CULMINATING STUDY GUIDELINES

Overview

Culminator is the B.A. program term for a learner in her/his final independent term of study.
The culminating study refers to the academic work accomplished during a final term. The
culminating study ordinarily grows out of the B.A. concentration. Learners pursue in-depth
study, demonstrating the skills expected of a college graduate by producing a written document
that is presented in academic form, clearly written, logically organized, researched, and
appropriately documented. What follows are content, format, and submission guidelines for the
culminating study.

Content

The culminating study evolves out of your progress through the program and ordinarily
demonstrates advanced and focused work in your concentration area. As with previous studies,
culminating studies require the equivalent of at least 16 books of new reading for a 12-credit
study; 20 books for a 15 credit study (undertaken with permission only). You may, however,
make reference to ideas that you have explored in prior semesters, building on them and/or
including specific references you read before the culminating term.

Your final document will become part of UI&U Library’s permanent collection as an electronic
document. Instructions for converting your final product into an electronic document are at the
end of these guidelines. The document must follow the format below:

Components of the Final Document:

e Abstract: The abstract is a short (one page maximum) summary of the document, similar
to an expanded table of contents. It should include a statement of purpose and a sentence
or two describing each chapter or section. It should be single-spaced.

e Preface: The culminating study begins here with reflection on and evaluation of your
educational journey. The preface provides an opportunity to place this final study in the
context of your previous B.A. program work, and, where relevant, in the context of other
educational and/or life experiences that have contributed to your journey to this point. To
that end, it may:

o Tell the story of your progress to and through the program
o Explain how you arrived at this particular culminating study project
e Preview the culminating essay that follows

e Body of Work: The body of the work can take one of two basic forms:

e A document of at least 8,000 words (10,000 words for a 15-credit study) of finished
writing demonstrating the learning you accomplished in your final independent
study term. Going beyond merely reporting, this document includes reflection upon
new information you absorbed this term, reflection upon the scholarly ideas you
studied, and reflection on your learning process. The document should cite or
directly quote authors whose concerns are germane to your work, with appropriate
acknowledgement in a “works cited” or “references” section. Note that these
studies may also include creative studio work, a hybrid between this format and the
one explained below.
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e Astudio study. Students are fully engaged (defined as 6-7 hours weekly) in making
art or engaging in creative writing. For studio art studies, the reading requirement
for a 12 credit study is a minimum of 12 academic sources, with the choice of
including 5 alternative sources out of the 12 (for a 15-credit culminating study, the
number would be 15). For a studio study in creative writing, the reading
requirement may be somewhat modified at the discretion of the faculty advisor.

For a studio study, the final product consists of an essay of at least 4,000 words
(5,000 words for a 15-credit study) where you reflect on your own creative process
and the work you accomplished; on the genre or medium used, including the most
substantive issues it posed for you; and on the scholarly ideas you studied this term,
above and beyond your own work. This reflective essay must include citations
and/or direct quotations from authors whose concerns are germane to your work,
with appropriate acknowledgement in a “works cited” or “references” section. In
addition to the essay, the studio work, such as photographs, paintings, sculpture,
short stories, non-fiction essays, poems, or chapters of a novel in progress, must be
fully represented (slides, photographs, video tape, essay(s), poems, fiction, etc.) in
the final product.

Both forms should include your reflection on the process and product of your culminating study.

Bibliography
1. Works Cited (MLA) or References (APA)
2. Study Bibliography
3. Annotated Bibliography or Sample Annotations (if required by your advisor)

Format

Written Work

The written work must utilize gender-inclusive English prose and citations and bibliography in
acceptable MLA, APA or Chicago style. For particulars, see MLA or APA guidelines in the
most recent edition of Diana Hacker’s 4 Writer’s Reference. The page should have one-inch
margins on all four sides. Font style and size must be approved by your advisor.

a. Pagination
Page numbers (starting with the Abstract) are in Arabic numerals and run in sequence
through the last page of the final product.

« Title page (see text below) no number
e Abstract (no more than one page) number
o Table of Contents number
o Preface number
e Body of document number
« Works Cited/References number
o Selected Annotated Bibliography (if required) number
o Study Bibliography number
o Appendices (if necessary) number
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Note: Page numbers may appear at the top or bottom, middle or right side of the page. The
positioning of page numbers must be consistent throughout the document.
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b. Title Page
The following information should be centered and spaced to fill the page:

Title of the study.
Submitted in partial fulfillment
of the requirements for the degree
of Bachelor of Arts at Union Institute & University

Learner’s name
Date

Faculty Advisor:

Faculty name

Second Reader

All final products are reviewed by a faculty advisor who did not advise the study. Ordinarily, a
final draft of the document must be in the second reader’s possession by 10 days to two weeks
before the final submission of the document to the program. [You will be advised of the exact
date during your culminating term.] The second reader’s response goes directly to your faculty
advisor; you will receive second reader feedback including any recommended changes, from
your faculty advisor. At the faculty meeting where completed culminating studies are presented,
your faculty advisor shares the faculty transcript evaluation, and your second reader comments
on the study and may have suggestions about the evaluation. After this process, your faculty
advisor will share the transcript evaluation with you.

Culminating Presentation

At the end of the culminating term, you will make a presentation to the entire learning
community based on your study. For residency options, such presentations generally are
scheduled to last 50 minutes, with 10 minutes for questions and discussion.

Keep in mind the following guidelines:
e The presentation can’t possibly cover everything you did and learned this semester. Be
selective. Think about what is the most important learning for you and what will interest
and educate your audience.
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e The most important part of your presentation should be your ideas, discoveries and/or
creative products, including how you arrived at your conclusions and how you supported
them in your academic or creative work. Focus on teaching that content.

e Avoid extravagant technological shows that consume hours of preparation time. We are
more interested in you — your mind, thoughts and feelings — and less interested in the bells
and whistles of technology (which sometimes fail).

e Online learners should keep in mind their personal level of technological comfort and
resources. Culminating presentations can consist of appropriate written documents, such as
chapters or essays from the final document, with suitable introduction and discussion
material. Avoid trying out techniques that are new to you, especially at the last minute of
the semester. Have a Plan B ready in case your PowerPoint slide show won’t upload.
(Remember, satellite connections upload very slowly. Images should be re-sized to shorten
loading time.)

e Online learners should be mindful of human attention spans (about 20 minutes in front of a
screen). More is not necessarily better.

Submitting your Culminating Study Document to the Program Office in Portable
Document Format (PDF)

The B.A. program requires you to submit the final product of your culminating study as a PDF
file, a format that retains all the elements of a printed document as an electronic image that can
be viewed, navigated, printed, or sent to someone else. PDF files are created using Adobe
Acrobat or similar programs. A PDF file can be opened in a Web browser like Internet Explorer
using the free Adobe Reader software, whether one uses a Mac or Windows-based computer.

Finalizing and Submitting your Faculty-Approved Document to Your Faculty Advisor

e Following agreement between you and your advisor on the final version of your
culminating study document (in proper format following the guidelines above), convert the
document to a PDF according to the instructions provided in the section following this one.

¢ Once you’ve made the conversion, check to make sure the PDF version of your final
product is what you expect it to be by sending the PDF as an attachment to your own e-
mail address, opening the PDF file, and reviewing it carefully. If it is OK, go to the next
step:

e Ensure that your document file is named according to the following convention:
yourlastname_yourfirstname.pdf E-mail your complete, PDF document as an
attachment to your faculty advisor. The faculty advisor will then email this PDF document
to your program advisor stating that this is the faculty-approved culminating study
document.

e If there is a problem with the submission, your faulty advisor will contact you to clarify
what you need to do to resolve the problem.

e Make corrections as needed and re-send to your faculty advisor.

e When your faculty-approved culminating study document has been received by the
program office, you should receive a confirmation e-mail from your Program Advisor.
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Instructions for Converting your Document to Portable Document Format (PDF)
Free PDF Creator — PrimoPDF

One way to convert your final paper document to PDF is to use PrimoPDF, free software
available on the Web. This software converts an existing electronic file to a PDF file.
Information about this software is available at . Directions for how to
download, install and use PrimoPDF can be found at www.primopdf.com/free-pdf-userquide.asp.

Once you have installed the software you can convert any document (Word, Excel, etc.) to PDF
by choosing the “print” command for your file and selecting the PrimoPDF “printing” option.
The document will not actually print but will convert to PDF format and will allow you to
choose a name for your PDF document. Within this process, you must name your file according
to the following convention: yourlastname_yourfirstname.pdf

Here are directions for converting to PDF with the free software download:

1. In the software program you have used to create your final product(e.g., Word) and with
the final product’s file open, select File>Print. The Print dialog window appears.

2. Inthe Name: field at the top of the print window, select the PrimoPDF option from the
list of available printers.

3. At the bottom of the print window, click OK. A dialog window for PDF conversation
will appear.

4. Choose your PDF Settings by clicking on one of the radio buttons in the middle of the
dialog window for PDF conversion. For your culminating study document you should
choose Screen.

5. Near the bottom of the window, click the box to the right of the Save As: field.

a. Choose a location on your computer to save your PDF file.

b. Inthe Save As: field, give your file a name according to the following
convention: yourlastname_yourfirstname (The symbol between the names is an
underscore.)

6. Click OK to save the document as PDF. Once you save your file as a PDF you will not
be able to make changes to it unless you purchase the Adobe Acrobat software mentioned
in the section following this one.

Full Version of Adobe Acrobat Software

To edit PDF documents and benefit from other advanced features, you may purchase your own
full version of Adobe Acrobat software. Thee following Web page compares the various features
in versions of Adobe Acrobat: http://www.adobe.com/products/acrobat/matrix.html

Macintosh Users

Macintosh computers running on version 10 operating systems have the ability to create PDF
files from most of their applications. This means you can convert your text document directly
from the application you are working in. Instead of using the “Save As” feature, you will have to
“print” to a file by clicking on File from the menu bar and then Print from the drop down menu.
Within the Print dialog box that appears you will find a button titled Save as PDF. Once you
save your file as a PDF you will not be able to make changes to it unless you purchase the full
version of Adobe Acrobat software noted above.
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If you need to convert paper for inclusion in the final PDF document:

If you have paper elements to include in the electronic version of your final product, such as
photographs or drawings, you should follow one of the two options listed here.

e Have your paper professionally scanned instead of converting it to PDF yourself. Bring a
complete version of your final product, including the elements not originally created in
electronic form, to a copy center or office supply store for scanning to PDF format.

e Publish audio and/or visual elements of your culminating study on the Web. This can be
done either on your own Web page or on an image or video hosting Web site such as Flickr
or Shutterfly. If you choose this option, be sure to include the Web address for your work
in an appropriate place within the final product you submit electronically to the program
office. You should also be aware of the Web hosting service’s policies regarding short- and
long-term access to your work. Please include any relevant notices of this nature alongside
the Web address in your final product.

Consult B.A. Program Staff

If you encounter a problem and are not certain who can help you solve it, you may contact Lynda
Howell, who is half-time IT and half-time librarian, at Lynda.Howell@myunion.edu or

Orsolya Callnan, the Instructional Technologist, at Orsolya.Callnan@myunion.edu
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