrative Assistant

Heather Houser, Graduate Program Manager

(407) 823-0980 or cecsgrad@ucf.edu

cecsgradregistration@ucf.edu

Ali Gordon, CECS Graduate Associate Dean
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• Registration Assistance
• Troubleshooting Errors (closed course, appointment time, unit 

load)

• Needing Dept. Consent? = Contact COVE

• Holds = Must be released by the office that put you on a 
registration hold

• 0002 Sections for Fullbright Scholars and SACM Students

• Overrides

• Adding a Variable Credit Hour Course (thesis, dissertation, 
research, etc.)

• Thesis & Dissertation Announcements

What CECS Grad Affairs can help you with?
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UCF Graduate Studies
• Admission Issues? gradadmissions@ucf.edu

• Florida Residency Issues?  gradresidency@ucf.edu

• Student Services Issues?  gradservices@ucf.edu

•Academic Progress Issues?  graddegr@ucf.edu

• Graduation Issues? graddegr@ucf.edu

• Assistantship Issues? gradassistantship@ucf.edu 

For General Information: www.graduate.ucf.edu
or Visit Them in Millican Hall 230 
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Understand 
CECS Guidelines 

& Procedures
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MS Thesis/Non-Thesis Degrees

•  MS Thesis Option – 30 credits including 6 credits of 
thesis hours.
•  MS Non-Thesis Option – 30 credits of course work.
•  Both options must have 50% at 6000 level.
•  Both options must have 24 hours of formal course 

work.
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PhD Requirements
•  72 Hours of Course Work with 15 Hours of Dissertation
• Ethics Training 
•  Qualifying Exam*
•  Candidacy Exam*
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* = Timing and Content of these 
milestones vary program to program

http://www.students.graduate.ucf.edu/academic_integrity_training/


Masters Along the Way Degrees

•  UCF Allows for MS degrees to be earned as a 
student is completing their doctoral degree’s 
requirements.

•Apply for your MS Along the Way Degree by filing a 
MS Program of Study in the same discipline. This 
paperwork must be 100% approved and processed 
by the payment deadline in the term you wish to 
graduate.

• Cannot use ANY transfer credits toward this MS 
degree
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Understanding Guidelines

•  Graduate Catalog is Online! 
(www.graduatecatalog.ucf.edu)

•  Highlighted Guidelines
• Enrollment Policies
• 7 Year Rule 
• Full Time/Part Time
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Enrollment Policies
• After Fall 2024, You Cannot Miss 3 Terms in a Row
•  Once You Begin Thesis (XXX 6971) or Dissertation 

(XXX 7980), You Must Continue to Take Them 
Until You Graduate!
• Includes Summer Semesters
• Full Time for Thesis & Dissertation Students is 

Only 3 Credit Hours

• Special Leave of Absence Form
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Face-to-Face vs. Online Classes
• SACM Scholar, from or will be from the Middle 

East/North Africa
• Must Take Face-to-Face Classes (0001, 

0R01, etc.)
• SACM = 0002 sections via Dynamic Form

• Enrollment Error (sections of 0V91)
• Need Dept. Consent?

• Fill out the COVE Form for an off-
campus proctor
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https://tinyurl.com/438m2bvs
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7 Year Rule Policy
•You have 21 semesters from your 
admissions term (Fall 2024) to 
graduate with your degree.

•Therefore, you must graduate by Fall 
2030!
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Full Time / Part Time 
Enrollment

•Fall/fall Semesters

•9 Hours = Full Time

•6 Hours = Part Time

•Summer Semesters

•6 Hours = Full Time

•3 Hours = Part Time
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Key Student Responsibilities
• It is Your Responsibility to Keep Informed of all 

Rules, Requirements, Policies & Procedures 
Relating to Your Graduate Program.

• File a Program of Study

• File all Forms Before Deadlines

•  File an Online Intent to Graduate
    & Complete the Exit Surveys

1818 CECS New Graduate Student Orientation – Fall 2024



Create a Program 
of Study
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Creating a Program of Study (Success)
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Creating a Program of Study

• Plan of What You Plan to Take & When You 
Plan to Take It

• POS Templates
• Completed using the Dynamic Form System
• Can be Revised
• Due by your first semester in your program
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Programs of Study, Continued

• POSes are How to Transfer Course Work
• Minimally Submitted 3 Times

• During Your First Semester
• Before Candidacy (PhD Students Only)
• Before You Graduate
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Dynamic Forms

• Log into the system
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• Multi-Factor Authentication
• Duo Security
• Microsoft Authenticator
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Verify Your Identity & Access 
Request

https://infosec.ucf.edu/identity-management/multi-factor-authentication/
https://ucf.service-now.com/ucfit?id=kb_article&sys_id=3be0979d1b93a590c5c26395604bcbaf
https://ucf.service-now.com/ucfit?id=kb_article&sys_id=178553941b4446502fc526db234bcbef&spa=1


Dynamic Forms, Continued
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• Allows for Direct Document Submission (transcripts, 
syllabi, professor’s approval, emails, etc.)

• Chain Approval (Student => Advisor => Grad Staff)
• Time/Date Stamped
• Returned Paperwork



Transfer Work
• Course-by-Course

• Official Transcripts Only
• WES/Josef Silny Evaluation
• Formal Course Work
• B or Better (no B minuses or below)
• Syllabi for Transferred Course
• Matching with UCF Course Work
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Go for Launch Workshop Series
• Fall 2024 Workshops

• Programs of Study
• General
• Transfer Work
• Older Classes
• Old Transfer Work

• Spring 2025 Assistantships 
• Spring 2025 Candidacy
• Spring 2025 Thesis Students
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https://ucf.qualtrics.com/jfe/form/SV_9uzuk7WXvm55aYe
https://ucf.qualtrics.com/jfe/form/SV_efCXsdG4jLT70q2


Capitalizing on Resources
• CECS Graduate Affairs Website
• Self-Guided Tour

http://www.sarc.sdes.ucf.edu/images/healthcenter.jpg
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https://grad.cecs.ucf.edu/wp-content/uploads/2023/08/UCF-Resources.pdf
https://grad.cecs.ucf.edu/wp-content/uploads/2023/08/Student-Self-Guided-Tour.pdf
http://campusmap.ucf.edu/flash/index.php


University Fellowships & 
Scholarships

• Fellowships are Awarded 
During Admission

• Awarded AFTER Your 1st 
Semester

• Visit the CECS webpage 
in November 2024

• Others Emailed to Your 
UCF Email
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https://www.cecs.ucf.edu/current-students/scholarships/


Financial Assistance
•  Graduate Assistantships

•Graduate Research Assistant (GRA)
•Graduate Teaching Assistant (GTA)
•Graduate Assistant (GA)
•Graduate Teaching Grader (Grader)
• Available only for full-time students employed 

for at least 10 hours
• Contact your program advisor for more 

information
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Strive to be Early for Deadlines

•Deadlines are posted at: 
http://calendar.ucf.edu

•Go to https://my.ucf.edu

•Ask Departments or CECS Graduate Affairs 
Website
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Important Upcoming Dates
• Late Registration Begins – August 19 @

12 AM

• Add/Drop/Swap Period Ends – August 23 @ 
11:59 PM

• Payment Deadline – August 30  

• Withdrawal Deadline – November 1

• Classes End – November 26 

• Finals Week –   December 2 - 7
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Fall 2024 Holidays & Special Events
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• Weekday Football Game*– August 
29
• Labor Day – September 2
• Veterans Day – November 11
• Thanksgiving – November 28 – 30
* = All UCF Campuses Close at 2 
PM



Satisfactory Progress
•No Grade Forgiveness in Graduate School

•GPA must be a 3.0

•No More Than 2 C Grades Total
•Cannot be a transfer course

•GPA = 2.999, Now What?
• 18 Hours to Raise GPA to 3.000

• Probation Plan Agreement Submitted to Grad Studies

•GPA = 1.999, Now What?
• Dismissed by Graduate Studies

• Sit out of program for one calendar year, then reapply
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https://nextgensso.com/sp/startSSO.ping?PartnerIdpId=http://federation.net.ucf.edu/adfs/services/trust&TargetResource=https%3a%2f%2fdynamicforms.ngwebsolutions.com%2fSubmit%2fStart%2f416f86f4-bd63-4420-b50e-1ca7eefebfdb


CECS Grad Student Expectations
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Research Responsibilities
• Complete your degree in a timely manner.

• Learn research methods, ethics, and historical knowledge of your 

discipline.

• Communicate regularly with faculty mentors and committees about 

research progress.

• Pursue a unique research topic to contribute new knowledge and 

address new problems.

• Maintain high integrity in collecting, analyzing, and presenting 

research data.



CECS Grad Student Expectations
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Teaching Responsibilities
• Obtain proper training, compensation, and evaluation for 

instructional roles.

• Gain a variety of teaching experiences relevant to career 

goals.

• Approach teaching duties with the same seriousness 

expected from their own instructors.



CECS Grad Student Expectations

3737 CECS New Graduate Student Orientation – Fall 2024

Professional Development & Program Progress
• Build a broad professional network.

• Contribute to scholarly discourse through presentations, 

publications, and collaborations.

• Seek diverse faculty and peer mentors for career 

preparation.

• Stay informed about regulations, policies, and complete 

degree requirements timely.



CECS Grad Student Expectations
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Community Responsibilities
• Foster a collegial and collaborative atmosphere in 

classrooms and labs.

• Represent the university and department professionally.

• Support and assist peers in their professional and 

scholarly development.



Stick With It
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Stick With It
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Stick With It
• Work with your Advisor/Department 

Contacts Early
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We wish you SUCCESS at UCF

• S – Staying in Contact

• U – Understanding Policies

• C – Creating a Program of Study

• C – Capitalize on Resources

• E – Early = Deadlines

• S – Satisfactory Progress

• S – Stick with It
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Survey
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