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Introduction

This handbook provides matriculated students in the Master of Arts in Informatics (MA) program
with an overview of the program and its policies. For additional information about graduate
study at UB, consult the Graduate School Policies and Procedures manual (see
http://www.grad.buffalo.edu). It is the responsibility of the student to adhere to these policies.
While the faculty and staff of the program are able and eager to help, it is your responsibility to
meet the requirements and deadlines laid out here, as well as those of the Graduate School.

Degree Requirements

The MA program requires a minimum of 36 credit hours of graduate coursework with a minimum
QPA of 3.0. Completion of the minimum number of courses, however, does not guarantee that a
degree will be awarded. You must develop a coherent and defensible program of study that
meets the approval of the faculty and the Graduate School. Further, even exemplary perform-
ance in coursework is not enough to ensure completion of the degree. You must also
successfully complete a capstone project. The capstone should serve as a clear indication of
your ability to function as an informatics professional.

General requirements include:

1. Completion of an individual course of study, including satisfactory performance in the re-
quired core courses. Each of these must be completed with a grade of B or better. A grade
of B- or lower in a core course is considered failing. The required core courses include:

INF 507 b Survey of information science / services

INF 537 B Organizational communication

INF 564 b Information architecture and management

INF 565 b Information systems analysis and design

INF 566 B Technology assessment and systems evaluation

INF 597 b Capstone seminar

INF 631 b Evolution of the telecommunication infrastructure

INF 637 B Communication technologies and public policy

2. Completion of a minimum of twelve credits of elective coursework. This elective coursework
can include up to six credits of informal coursework, such as independent studies and in-
ternships.

3. Approval of a capstone proposal.

4. Completion, defense, and approval of the capstone project.

5. Timely observance of any Graduate School policies and deadlines, including regulations re-
garding continuous enrollment, time limits, submission of Application to Candidacy to the
Informatics program, etc.

KK KKK KKK

Typical Plan of Study

The following represents the course schedule of someone who completes the degree in four
semesters, spending the final semester working on the capstone.

Fall, first year

¥ INF 507 Db Survey of information science / services

¥ INF 537 B Organizational communication

¥ INF 631 Db Evolution of the telecommunication infrastructure
¥ Elective

Spring, first year
¥ INF 564 b Information architecture and management
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INF 565 b Information systems analysis and design

INF 566 b Technology assessment and systems evaluation
Elective

~ Submit capstone proposal

K K K K

Summer, first year

¥ INF 597 b Capstone seminar

¥ INF 637 B Communication technologies and public policy
¥ INF 624 DInternship

¥ Elective

Fall, second year
¥ INF 598 D Directed study (1 credit)
¥ ~ Submit and defend capstone project

Informal Courses

The MA provides two informal courses at the graduate level: directed/independent study
(INF598) and internship credit (INF624). In both cases you must have the permission of a fac-
ulty member before proceeding.

DIRECTED/INDEPENDENT STUDY (INF598). Regular faculty members often agree to work with stu-
dents on a particular project of mutual interest. In such cases, the student may receive credit for
the work through an independent study course (INF598). If there is an area that you wish to
study in more depth, and which is an area of expertise for a faculty member, you should feel
welcome to propose an independent study. Generally, you should be prepared to talk about
what you will be reading, what kind of work you will be doing, and what the ultimate outcome of
the independent study will be.

INTERNSHIP (INF624). If you are interested in completing an internship for credit (INF624), you
should discuss the position with the internship coordinator, the MA Director. Generally, a repre-
sentative for the program will contact the internship supervisor and work out any details, and the
parties will sign an internship contract. The program will only provide credit for internships that
clearly provide for an educational experience relevant to the student® program of study.

Waiving a Required Course

Only a full-time faculty member who teaches the course or the MA Director can waive a re-
quired course. Students should request all waivers in writing and request that copies be
placed in the file.

Transfer Credits

The program will accept up to six (6) semester hours of appropriate graduate courses from
other universities as credit toward the MA degree. Only courses in which grades of B or better
have been earned may be considered for transfer. Courses with Satisfactory or equivalent
grades may be accepted, if that grade is considered by the granting university to be equivalent
to a B grade. Transfer credits must be approved in advance by the MA Director. This requires a
copy of the syllabus for the course the student wishes to transfer into her program.

Application to Candidacy (ATC)

The Application to Candidacy (ATC) is one of the most important forms you will complete in your
program. In it, you provide detailed information on your academic background and your program
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of study in the MA. The Graduate School has strict deadlines regarding filing the ATC; failure to
meet the deadlines could delay your graduation date. The MA program requires that you submit
your ATC no later than the date on which you submit your capstone proposal.

Time Limits for Completing Degree

You are allowed a total of four (4) years to compete your MA program. This time period is
measured from the first registration that has a graduate degree as its objective.

Continuous Registration and Leaves of Absence

Registration information is available on the University at Buffalo Student Response Center
website (http://www.src.buffalo.edu). As a graduate student, you must register for a mini-
mum of one credit hour each Fall and Spring semester until all requirements for your degree
(including successful defense of your capstone) are completed. You must also pay all un-
waived tuition and fees

If continuous registration becomes impossible or inappropriate, a leave of absence may be
requested. Normally, leaves are for a maximum of one year. You can request a leave by
completing a Graduate Student Petition form (see http://www.grad.buffalo.edu). Requests
for a leave of absence should be negotiated through the MA Director. It is the Program that
forwards requests to the Graduate School for final approval; students should not submit re-
quests directly to the Graduate School.

You must register for a minimum of one credit hour in the Fall or Spring semester immedi-
ately prior to your degree conferral. It is not necessary to register for one credit hour during
the Summer semester immediately prior to a September 1 conferral date.

Exceptions to Requirements

Exceptions to some of the requirements described in this handbook can be made with con-
sent. If you would like an exception, you should first discuss the proposed exception with the
MA Director. If deemed appropriate by the MA Director, you will be asked to submit a formal
petition.

Capstone Project

The capstone project is designed to represent the culmination of your graduate studies.
Through the capstone, you demonstrate that you are capable of rigorous scholarly work and
that you have become an expert within a very limited informatics domain. Your completed cap-
stone project should make an original contribution to the knowledge base within the informatics
field.

Completing the capstone process consists of the following steps:

1. Complete INF507 and INF537 with grades of B or better. Normally, you will not be able to
submit a capstone proposal until these two courses are satisfactorily completed.

2. Submit capstone proposal and attain faculty approval to commence project work.

3. Take the capstone seminar. (Note that you must have an accepted proposal in order to en-
roll in the capstone seminar.)

4. Submit and successfully defend the capstone project.

Capstone Proposal

In order to commence work on your capstone project, you must propose your project idea and
receive approval. The proposal provides the faculty with an indication that you have a clear idea
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of the problem or question you are investigating, and that you have done enough preliminary re-
search to establish the project® originality and feasibility.

The capstone proposal should be submitted electronically to the MA Director. The faculty com-
mittee will review your proposal and provide you feedback. There are several possible
outcomes of the faculty review. For instance, your proposal may be approved as is. Or, the
faculty may require modifications to your plan and approve the modified proposal. Or, you may
be asked to make revisions to your proposal and resubmit it for further review and comment.
Or, your proposal may be deemed unacceptable and rejected. If a proposal is rejected, a stu-
dent has one opportunity to make a new proposal in a subsequent semester. Students have a
maximum of two opportunities to submit proposals.

REQUIRED PROPOSAL COMPONENTS

The core proposal should be approximately 15 pages, double-spaced. Each of the following
components should appear in the proposal.

Abstract. In 250 words or less, clearly summarize your proposed project. Indicate the nature and
scope, the need, the problem/question, and method/procedure.

Problem/purpose. What problem will your project address? What is the relevant background lit-
erature and theory? How does your project contribute to this body of work? What is your
conceptual framework? What is the research question or design problem you will be investigat-
ing? In short, justify the relevance of the topic or problem.

Method/Procedure. How is it that you propose to explore the problem? What is the process you
will undertake? Describe your participants, data collection procedures, and approach to data
analysis. If applicable, describe the plan for iterative design/research in prototype development.

Previous work. What have you already done toward this project? Is this the extension of class
work? Did you work on earlier versions alone or with others? An appropriate capstone project
must involve substantial work beyond that which you have already completed as part of your
coursework or part of your employment responsibilities.

Project schedule. What are the steps needed for completing the project? How long will each of
these steps take? When do you envision completing each of these milestones?

Qualifications. What skills do you have that qualify you for this work? Demonstrate that the plan
you have suggested is something that you can reasonably expect to complete.

References. Include a list of references, following an established style such as APA or IEEE.

Appendices. It is required that you submit a signed Application to Candidacy to your proposal.
In addition, if your proposal makes use of human subjects, you must attach either the Social and
Behavioral Sciences Institutional Review Board (SBIRB) proposal, or a letter from SBIRB (email
is acceptable) indicating that your project is exempt. For additional information on research in-
volving human subjects, see http://www.research.buffalo.edu/rsp/.

SUBMISSION DEADLINES

You must have an approved capstone proposal to enroll in the capstone seminar course
(INF597). Therefore, the latest you can submit your proposal is the semester before you plan to
take INF597. Each semester (Fall, Spring, Summer) has a deadline for proposal submission.
Deadlines for 2007 are:

¥ April 16, 2007 for Spring 2007 semester
¥ July 16, 2007 for Summer 2007 semester
¥ November 19, 2007 for Fall 2007 semester
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Note that these deadlines represent the latest proposals can be submitted. Because of the po-
tential for revisions to proposals, depending upon your personal timeline for coursework, it may
be advisable to submit at least a draft of your proposal earlier than the deadline. That is, sup-
pose you were planning to take the capstone seminar in Spring 2008. If you submitted your
proposal on November 19, 2007 (the deadline for Fall 2007) and you were required to make re-
visions, it is possible that you would not have an approved proposal by the beginning of classes
for Spring 2008.

Capstone Project Documentation & Defense

Your capstone project documentation should be submitted electronically to the MA Director. In
almost all cases, this will include a paper describing the project. If your project included devel-
opment of a prototype, your documentation may also include website files, code, etc. If you
choose to do something a bit more unusual, you should plan to document this in an accessible
way.

The presentation of your final project should be free of any grammatical or spelling errors and
presented in a finished format. Whether English is your second or your first language, you would
be well advised to enlist a competent editor to look over your work well before it is submitted.
We encourage peer editing throughout the program, but that may not be enough. You should
also be aware that there exist grammars of design; these should be followed in order to make
your project clear and usable.

PROJECT DEFENSE

In addition to submitting your capstone documentation, you are required to defend your project.
The defense will be an open, public presentation of your project; it will involve a short (~15 min-
ute) presentation by you, followed by questions and comments from the audience and faculty.
The final presentations are considered in determining whether your capstone will be accepted.

After the defense, the faculty will issue a decision on the project. As with the proposal, there are
several possible outcomes. If a project is accepted and the student has completed all other re-
quirements for the degree, the faculty will recommend the student for the Master of Arts degree.
It is also possible that the student will be asked to make revisions that must be submitted to the
faculty for further review. If the project is found to be severely lacking, it may be rejected. If this
is the case, the student will have a second chance to defend the project in a subsequent semes-
ter. Students may defend their projects a maximum of two times.

SUBMISSION DEADLINES

As with the capstone proposal, the capstone project may be submitted during the Fall, Spring,
or Summer semester. The deadlines for project documentation submission are the same as for
proposal submission. Deadlines for 2007 are:

¥ April 16, 2007 for Spring 2007 semester
¥ July 16, 2007 for Summer 2007 semester
¥ November 19, 2007 for Fall 2007 semester

Note that these deadlines represent the latest proposals can be submitted. Because of the po-

tential for revisions to proposals, depending upon your personal timeline for coursework, it may
be advisable to submit at least a draft of your proposal earlier than the deadline.
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COPYRIGHT

Upon successful completion of your capstone project, you will be asked to provide the MADirec-
tor and the University with non-exclusive rights to electronically publish and publicize your
capstone documentation. This does not apply to the system, if it is a design, or to any of the un-
derlying ideas, only to the documentation of the project.

Acad emic Standards

Grading procedures are described in detail in the University at Buffalo Graduate School Policies
and Procedures. These are summarized here.

Grading and Incompletes

Only grades of A, B, C (and appropriate pluses and minuses) and S (Satisfactory) are consid-
ered @assingOgrades. Grades of D or lower or U (Unsatisfactory) are not considered passing.

In calculating Quality Point Averages (QPA), grades of A, B, C, D, and F carry quality points
from 4.0 to 0.0. Grade of U are treated as F grades, and carry 0 quality points. S grades do not
contribute to the QPA, but are awarded for work comparable to that receiving A or B grades. S
grades cannot be given for required courses.

Incomplete (I) grades are given only at the option of the instructor and in circumstances where
the student, for illness or some other compelling reason, has been absent from the final exami-
nation or has not completed all of the assigned work, and there exists a means by which she is
able to complete the requirements. If an | is received, you must complete the necessary work
and the | must be changed to a letter grade in a maximum of two additional semesters. The in-
structor may place a more proximate deadline on the work. If the course requirements are not
completed within the required time period, the | grade will automatically be changed to a U
grade.

Students receiving financial aid are required to complete a prescribed percentage of a full-time
course load each semester. Incomplete courses are not considered to be completed courses.
Courses that remain graded as Incomplete may also interfere with completing the degree re-
quirements, and, if more than six credits of Incomplete appear on a student® record, it may lead
to academic probation.

Undergraduate Courses for Graduate Credit

The program does not accept undergraduate credits toward the 36 required credit hours in the
program. Students are welcome to take undergraduate courses, and under certain circum-
stances may be required to take such courses as a condition of admission, but they do not
count toward the coursework requirement.

Satisfactory Progress Toward the Degree
To be considered in good academic standing, you must meet the following criteria:

1. Maintain an overall QPA of at least 3.0. Grades of D or below are not accepted toward the
required coursework in the program.

Must not have a grade of B- or lower in any required core course.

Must have no more than six credit hours of Incomplete (1) grades.

Must make timely progress toward successful completion of the capstone.

Must adhere to the required standards of student work.

arown

University at Buffalo, Informatics Program 02/07



MA Informatics Handbook - 8

At the discretion of the faculty, students failing to meet these standards will be placed on aca-
demic probation. Students placed on academic probation will be notified in writing. The
probation letter will describe the steps the student must take in order to be removed from proba-
tion. If these tasks are not accomplished within the specified timetable, then the student will be
dismissed from the program.

Students who attain a grade of B- or lower in any required core course will be subject to review
by the faculty. Upon completion of the review, and in consultation with the instructor, the student
may be required to complete additional work, to repeat the course, and/or may be placed on
academic probation as deemed appropriate by the program faculty.

UB Statement of Principle on Academic Integrity

The University has a responsibility to promote academic honesty and integrity and to develop
procedures to deal effectively with instances of academic dishonesty. Students are responsible
for the honest completion and representation of their work, for the appropriate citation of
sources, and for respect for othersGacademic endeavors. By placing their name on academic
work, students certify the originality of all work not otherwise identified by appropriate acknowl-
edgments.

Academic dishonesty is a serious breach of the atmosphere of mutual trust and confidence that
is necessary for productive academic work. It also may cast serious doubt on the ability, charac-
ter, and fitness as an informatics professional. Students who have reason to believe academic
dishonesty has occurred are encouraged to report the facts promptly to the Informatics Admini-
stration and/or to the course instructor. Instructors shall report to the Informatics Administration
any incident in which there is probable cause to believe academic dishonesty has occurred.

The Instructor has the obligation to make clear to students, preferably in writing, the rules and
conditions under which course work will be evaluated. Students have the obligation to inform
themselves about the rules applicable to grading or performance evaluation, and to seek clarifi-
cation from the instructor in case of doubt. Basic, widely-shared premises and understandings
about what constitutes dishonest conduct need not be provided in writing or orally.

Absent written permission for cooperative or collaborative preparation of responses to any ex-
amination, take-home or in-class, or paper, common understanding leaves no doubt that
collaboration on all examination is strictly prohibited. It will be treated as a serious breach of
academic honesty and integrity.

DEFINITION

It is difficult and unnecessary to provide a definition for every act of academic dishonesty. The
generic term covers a multitude of wrongful acts and derives content through usage, custom,
and a commonly shared understanding of integrity and responsibility. All of these sources of
standards are particularly important among information professionals.

@\cademic dishonestyGincludes, but is not limited to:

1. PLAGIARISM: the use of source materials in a writing assignment without sufficient citation
or attribution;
Submitting the same, or substantially the same, written work for academic credit in more
than one course without the prior unequivocal written permission of BOTH instructors;

2. Violation of rules established by the instructor, the Informatics program, or the University re-
garding the completion of student assignments or exercises that are to be used in evaluating
academic performance.
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3. Unauthorized interference in or tampering with the process of assigning and recording
grades, including intentional breaches of anonymity.

4. Bringing unauthorized material into examinations.

5. Falsifying data or research results attributable to the student or faculty member.

EXAMPLES
Examples of plagiarism include:

1. Use of another® words needs a citation and an indication that the material is quoted, either
through quotation marks or via a block quotation. Quoted material must be exact (appropri-
ate use of ellipses and brackets). Don®arbitrarily change words.

2. Paraphrasing another® ideas, arguments, analyses, results, or conclusions needs to be in-
dicated with a citation. Paraphrases must be in the student® own words. Don® borrow
phrases from the original.

3. Borrowing another® sentence structure and substantial language, but changing a few words
along the way, is not proper paraphrasing. Paraphrasing should be original language (al-
though the ideas are borrowed).

4. When analyzing another® data, whether publicly available or privately collected, a source
attribution needs to be included.

Violations of rules relating to the completion of student assignments used in evaluating aca-
demic performance include:

1. Use during an examination of notes or resources not permitted in advance by the instructor.

2. Unauthorized collaboration with another student in preparing an examination answer or writ-
ten course work.

3. Misrepresenting work done for academic credit, such as passing off as one® own product
any work that was done by another person, assisting another student in such misleading
conduct, or making up or altering data that appears in student® paper or research attribut-
able to the student or faculty member.

Examples of unauthorized interference in the grading process include:

1. Theft of or tampering with copies of examinations, bluebooks, answer sheets, grade report
forms, permanent record cards, computer files, or other records used in the grading proc-
ess.

2. Revealing one® identity on an anonymously graded examination.

DISCIPLINARY ACTION

Depending on the severity of the violation, disciplinary action may range from a warning or ad-
monition, to an F grade for a course, to expulsion from a degree program.

USEFUL RESOURCES ON THE PROPER USE OF SOURCES

¥ UB University Standards http://www.ub-judiciary.buffalo.edu/art3a.shtm#integrity
¥ UB Undergraduate Catalog http://undergrad-catalog.buffalo.edu/policies/index.shtml
¥ UB Libraries: http://ublib.buffalo.edu/libraries/asl/tutorials/citing_plagiarism.html

Academic and Administrative Grievances

The MAprogram and the Graduate School encourage the prompt and informal resolution of
grievances as they arise and provide orderly procedures for the resolution of complaints. A full
discussion of the established procedures is contained in the Graduate School Policies and Pro-
cedures at http://www.grad.buffalo.edu.
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