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Dissertation Committee Chair Expectations  


 
Chair Role and Responsibilities at a Glance 
X Area and Responsibilities 
 Course Set-Up 


x Set up classes in Loud Cloud (LC) & on The Learner Dissertation (LDP) Page 72 hours 
before a course starts 


x Please Note if an LDP is available learners and faculty must use it 
 Communication, Participation, & Engagement 


x Respond to learner questions as soon as possible or within 24 hours 
x Use LDP Email Forum for all communications (except calls) 
x Hold Virtual Office Hour Calls 2 times per class with each learner 
x Check into the LDP or LC as needed to check learner progress 


 Grading & Feedback 
x Return feedback on assignments to the appropriate LDP folder within 7 days of due 


date (10 days if it is a major dissertation deliverable) 
x Copies of all graded assignments should also be placed in the corresponding LC drop 


boxes (think of LC as the grade book and attendance sheet) 
x Monitor and hold students accountable for using TurnItIn 
x Help each learner to transfer their Individual Success Plan (ISP) goals to the LDP 


Calendar during week 1 
x Post Discussion Question and Participation grades in LC within 7 days of the end of 


each module 
x Submit Final Grades via the Faculty Portal within 7 days of the last day of class 


 Other Duties 
x Attend required monthly Master Chair Meeting 
x Complete all needed forms 
x Coordinate Defense Calls 


 
 
 
 
 
 
 
 
 
 
 
 
 
 








 
Chair Role and Responsibilities (Detailed Version) 
Chair Dispositions 
At Grand Canyon University Doctoral Dissertation Chairs: 
Play many roles:  encourager, collaborator, disciplinarian, mentor, and friend 


Communicate professional expectations for the learner and committee regarding interactions and 
communications to help all to work together  


Communicate clearly and effectively setting up a communication and feedback process using the 
Individual Success Plan  


Encourages and coaches the Learners through the difficult portions of the dissertation work while 
offering critical, prompt feedback and setting professional behavior expectations  
 


Doctoral Dissertation Committee Chair Expectations Checklist 
Course Set-Up 
The following tasks must be completed at least 72 hours prior to the start of the course (or upon immediate access): 
Chair Contact Information 


In Loud Cloud (LC) post contact information on the My Profile page (needs to be done each 
new class):  


x Preferred phone number 
x GCU email address  
x Specific office hours for phone calls appropriate for your time zone. 


In the Learner Dissertation Page (LDP) on the DC Network post contact information in the 
Email Forum page (only needed the first time): 


x Preferred phone number 
x GCU email address  
x Specific office hours for phone calls appropriate for your time zone  
x Complete your profile in the DC Network   
x Please note that the email forum should be used for all communications with 


learners for whom you chair that have an LDP 


Welcome Announcement in LC  


x Add a welcome announcement in LC informing learners that communication and 
work in drafts will take place via the LDP 


(Note: The LDP is only built for learners that have a full committee and the D-10 form 
completed. If your learner(s) do not have an LDP please help them to complete the D-10 by 
finding a Content Expert and filing the D-10 as soon as possible.) 


Communication, Participation, & Engagement  


Responsiveness 


x Respond to all Learner & Committee questions within 24 hours  
x Demonstrate professionalism and a respectful tone 
x Use the Email Forum in the LDP for all communications with Learner and 


Committee (except phone calls) 
x Hold Office Hours Calls 2 times per class with each learner 


o It  is  the  Chair’s  responsibility to create available 30-60 minute 
appointments for learners to choose from 2 times per class 








o These meetings should be used to review the ISP and the latest 
dissertation deliverable 


o It is the responsibility of the learner to select a time slot and show up 
for meetings 


� For example, a faculty member may post that they will hold Office 
Hours on Thursday January 6, 2014 from 5pm to 8pm AZ time and 
that learners should select their time slot by making an appointment 


o It is the learner’s responsibility to post a summary of the Office Hours 
Call in the Email Forum titled “Office  Hours  Call  Summary (date)”   


Discussion in the LDP or LC 
x Faculty should check into individual  LDPs as needed to check for: 


o Understanding, answer questions, coordinate meetings, give feedback etc. 
x If the LDP is not yet available because the learner has not completed their D-10 


form, please check into the LoudCloud classroom as needed 


Proactive Measures 


x Demonstrate effective written communication skills (i.e. clarity, spelling, 
grammar) and an overall professional and respectful tone with students. 


x Ensure you are involved /copied on any discussions that may be required with 
the Learner 


x Demonstrate effective classroom management including: proactive conflict 
resolution, anticipate potential issues, and provide clarification and guidance 
as soon as possible 


Grading & Feedback   


Timely Assignment Feedback 


x On the LDP use the appropriate folders to provide feedback within 7 days of the 
learner’s  assignment  submission  date. Major grading of proposals and 
dissertations can take up to 10 days 


x Copies of all graded assignments should also be placed in the corresponding LC 
drop boxes (think of LC as the grade book and attendance sheet) 


Effective Assignment Feedback 


x Address all concerns with Committee Members prior to sending feedback to 
learner 


x Provide qualitative, holistic feedback to support the numerical score awarded 
for assignment or draft 


o Feedback must address content and mechanics, but should be focused 
on content.  It must provide students with specific takeaways to 
significantly improve their subsequent drafts 


o Each  draft  of  a  learner’s  work  should  have numerous embedded 
comments. The faculty member should utilize Track Changes to 
facilitate the orderliness of multiple draft iterations 


o Give additional formative feedback in non-final drafts of dissertation 
materials by using the rubrics embedded in the corresponding 
template  
 


x Review all TII submissions in LoudCloud and hold students accountable to the 
Turnitin (TII) policy when applicable.  


x Once  a  draft  is  deemed  “ready”  by  the chair, post the draft to the Email Forum 








in a message to the other Committee members that should review the draft 
x Prepare the learner for, and help them make, revisions during the Academic 


Quality Review. Dissertation quality rests on the learner and chair 
x All draft versions should be housed on the Learner Dissertation Page in the 


appropriate Folder (Prospectus, Proposal, or Dissertation). 
o Copies of graded Drafts and Assignments should also be put into the 


drop boxes in LC along with the appropriate grade 


Week 8 Assignments in Dissertation Courses 


x The week 8 drop boxes in LC serve as a repository for proposal or dissertation 
drafts that are ready to be sent to Academic Quality Review 


x In grading these final drafts use the auto rubric in LC along with the normal 
embedded comments, rather than the embedded rubrics used on iterative 
drafts 


Individual Success Plan 


x Help each learner to transfer or edit their goals and timelines from their own 
Individual Success Plan to the LDP’s Calendar during week 1 of each class (hold 
learners accountable for updating this over time). 


Effective Participation Feedback 


x Discussion Forum Feedback in Loud Cloud 
o For grading purposes faculty members should post grades for the 


Discussion Forum in LoudCloud within 7 days of each module end 
date.  


o These grades should not reflect number of posts as previously done 
but rather be used to make sure learners are posting attendance (at 
least 1 time per week in LoudCloud) and regularly communicating with 
you via the Learner Dissertation Page (at least 2 times per week) 


Final Grades 


x Submit final grades via the Faculty Portal within 7 days of the last day of the 
course 


x Submit an Early Alert anytime  you  have  a  concern  with  a  learner’s  progress,  
draft quality, or other academic concerns 


x File Classroom Incident Reports for improper conduct or behavior 


Other Duties   
Master Chair Meeting  


x Each Chair must attend their Master Chair Meeting monthly 


Forms, Defenses, ETC.  


x File all forms according to milestone guides 
x Prepare all packages for IRB Submission according to the IRB Checklist 
x Coordinate, Schedule, and Record Defense Calls 


(For help with filing forms, IRB and other processes please consult your Master Chair or DC Network) 
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