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Overview of the Integrative Master’s Project

The Integrative Master's Project (IMP) is one of the three major components of your
degree requirements. As the culminating component, it is expected to be a significant,
academically rigorous body of work that infegrates many facets of your experiences
at Bank Street and in the field, and applies theoretical knowledge to your current and
future work as an educator or educational leader. The process of writing the IMP is
intfended to further your professional growth through inquiry, reflection, and
integration.

When you have completed a significant amount of your supervised
fieldwork,/advisement and course work, you are eligible to begin working on this
third requirement for completing your degree. You will discuss your readiness to begin
your IMP with your advisor, who can help you select the IMP option best suited to
your leamning style and preferences. Your advisor will guide you in securing an
appropriate mentor for the Independent Study or in preparing an application for the
Portfolio should you choose one of these options. The semester-based options are
listed on the fall and spring course schedule each semester. See the IMP ArA-Glance
Chart on the following page for an overview of each option and the registration
process.

There is no credit attached to the IMP. For financial aid purposes, six credit
equivalents are granted during the semester(s) you are registered. The registration fee

for all IMP options is $600.

Students in the Leadership for Educational Change program meet the IMP requirement
with the three-credit Professional Seminar. Students in Leadership in Mathematics
Education and leadership in Museum Education meet the IMP requirement with a
program-specific Porfolio.

All work for the Master's degree must be completed within five (5] years of the date
of matriculation.
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IMP At-A-Glance Chart

Note: A graduate student should complete at least half of the required course work to
be approved by his/her advisor for any IMP option.

Independent Portfolio Site-Based Collaborative | Mentored
Study Inquiry (IMP 1) | Student/Faculty | Directed Essay
Inquiry (IMP 2) | (IMP 3)

Time Frame Varies: one, Two semesters *QOne semester | *One semester | *One semester
fwo, or more (fall and spring) | (fall or spring) (fall or spring) (fall, spring, or
semesters summer 1+2)

Registration Commence form| Online Online or in Online or in Online or in

Process signed by application person affer person affer person affer
mentor; also by | submitied in June| consultation with | consuliation with | consultation with
advisor or advisor or advisor or advisor or
program director program director | program director | program director

Registration Fee | $600 $600 *$600 *$600 *$600

Faculty Mentor | Foculty mentor | Faculty mentor | Small group Small group Faculty mentor

or Facilitator and group faculty facilitator | faculty facilitator
leader

Group Individual Monthly Four group migs.| Four group migs,| Individual

Configuration | meetings individual and | of up to 6 of upto 6 meetings

small group students: students:
meetings individual individual
meetings meetings

COPE of Study | Yes Yes No (occasional | No (occasional | No

in Library exceptions) exceptions)

**Oral **Yes (optional) | **Yes (required)| **Yes **Yes No

presentations

Graduate No credis: No credis: No credis: No credis: No credis:

Credits (6 credit (6 credit (6 credit (6 credit (6 credit
equivalents for | equivalents for | equivalents for | equivalents for | equivalents for
financial aid) financial aid) financial aid) financial aid) financial aid)

*An additional registration fee of $600 is required if your

completed by the end of the semester.

semester-based IMP is not

** QOral presentations, called Shares, occur on the following evenings:

For Site-Based and Collaborative Student/Faculty Inquiries:
Fall: Second Thursday in January (may vary slightly]
Spring: Monday preceding Commencement (week before Memorial Day)

For Independent Study: Tuesday preceding Commencement

For Porffolio: Wednesday preceding Commencement
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Integrative Master’s Project Options
Each IMP option is described briefly below.

Two-Semester Options

1. Independent Study

Student initiated project or formal study guided by a faculty mentor. Schedule
varies, generally two semesters. Register during regisiration period via a
Commence Form (available in the Registrar's office) signed by advisor or
program director and faculty mentor.

2. Portfolio

Reflective essays on artifacts [documents, student papers, videos, objects, eic.)
from your professional and academic experiences, organized and presented
hematically. Individual mentoring and monthly small peer group meetings at Bank
Street. September — May (Application due preceding late June).

One-Semester Options
Registration procedures and policies for the semesterbased IMP options are the

same as those governing regular classes. Enter the course number and section you
want, the same as for classes. See page 31 for defails on registration and
completion policies for one semester options.

3. Site-Based Inquiry
Student-initiated projects with faculty facilitator and small peer group. Student
provides the inquiry topic based in an educational seffing.

4. Collaborative Student/Faculty Inquiry
Student-initiated projects with faculty facilitator and small peer group. Specific
inquiry fopics are posted each semester.

5. Mentored Directed Essay
Individually mentored by program faculty with program-specific, pre-existing
questions available on my.bankstreet.edu
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The Independent Study Option

The Independent Study is a significant original work that you initiate. This option
provides an opportunity fo extend an assignment in a course or pursue in depth @
question, project, or fopic that is particularly meaningful to you. You are expected to
integrate scholarship and reflection with creatfivity in a work of academic excellence
[see Criteria for Excellence, page 10). Completed Independent Studies are
professionally bound and become part of the Library's circulating collection. Faculty
may include exemplary Independent Studies on course reading lists, students may
borrow and use them as resources and models, and others may request to borrow
them through inferlibrary loan.

Before you begin your work, it is important to familiarize yourself with policies
regarding copyright compliance (page 42) and permission for using names,
photographic images, and/or work produced by individuals [page 41).

Important Note: If you are engaged in a research study involving human
participants, you must apply fo the IMP Committee and get a letter of
approval prior to beginning this work. See Research Involving Human
Participants, page 44. Please note that the name of the school /institution
may be used only with the prior approval of the director or principal. In
addition, before names of staff may be used, their permission is required. If
observational material is used, it is imperative that any names be thoroughly
disguised and the director or principal be advised that such material is
being incorporated into the study.

Students are invited fo participate in an Independent Study Share [page 16) to share
their work with faculty, family, peers, and friends the Tuesday evening preceding
graduation.

Types of Independent Studies

The following descriptions of Independent Study options provide guidelines to be
adapted, as student and mentor feel best, o suit the nature of the particular study.
Creativity is encouraged.

A. Thesis: Systematic Study Using an Appropriate Research Method

You are expected to identify a significant problem or focus of inquiry; develop
suitable methods for investigating the problem and/or better understanding the focus
of the inquiry; gather sufficient data/information as well as analyze and comment
upon them; draw conclusions; and make informed recommendations that emerge from
the study undertaken. A variety of case studies are included in this optfion. Various
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modes of research may be considered: historical, qualitative/ethnographic,
quantitative, philosophical. Ideas for a thesis may be stimulated by course content or
situations you encounter in the field.

If your research involves human participants, see the Important Note on page 4.

In the first part of the study, it is also expected that you will provide a thoughtful
reflection on the reason for taking up this study, including how this particular research
inferest emerged from a specific seffing, set of circumstances, and/or social context. It
is expected, as well, that you will consider the particular biases and/or values with
which you come fo the study; define important ferms; provide a brief overview of the
research methodology; and discuss the limitations of the study. While it is necessary o
include a discussion of relevant literature for all modes of research, it is not necessary
fo provide a separate section for the review of the literature. This would depend upon
the type of study undertaken and your judgment, in consuliation with your mentor.

In a second secfion, you are expected fo provide a detailed discussion of the
methodology employed. In other words: How do you plan to gather information to
answer your research question and/or understand more deeply the focus of your
inquiry2 (E.g., will it be through interviewing, observing, survey, questionnaire, site
documentation, and/or reviewing the literature?) Evidence might include integrated
digital video or other multi-media materials. Depending upon the mode of research,
over what period of time do you plan to gather your dafa/information and on what
basis did you select your research sample?

In a third section, you are expected to present, analyze (E.g., what sense can | make
of the findingse What cafegories, patterns, themes emerge from the findings?), and
comment upon your findings.

In a fourth section, you are expecfed to draw conclusions and discuss
recommendations that emerge from the data/information gathered. A bibliography
and possible appendices would follow.

While, for purposes of clarity, the framework for a research study is separated info
discrefe sections, this need not necessarily be the case with all research studies. In
discussion with your menfor, you will determine the most suitable way to proceed.

B. Design and Development of Original Professional Material

The focus in this study is the design and development of material to be used by or
with educators, administrators, caregivers, related service providers, and/or children.
Some examples of original materials are stories |fiction or nonfiction for children),
curricula, reading materials, cookbooks, classroom materials, learning gomes, parent
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guides, original song collections, visual materials, digital resources, and staff
development manuals for teachers or administrafors.

A sfudy that concentrates on the creation of original, professioncﬂ materials has three
essential components:

Rationale: You must provide a written rafionale regardless of the form in which the
material is presented. The rafionale esfablishes the need for the proposed new
material by an examination and critique of existing materials of the same type and by
identifying the differences between the new and existing material. In addition, the
rafionale must include a discussion of the developmental appropriateness of the
material. It must also reflect awareness of the socio-cultural context(s) that informs your
own perspective, as well as those of the children or other populations for whom the
material is designed.

The Original Material: An original work must include a presentation — e.g., film,
video or audiotape, constructed game, book, integrated digital resources, curriculum,
and manual.

Applications: This section suggests ways in which this material may best be used by
teachers, children, and other groups, and the age level for which the material may be
most appropriate (or modifications that make the material appropriate for various age
levels and cultures). If the material has been used with teachers, children, or other
groups, the results (findings) from this implementation should be described and
additional uses suggested.

C. Case Study of a Project or Program

The case study may be of a project or program initiated and developed by you or an
analysis of one that is developed by others. This type of study combines elements from
other types — in particular, A. Thesis and D. Analysis of an Educational Setfing and
its Community. The study should establish the organizational/institutional context and
how the project relates fo the mission and goals, responds to a particular need, and
enhances the work of the sefting. A discussion of similar projects or programs in other
seffings and reference to relevant literature will establish the larger set of ideas that
frame this project (e.g., service leaming, interinstitutional partership). If the project
has been developed for a specific audience, a discussion of developmental and
socio-cultural appropriateness must be included.

Awareness of the socio-cultural contexifs) informing your own perspective should also
be reflected in the study. A description and analysis of the process of developing and
implementing the project will illuminate issues of relevance to others interested in
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implementing a similar project. The perspectives of as many as possible of those
involved should be included. See A. Thesis for information on including a small
research component that might examine the effects of the program on participants
and/or staff. The conclusion will emphasize lessons learned and recommendations for
other projects of a similar nature. The appendix will include all relevant documentation
of the project.

If your case study involves research with human participants, please see the
Important Note on page 4.

D. Andlysis of an Educational Setting and its Community
The framework presented for research methods in A.Thesis may be used for this
analysis. The analysis might include discussion of:

. The values, expectations, norms, vision, and mission of the educational seffing;
. The school community;

. The families and children;

. The theory and practice of the curriculum;

. The physiccﬂ environment;

. The administration, staff, and faculty; and

. Summary and conclusions

NO O WO —

If your study involves research with human participants, please see the Important
Note on page 4.

E. Critical Review of Literature

In order to follow the development of an idea or concept, this type of study requires
you fo identify a significant educational problem. You are expected to analyze and
examine the problem through a critical reading of both current and past literature and
research. Also, you are expected fo elaborate and defend or critique the resulting
conclusions or point of view in the text. A sufficient number of sources must be cifed to
give a comprehensive view of the history, dimensions, and varying perspectives on
this educational problem.

F. A Policy Study in Education
A policy study is research that involves the identification of a problem or issue, and
includes investigation, analysis, findings, and recommendations. The student must:

e Set the problem in a socio-political confext, idenﬂfy present po|icies or the
absence thereof, investigate the problem or issue, and defermine its causes
and dimensions.

*  Analyze the data collected during the investigatory phase of the study.
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*  Make policy recommendations based on findings that address or resolve the
problem or issue.

Getting Started on Your Independent Study

Finding and Working with a Faculty Mentor

During the year of fieldwork or beyond, you work with your advisor fo find an
Independent Study mentor who has expertise in the proposed area of study. Before
approaching a potential mentor, it is strongly recommended that you prepare one or
two paragraphs describing the proposed study fo serve as a basis for discussion.

You and your mentor begin your work together by clarifying the type of study you are
doing and developing an outline. Mentors provide guidance and support throughout
the research, development, and writing process, guiding you with the shape and
scope of the study and the overall approach to the material, suggesting appropriate
readings and resources, and helping you fo achieve depth and infellectual coherence.
You are responsib\e for initiation and comp|eﬁon of the sTUdy and for the quo\it\/ of
writing, including editing and proofreading the study with the utmost care. [See
Criteria for Excellence (page10) and Assistance with Writing (page 42). You work
directly with your mentor unfil the study is completed. Although this is an independent
process, you are required fo sfay in ongoing contact with your mentor, sharing draffs
of sections as they are complefed.

Working with an Outside Mentor
If an appropriate faculty mentor is not available, you may work with a recognized
professional in your chosen area/topic of study who is approved by Bank Street.

You must obtain approval from the Committee on the Infegrative Mastfer's Project to
work with a mentor outside of the Bank Street FOCUH\/ prior fo filing the Commence
Form for the Independent Study.

1. Submit a brief description and an outline of your intended study, a résumé of the
proposed mentor, and confact information for both you and the proposed mentor to
your program director and to the chair of the Infegrative Master's Project Commitiee.

2. If approval is granted from the program director and the Infegrative Master's
Project Committee fo work with a mentor from outside of the Graduate School faculty,
your program director or the member of the Integrative Master’s Project Committee
must sign the appropriate Commence Form for the Independent Study.

3. If the request is not approved, you should consult with your advisor for assistance
in finding an alfernate mentor.
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4. A Bank Street faculty member must read the completed study and sign the Library
Completion Form before the Independent Study is accepted by the Library.

You are responsible for submitting your study to a faculty member in sufficient time for
the study to be read and any necessary revisions to be made before graduation.

Registering for your Independent Study

Registration Procedure

You must register for the Independent study during one of four regular registration
periods, including the Add/Drop period, according to the Independent Study
Registration Chart on the Registrar’s Office Web site. Please note that registration for
the Fall semester begins immediately after the end of the Add/Drop period for
Summer 1.

1. Secure the Commence Independent Study Form from the Registrar's Office

(1st floor, Monday — Friday, 9:00 AM — 5:00 PM).

2. Secure your advisor or program director’s signature and your mentor’s
signature on the Commence Form.

3. Pay the $600 fee to the Business Office (7th floor, Monday — Friday, 9:00
AM = 5:30 PM| or, if you want the fee to be covered by Financial Aid,
bring your Commence Form to the Financial Aid Office.

4. Submit the completed form to the Registrar’s Office.

Registration and Completion Timeline.

We strongly recommend that you plan on spending a full academic year (fall/spring)
or the equivalent on your Independent Study and that you complete it within one year.
Please visit the Registrar's Office Web page to see available times to register and the
deadlines for Independent Study completion and corresponding graduation.

In recognition of the significant time involved in conducting Independent Studies,
students are granted six credit equivalents for the term(s) in which the study is taking
place. The six credit equivalents are used to defermine students’ financial aid halftime
status.

Each ferm you continue working on your study beyond the initial term in which it was
registered, you must submit a Continuation of Independent Study Form available on
the Registrar’s office Web site to have the credit equivalents indicated on your record.
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Continuation Forms must also be submitted within one of the four registration periods.
Students have one year to complete the study before an additional $100 fee is
charged.

Criteria for Excellence in the Independent Study

You are expected fo strive fowards excellence in your Independent Study. Independent
Studies are housed in the Library and contribute fo the infellectual life of the College.
You are expected fo follow the style guidelines of the American Psychological
Associafion (APA). All projects must demonstrate graduate-level scholarship, and the
criferia listed below must be met in order to complete the Independent Study.

You and your mentor should give careful attention to these criteria before submitting
the final version of the work fo the College.

Content and Scholarship

This area includes demonstrated knowledge of the field, the ability to analyze and
synthesize that knowledge and make clear theoretical and creative connections fo
personal experience and practice, consideration of varying poinfs of view, sensifivity
to individual differences, and affention to issues of equity and diversity.

e The writer has included extensive current and seminal materials fo support
the paper’s findings and perspectives.

e The paper draws upon relevant examples of the writer's personal
experiences in the field and integrates them with multiple theorists, making
clear and understandable connections.

e The paper confains thoughtful analysis and synthesis of ideas and
knowledge of the field and implications for future practice.

o The writer ono|yzes, contrasts, critiques, or defends mu\fip\e points of view in
a way that clarifies commonalities and differences, and leads the reader to
understanding a point of view that is supported by a substantial body of
research.

e The writer uses descripfive terms that reflect sensitivity to and awareness of
fopics such as "race” and ethnic identity, gender and sexual orientation,
age, or disabilities. (See APA Guidelines to Reduce Bias in Language.
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Organization
Students who opt to do the Directed Essay may graduate in May, July, October, or
December and must adhere fo the following calendar:

Form

The writer initially introduces and then adheres fo the structure of the paper
so that its organization may be easily understood and followed by the
reader

The writer uses transitional words, phrases, or sentences that reinforce
essential points and guide the reader in constructing meaning.

The writer uses headings, subheadings, bullefs, chronology, etc. o
graphically mark the organization in a way that highlights important
information and reinforces the sfrength of the fext.

The writer has appropriately credited all sources in correct APA format.

Syntax, grammar, punctuation, and spelling are correct throughout.

Vocabulary is rich and varied and indicative of a broad understanding of

field.
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Style and Form for the Independent Study

Two copies of the study are to be submitted. Each copy is to be placed in an inexpen-
sive folder or envelope. The Bank Street College Library will bind the circulating copy.
If you would like to have a personal bound copy of the Independent Study, bring the
library an extra copy, along with $15.00 (in cash, or a check made out fo the Bank
Street College Library) to arrange for a journalquality binding. Also be sure to provide
your name and telephone number. You can see the colors available for binding on the
Bank Street College Library website in the Resources for Students section.

Abstract

Each copy of the study must include an abstract. The abstract should not exceed one
page in length, must include the student's name and the fifle of the study, and is to be
typed, double-spaced, without a page number. The abstract should be submitted with
the final copies of the Independent Study and placed immediately after the tifle page.
An abstract briefly summarizes the thesis and the contents of the paper. The abstract

should be:

Accurate: Make cerfain that the abstract correctly reflects the purpose and content of
the manuscript.

Concise: Be as brief and specific as possible. Make each sentence maximally inform-
afive, especially the lead senfence [which should not repeat the fitle).

Non-evaluative: Describe rather than evaluate. Do not add to or comment on what is
in the body of the paper.

I the thesis is other than empirical research (e.g., a theoretical study, a curriculum, or
other original material, case study, etc.), the abstract can include: the topic, in one
sentence; the purpose of the thesis; a brief description of the project; and conclusions.

I the thesis is an empirical study, it can include: the problem or focus of inquiry under
investigation; the parficipants in the study (ages, number, etc.); the methods of
research (observation, interview, etc.); the findings; and conclusions.

Format Requirements
Paper: The study must be printed on acid free paper (available at many office supply
stores).
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Cover Sheets: Provide two blank sheets of acid free paper as cover and back page.

Margin requirements: 172" left margin, 1" right margin, 1" margin af fop and bottom

of page.

Spacing: Typing is fo be double-spaced, using only one side of the page of 82" x

11" paper. Other digital formats must be pre-approved and are encouraged.

Page numbers: All pages (excluding the abstract and title page) should be numbered
consecutively. Pagination confinues throughout every page, including any appendices
or children’s sfories.

Proofreading: The final copy must be proofread and corrections made prior fo sub-
mission.

Title Page: See sample of title page format on page 16.
Table of Contents: A table of contents with page numbers for sections must be included.

Appendix: The appendix must include all material that is supplementary to the body
of the paper

Writing Style

All studies must demonstrate graduate level scholarship and a consistent, approved
style. Please use the Publication Manual of the American Psychological Association
[APA|. To assist you in locating this reference, you may consult the reference librarian.
Information can also be found through the Internet. One good Internet source for APA
style is http://www.apastyle.org/elecref.himl. The Bank Street Library has general
APA information on their website in the Resources for Students section.
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Preparing and Submitting Your Independent Study

See the timeline for submitting your Independent Study on the Registrar’s Office website.

Before you submit your completed Independent Study to the Library, read the
Independent Study Checklist (page 17) and make sure you are in compliance with all
items on if. You can download and print the Checklist from the Library website in the
Resources for Students section. The checklist outlines the Library’s requirements for
Independent Study (thesis) acceptance.

Important Notice: See Copyright Compliance (page 42) if you will be including any
copyrighted material, and Permission to Use Names and Images (page 43) if you will
be naming insfitutions or naming or including images of individuals to make sure you

have dll the necessary permissions.

When you submit your Independent Study, you should bring the following items with
you fo the Reference Librarian’s desk:

1. Two copies of your unbound Independent Study placed in envelopes. One copy
will be used as a circulating copy and one will be stored in the archives.

2. Two copies of your abstract, each placed immediately affer the file page of your
studly.

3. Two copies of any accompanying multimedia materials (e.g., videos, DVDs, CD-
ROM:s, digital files). Each copy should be labeled with the author's name, title of the
study, and technical requirements for use.

4. One copy of the Independent Study Final Completion and Llibrary Acceptance Form
filled out by you and signed by your mentor.

5. One copy of the Independent Study Checklist filled out and signed by you.

Once the library has accepted the study, the signed acceptance form has been taken
to the Registrar’s Office, and all your other requirements have been met, you will be
graduated according fo the Independent Study Completion Timeline, which is available
on the Registration website.

If you would like bound copies of your thesis for yourself or others, bring the number of
copies you want to have bound and fill out the Request for Binding of Personal Copy
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form. There is a $15 charge for each copy you have bound for your own use. You
can see the colors available for binding on the Bank Street Library website in the
Resources for Students section.

The Completion Timeline is available on the Registrar’s web page.

Independent Study Share

Students are invited and strongly encouraged fo present their Independent Studies af
a share session scheduled for the Tuesday evening before graduation. This is a
chance to be publicly acknowledged for your work by faculty mentors, peers, family,
and friends who are there to celebrate your accomplishments. The opportunity to
describe what you have leamed and to hear about the work of others is a meaning-
ful culmination of your experience af Bank Street.
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Sample Title Page for Independent Study

A Study of Relationships in the

Primary Grades

By

Jane Doe

Mentor:
Jack Smith

Submitted in partial fulfillment of the requirements of the degree of
(use the appropriate degree)
Master of Science in Education or
Master of Education or
Master of Science
Bank Street College of Education
20
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Independent Study Checklist

The Library cannot accept your Independent Study until you have read and checked
off each of the items below:

L] I have followed the Commence procedures with the Registrar’s and Business Offices.

L] | om presenting the complete version of my Independent Study and | understand
that nothing may be revised, replaced, or added to it ot a lafer date.

L] There is one abstract dfter the tile page of each copy of my Independent Study.
LI All pages are numbered, including the pages of any appendices. If the thesis
includes an unpaginated picture book or other unnumbered inserts, pagination
accounts for these pages and resumes on the correct number.

L] The table of contents includes page numbers.

[ All of the pages are in the correct order and face rightside-up.

L] I have included a copy of the documents(s) granting me permission fo use any
copyrighted material in the study.

L] I have included a copy of the document(s) granting me permission fo name any
individuals or organizations; or | have masked the identity of the individuals or organ-
izations in the independent study.

[ Persons in any photographs cannot be identified other than by a first name.

L] The left margin is 12" wide.

[ I have placed a blank sheet of paper at the beginning and at the end of each
copy.

[ | understand that the Library's copy of this independent study will be bound exact-
ly as | am submitting it, and that the Library is not responsible for any errors in organi-
zatfion or appearance.

Student's Name Date
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The Porifolio Option

The Portfolio option allows you to work closely with an assigned mentor and, in
monthly group meetings, also with a small group of peers over the course of a full
academic year. You must submit an online Portfolio Application by the end of June. If
you are selected as a participant in the Portfolio project, you work with your mentor
and peer group fo identify a theme that is highly relevant to your personal growth and
professional development. The Portfolio is developed through an emergent process of
collecting documents and objects, called artifacts, which are significant markers of
pivofal experiences in your professional and personal development. You will write a
reflective essay fo infroduce the five arfifacts and themes, a caption to accompany
each artifact, and a conclusion. All students present their Portfolios to mentors, peers,
friends, and family the evening before graduation.

What is a Bank Street Porifolio?

A Portfolio is a collection of documents and artifacts that provides evidence of your
knowledge, skills, dispositions, and reflections. The artifacts in the Portfolio, collected
over the course of an academic year, represent your professional development and
reflect your growth and change through course work and classroom experiences as
well as through related personal joureys. Creating a Portfolio involves all of the
following processes, but not necessarily in this order.

e identifying five pivotal experiences in your professional development, and
selecting artifacts to represent them;

e finding a Portfolio theme;

e reflecting on the arfifacts and the theme;

e wiiting those reflections in a caption for each arfifact;

e wiiting an infroduction and conclusion to the Portfolio;

e submitting the completed Portfolio to the library; and

® presenting the completed Porifolio publicly.

Each Portfolio includes three main sections:

1. Infroduction: The first part of the Portfolio is an introduction, four fo five pages in
length, containing a clear statement of the Portfolio theme, the ways in which your
educational philosophy relates fo the theme, and a clear theorefical framework that
supports the theme, including specific references to the research literature. It also
contains a brief infroduction fo the five artifacts.

2. Arifacts and Captions: The second part of the Portfolio consists of five artifacts
with their accompanying captions. Each caption is two fo three pages in length.
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3. Conclusion: The third part of the Portfolio (five o seven pages in length) should
provide a synthesis of the information included in the Portfolio and a statement of
future goals. The question that might frame this section is:

How does the work completed to date establish the groundwork for
my future growth and development as an educator?

This section of the Porffolio should be grounded in theory and include appropriate
references. A bibliography incorporating all references cited in the Portfolio must be

included.

What is an Artifact?

An arfifact is a physical representation of something the student has thought,
researched, done or created that is related to his/her professional development. An
artifact generally is something already completed; however, an artifact may be
created spedfico”y for the Porffolio to represent an important idea. An artifact can be
almost anything that represents a significant experience in the student's learning and
professional development.

Examples of artifacts include:
® paper written for a course
e lesson or series of lessons planned and/or done with children
e curriculum material
e examples of children’s work
e video or audio tape of classroom experience with children
® inferview(s)
e journal
¢ phofo montage
e original artwork (painting, collage, construction, music, efc.)

To ensure that every Portfolio participant will take a sufficiently broad view of his/her
experience, four of the five artifacts in the Portfolio must each represent one of the
following educational domains:

®  Human Development: This arfifact represents the student’s understanding of the
ways in which child/adult development [e.g., physical, emotional, cognitive, moral,
linguistic, social) is significant to the process of teaching and leaming.

e Curriculum: This arfifact represents the student’s understanding of curriculum and
its role in education.

®  Philosophy/History: This artifact represent the student’s understanding and
personal synthesis of hisforical or philosophical foundations of education.
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*  Social Context of Learning: This artifact represents the cultural dynamics of the
teaching-learning interaction, including the social and cultural background of children
and families in their fransactions with the school community.

What is a Caption?

Each artifact in the Porffolio is infroduced by a caption, two to three pages in length.
The purpose of the caption is fo serve as a connector fo the Portfolio theme. To make
this connection clear, the caption explains why the artifact is meaningful to you and
how the artifact relates to the Portfolio theme. Captions should include both personal
and clearly referenced theoretical insights.

In writing the caption, the student should answer these questions:

® What did | learn from the experience represented by the artifact?

® What are the implications of this learing for my work with children?

e How has this learning shaped or been shaped by my educational vision
and/or values [educational philosophy)2

e How does this learning connect with the theory | have studied?

What is a Portfolio Theme?

The theme of your Portfolio is the big idea that ties together all of your artfifacts and
serves as the map of your personal learning journey. It represents the common thread
that characterizes your particular professional work across different contexts.

A theme emerges as you identify your artifacts and notice similar ideas, questions, or
concerns that are contained in each one. You will find that your theme is related to
your educational philosophy — your values concerning teaching and leaming — and
will be supported by theorists you have read. The theme usually becomes evident by
the time you are writing your third or fourth caption.

Examples of themes include:
e Classroom as community
e listening af the center of teaching and leaming
e Control and power in the classroom
® [Engagement in Llearning
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The Portfolio Process

Application and Registration

If you are inferested in doing a Portfolio, you must submit an online application, locar
ed in the Porffolio section of the my.bankstreet IMP website, to the Porifolio
Committee in June — a year before you plan to graduate. By the end of July, you will
be emailed an acceptance letter with instructions for registering for the Portfolio. You
will also be asked to commit fo monthly meetfings with a peer group. You will also
receive a timeline of due dates for each part of the Portfolio process. Your signed
Agreement fo Participate,/Registration form is due by September 1.

Overview

Portfolios are created and written over the course of an academic year, from
September to May. In September, you will be assigned to a faculty mentor with
whom you will work during the year. It will be your responsibility to contact your men-
for and sef up a schedule of monthly meetings. You will also be assigned to a peer
group, with which you will meet monthly over the course of the year.

The culmination of the process occurs af the Portfolio presentation that is generally
scheduled for early evening on the day before graduation.

Completed Portfolios are accepted by the Library (see due date on timelime), where
they are stored and made available fo students.

Peer Group Meetings

The collaborative nature of the Portfolio Process requires that you commit yourself to a
series of monthly peer group meetings as well as to individually scheduled meetings
with your Portfolio mentor.

You will be expected to attend your peer group meetfing each month. Dates for these
meetings are listed in the Portfolio timeline and you must remain in the same group for
Fall and Spring semesters. You should plan your schedule accordingly.

At these peer group meetings, you will share your experience of developing the
Portfolio and ask for help with questions that may arise. Each month you will share
with your group the newly written part of your Portfolio. The suggestions and construc-
five feedback you and your group receive and give allow you all to serve as “critical
friends” for each other. At least one faculty member is present af these meetings as a
focilitator.
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During the last scheduled meeting, you will present the completed first draft of your
entire Portfolio o your peer group and those faculty mentors who attend. Their feed-
back will guide you in preparing your final draft, which will be read by your mentor
and a second reader and assessed according fo the expected standards

Faculty Mentors for the Portfolio

Each student participant in Porifolio is assigned a mentor. A menfor is a member of
the faculty who has agreed 1o act as a guide for the student through his/her Portfolio
process.

Students meet with their mentors once a month fo receive help in choosing artifacts
and wrifing capfions, infroductions, and conclusions. It is up fo the student fo sef up
these meetings. The collaboration between student and mentor is designed fo enable
the student to have faculty support in the creation of various parts of the Porfolio.

Mentors are consultants who provide encouragement and the necessary scaffolding
fo keep students engaged with the task and moving along to the final product.
Standards for the Portfolio that mentors must keep in mind as they work with students
are:

e clarity of thought;

e connections to theory (menfors may suggest specific theorists for the student

to consult);
® connection to Bank Street experiences;
® connections to children and classrooms: and

e connections fo student's personal educational philosophy.

Developing Your Portfolio

You can work in a variety of ways fo develop your Portfolio. Most students begin by
identifying artifacts. To do this, you consider and reflect upon past educational experi-
ences af Bank Street or at other institutions. Meaningful events or objects from your
personal life that have implications for your growth as an educator may also be con-
sidered. Another source of artifacts can be experiences in the classroom and in
schools, including children’s work. An artifact might also emerge from an idea of
something that you have been thinking about doing, or struggling fo understand. In
this case, the artifact will be created to represent this idea. Further reflection on these
arfifacts will identify some as pivotal to your growth and development as an educator.
Still further reflection will reveal connections between and among these artifacts that
may be identified as the theme of the Portfolio.
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Some students begin by identifying a theme that is broad enough to encompass
many different aspects of their educational growth. Artifacts then are identified repre-
senting important ideas or experiences that exemplify and concretize the theme.
Studenfs often combine these processes by moving back and forth between identifico-
tion of theme and arfifacts. Themes and artifacts may change during the process. As
you become more deeply involved in the process and therefore more aware of what
it enfails, your concepts may shift and your understanding grows as you become
more able to use reflection to inform your work. This generally means that you can
expect fo revise your captions, especially the earlier ones, many fimes.

Second Reader

Revised Portfolios will be submitted to second readers two to three weeks following
draft presentations. When the feedback from the second reader is received, you will
meet once again with your faculty mentor to decide how to incorporate this feedback.

The Portfolio Presentation

The evening before the commencement ceremony, you will be required to share your
Portfolio at the public presentation to which you are encouraged fo invite friends and
family members as well as colleagues and faculty members. You will arrange a dis-
play of the contents of your Portfolio for viewing by the audience. Accompanying this
display should be an abstract formatted specifically for the presentation as specified
in the Portfolio Abstract Presentation Format form. The fen 1o fifteen minute presenta-
fion includes a summary of the overall Portfolio process, description of the theme, and
a discussion of at least two artifacts. At the end of the presentations, the audience is
invited to ask questions and to walk around to view the displayed work at close
hand. Immediately following the presentation, students debrief for a short time with
their mentors and group facilitators.

General Timeline for the Porifolio
At the first peer group meeting, all Portfolio participants will receive a Timeline for the
year, including due dafes for the submission of each caption, the infroduction, and
the conclusion, as well as dates for the Draft Presentation, submission to second read-
er, and the public Portfolio Presentation. It is essential that students adhere o this
schedule in order to complete Portfolios satisfactorily. The specific due dates corre-
spond to the dates of the peer group meetings, which will be established af the first
meeting.

Spring Semester Information session about the porifolio content and process

June Online application (on my.bankstreet) is submitted

End of July — Students notified of acceptance and registration process
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September — Initial planning; discussion of Prospective Arfifacts;

October — Artifact 1 with its Caption

November — Artifact 2 with its Caption

December — Artifact 3 with its Caption & Prospective Theme

January — Artifacts 4 and 5 with their Captions

February — Infroduction

March = Conclusion and Draft Presentations

Early April = Completed Portfolio submitted to Second Reader

Early May — Final edition of Portfolio due in Library

Late May (evening preceding graduation) = PORTFOLIO PRESENTATIONS
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Criteria for Excellence for the Portfolio

General Standards for a Portfolio
The following five questions address the overall content of the Portfolio:

1. Does the Infroduction contain a clearly stated Portfolio theme, statements about
your educational values/philosophy, and important theoretical influences?

2. Does each caption clearly explain the relationship of each artifact fo the theme?

3. Do the designated artifact and caption clearly represent the specified domain
(human development, social context of learning, curriculum, philosophy/history)2

4. Does each of the captions respond in some way fo these “four questions”2

®  What did | learn from the experience represented by this arfifact?

e What are the implications of this learning for my work with children?@

® How has this learning shaped or been shaped by my educational vision
and/or values?

e How is this learning framed by historical perspectives, current ideas, and
research in the field?

5. Does the Conclusion synthesize theme and captions, and identify where the next
steps in the student’s journey may lead?

Specific Criteria for Assessment of a Portfolio

1. Content

This area includes evidence of theorefical knowledge, application of that knowledge
to practice, reflection, and sensitivity to individual differences and issues of equity

and diversity.

e The Portfolio contains information using a variety of media.

e The Porifolio documents your learning journey, including a clear description
and analysis of milestones and turing points.

e Fach domain (curriculum, the social context of learing, human develop
ment, and phi|osophy/hisfor\/) is represenfed c\eor\y in the orﬂfocfs, and
each is supported by references fo relevant theory.

Each subject area is supported by references to personal experiences.
Each caption arficulates a rationale for the choice of the arfifact it accompanies.

e The theme is identifiable in each artifact and caption and serves as the

map of the personal leaming journey.
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e The theme is elaborated through the artifacts and their captions.

e The introduction, the conclusion, and the captions reflect the student's
personal and professional growth.

e The conclusion reflects a synthesis of all the parts of the Portfolio.

e The introduction and the conclusion clearly identify the educational
implications of the theme and the student's personal journey.

2. Organization

e The Porifolio package contains a clear, atiractive, and accessible
presentation of component parts.

e Fach section of the Portfolio is coherent and sharply focused.

¢ The introduction identifies what will follow and how the contents mesh with
the educational vision.

e The conclusion synthesizes preceding captions and artifacts.

e The conclusion relates to both personal vision and theoretical underpinnings

e The conclusion contains implications for the individual's future work and

inquiry.

3. Form

e The fext and bibliography reflect the use of current and classic materials.
The writer uses APA style consistently.
The fext is marked by correct use of syntax, spelling, grammar, and punctuation.
The materials are well packaged for viewing and refrieving throughout the
Portfolio.

Preparing and Submitting Your Portfolio

Portfolios are due in the library no later than the early May date listed on the Portfolio
Timeline for the specific academic year.

Library Standards for Non-Circulating Portfolios
Portfolios must be submitted to the Library with the Final Completion Form signed by
the mentor and the Portfolio Checklist (see page 30) signed by the student.

Currently, most Portfolios are maintained in the locked archival section of the collec-
tion. The secured section protects the privacy of graduate students participating in the
process. Fellow students and faculty may have access to this material by requesting it
from the reference librarian.
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Library Standards for Circulating Portfolios

Any students wishing to submit second copies for circulation must comply with copy-

right restrictions and copyright permission (see page 42) and meet the Library’s stan-
dards for circulation listed below. Circulating Portfolios must also meet Library stan-

dards relating to confidentiality and the rights and protection of human participants

[see pp. 44-55).

Title Page

Table of Contenfs: This should have complefe pagination of all pages,
including captions as well as each page representing artifacts in the
Portfolio.

Abstract: The abstract should be on a separate, unnumbered page. The
abstract is a brief description of the theme of the Portfolio, as well as a brief
discussion of what the process is infended to display. This should include a
short description [one sentence) that describes each artifact.

APA Format: APA style should be used throughout the Portfolio.

Paper: All sections of the Portfolio must be printed on acidHfree paper.
Margin Requirements: 17 left margin, 1 right margin, 1" top and bottom
margins.

Spacing: Typing is to be double-spaced, using only one side of the page of
87" x 11" paper. Other digifal formats are encouraged but require
pre-approval.

Page Numbers: All pages should be numbered consecutively.
Proofreading: It is essential that the final copy be proofread and that
corrections be made prior fo submission.

Digital Resources and Audio/Video Tapes: Any accompanying materials of
this kind must be properly labeled. Please include the following:

o Author’s Name

o Title of Portfolio

o Running Time of the Tape/DVD

o Software,/hardware requirements
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Sample Title Page for Porifolio

TITLE

A Portfolio

By

Jane Doe

Mentor: Josephine Smith

Submitted in partial fulfillment of the requirements of the degree of
(use the appropriate degree)
Master of Science in Education or
Master of Education or
Master of Science
Bank Street College of Education
20



Integrative Master’s Project

Sample Abstract Format for the Portfolio

[one page only)
Title of Portfolio
Author

Theme:
Brief (2-3 sentences) statement of the theme

Artifact 1: Title Domain:
Brief (1-2 sentences| description of the arfifoct

Artifact 2: Title Domain:
Brief (1-2 sentences| description of the arfifoct

Artifact 3: Title Domain:
Brief (1-2 sentences) description of the artifact

Artifact 4: Title Domain:
Brief (1-2 sentences) description of the artifact

Artifact 5: Title Domain:
Brief (1-2 sentences| description of the artifact

Theoretical Influences:
List names of most important theorists used.
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Portfolio Checklist

The Library cannot accept your porifolio until you have read and checked off the
items below:

L] | have followed the Commence procedures with the Registrar's and Business

Offices.

[ | am presenting the complete version of my portfolio and | understand that
nothing may be revised, replaced, or added fo it at a later date.

L] There is an abstract p|oced after the fifle page of my porffoho,
[J The table of contents includes page numbers.

L] All pages are consecutively numbered, including the pages of the arfifacts. If the
portfolio contains unnumbered inserts, pagination accounts for theses pages and
resumes on the correct number.

L1 All pages are in correct order and face right side up.

[ Digital resources, video, DVD, and audiotapes are properly labeled with my
name, the fifle of the portfolio, and running time.

L1 The left margin is 14" wide.

[ | have included a blank sheet of paper at the beginning and end of each copy.

L1 If my portfolio is infended to circulate, | have included a copy of the documents
granting me permission fo use any copyrighted material in the portfolio.

[ If my portfolio is intended to circulate, | have included a copy of the documents
granting me permission fo name any individuals or organizations; or | have masked

the identity of the individuals or organizations in the portfolio.

[J Persons in any photographs cannot be identified other than by a first name.

Student's signature Date
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One-Semester IMP Options

In 2008-2009, the Graduate School infroduced three new one-semester IMP options:
Site-Based Inquiry (SBI), Collaborative Student/Faculty Inquiry (CSFI), and Mentored
Direcfed Essay (MDE|. These opfions are designed fo give students a meaningful way
to complete the IMP requirement that is supported by faculty, provides a structure with
flexibility and choice as well as openness for student creativity, and is completed
within the time limit of a single semester. Before selecting one of these options, you
should be certain that you will have sufficient time to complete the work within the
semester. Extensions are granted only until the beginning of the following semester.

Site-Based Inquiry (SBI) and Collaborative Student/Faculty Inquiry (CSFl), offered in
Fall and Spring semesters, provide a small peer group experience. Groups of stu-
dents meet with a faculty facilitator four times during the semester to share and sup-
port one another with their individual projects in process.

Students are expected to present their work across groups at an early evening Share
event at the conclusion of the semester. The Fall Share is generally scheduled for the
second Thursday in January. The Spring Share is scheduled for the Monday before
Graduation. Faculty may invite students who creafe work of exceptional quality fo
prepare their inquiries for submission to the Library.

The Mentored Directed Essay (MDE), offered in Fall, Spring, and combined Summer
1 and 2, provides program-specific questions that students, working one-on-one with
their assigned faculty menfor, can adapt fo fit their professional goals and seffing.
Before deciding on this option, it is strongly recommended that you read these ques-
tions, available online on the IMP website on my.bankstreet in the Mentored Directed
Essay section.

All three options are listed each semester at the top of the online course schedule.
Registration procedures and policies for the one-semester options are the same as
those governing regular classes.

Registration

Registration should be done online at the student's appointed registration time slof that
is scheduled during the web registration period each term. Students who miss web
registration for the CSFI or SBI may register in person during the in-person registration
day or during the add/drop period. Students who do not register online for the MDE
may register in person at the Registrar's Office any time up until the last day of the
drop/add period. Please bear in mind that some one-semester IMPs have their first
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session scheduled prior fo the official first day of the ferm; therefore, students must
read the dates in the schedule carefully and be sure to register on time and attend all
sessions. The one-semester IMP's are freated like regular courses and are available on
a firstcome, firstserved basis.

Payment. A $600 fee is charged for each one-semester IMP. Follow all insfructions
pertinent fo payment options and due dates that link to the registration calendar for
each term (including the Add,/Drop period). Financial aid will cover the cost of the
IMP.

Attendance. Attendance is required at all scheduled group meetings for CSFls and
SBIs. Initiating and maintaining contact with the mentor of the MDE is a required part
of the process.

Dropping. If a student wishes to drop a one-semester IMP, s/he may do so by the
end of the add/drop period by visiting the Registrar’s Office and filling out the
required paperwork. The student will be given a refund for the $600. If the IMP is
not dropped by the end of the add/drop period, the fee is not refundable and not
fransferrable to another future IMP option.

Grading Policies

There are three grades that may be awarded for onesemester IMPS:

1. PASS (P) This grade is awarded when the final work has been submitted and
accepted as completing the IMP requirement. This grade satisfies the IMP requirement
for graduation.

2. IMP ATTEMPTED BUT NOT COMPLETED (IA] This grade is awarded when the
work has not been sufficiently completed to receive a grade of Pass af the time when
grades are due. This grade does not satisfy the IMP requirement for graduation.
Students receiving this grade have two opfions:

A Nofify the faculty mentor that they wish to continue work on this IMP and
submit all work fo the faculty mentor no later than the beginning of the
following term [i.e., First day of the Spring term for Fall IMPs; First day of
the Summer 1 term for Spring IMPs; First day of Fall term for Summer IMPs).

B] Register (and pay) for a new IMP during a subsequent term.

If the work is successfully completed by the due date, the faculty mentor will change
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the grade to a Pass (P). If not, the grade of IA will remain on the transcript.

3. NOT ATTENDED (NT] This grade is awarded when the student registers for a
semester based IMP but does not participate during the term and did not drop offi-
cially through the Registrar’s Office by the appropriate drop/add deadline.

Timing of Grade Submission. Grades for IMPs will be due at the same time all other
grades are due in the Registrar's Office each term. Studenfs infending to graduate in
the Spring ferm will be highlighted on the roster and those grades will have an early
due date in order fo facilitate graduation processing. In the Spring ferm, students must
be awarded a grade of Pass by the early grading date in order to be eligible to
graduate and parficipate in the Commencement ceremony.

The Site-Based Inquiry

This IMP Option is offered in the Fall and Spring semesters.

The Site-Based Inquiry is appropriate for students who are currently employed in, or
have access fo, a school seffing and wish to focus their Master’s project on a
topic/problem related fo their setting. Students may complefe this option whether they
reside/work in the immediate New York City area or af a distance, provided they
can attend the group meetings (the latter through online communication).

Description: Each student will work with a small peer group and the faculty facilitator
to identify an educational problem or concern within their own work situation, to
investigate that problem and to generate an action plan to move foward resolution. In
some cases, it may be possible to implement an intervention. In other circumstances,
a defailed action plan will be the outcome, based on discussion and approval of the
faculty facilitator.

A group of up to six students will meet together a minimum of four scheduled fimes
during the semesterlong inquiry project. While the Site-based Inquiry may be highly
individual, it is also possible that two or more students in the group may wish to work
together on a similar problem or inquiry. Additional online or peer group discussions
may be an option if group members wish fo access the ideas and experiences of the
group. Candidates will describe their inquiry and outcomes in hard copy or
multimedia format.
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Time Requirements: The Site-Based Inquiry must be completed within one semester. It
will be important for candidates selecting this option fo come to the first session with

a wriften

description of the problem they wish to investigate. Candidates may have

an extension only until the beginning of the following semester, and will need to

reregister

Sessions:
1.

and pay another fee if the work is not completed by that date.

Problem Identification: Students will be expected to come o the first session
with a written descripﬂon of the prob|em The\/ wish to investigate. The
description should include (1) a statement of the problem, (2) reason why
the problem has been selected, (3] list of questions to help to clarify the
problem within the setting, and, (4) the desired outcome of the inquiry.

Data Gathering: Students will come to the second session with specific
data gathered in the course of their inquiry [e.g. inferviews, surveys,
observational documentation, video, research articles, etc.). The session will
focus on understanding and analyzing the data and identifying additional
data and resources fo support further inquiry.

Action Planning: Students will analyze, prepare, and present data gathered
in the course of the inquiry in print or multimedia format. If possib\e, some
or all steps in the action plan will be implemented before the final session.

Outcomes: The final group session will require students to present a
cohesive story of their site-based inquiry, beginning with rationale for project
selection, including a description of methodology used to gather
mformoﬂon, exp|onoﬂon of the action p|on Ond/or intervention, and a brief
reflection on the process.

Presentation: Students will parficipate in an evening presentation session open fo facul
ty, students, friends, and family and scheduled for the second week in January for the
fall semester and the Monday preceding graduation for the spring semester.

Examples of Site-Based Inquiry ideas:

What types of disciplinary office referrals occur over a two-week period
and what are possible ways of decreasing numberse

How do different types of writing prompts influence students’ writing output
in a given grade/class?

Do students perform better on math word problems when visual cues are

added?

In what ways do children in an inclusive early childhood program interact
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socially within the first four weeks of school?
*  How do perceptions of parents from different cultural or linguistic
backgrounds compare in relation fo a parentfeacher event at school?
e What siructures seem fo enable children to attend most easily during
meeting times?e
Criteria for Excellence: All students are expected to meet the Criteria for Excellence
for Site-Based Inquiry and Collaborative Student/Faculty Inquiry (see page 38).

The Collaborative Student/Faculty Inquiry

This IMP Option is offered in the Fall and Spring semesters.

Students looking to explore a particular issue or problem in collaboration with both a
faculty member and their peers may elect this option. The specific fopics, faculty facil-
itators, and meeting dafes and times will be listed at the fop of the course schedule
each semester. These fopics represent a particular interest or research or policy con-
cern of a faculty member. The faculty facilitator and the student group will help each
student identify a parficular aspect of the issue fo investigate and, together, determine
a collective format in which to coordinate and present the findings. Students may
complefe this option whether they reside/work in the immediate New York City area
or at a distance, provided they can attend the group meetings (the latter through
online communication).

Time requirements: It is critical that the inquiry plan for each student be carefully
delineated, be doable within the semester time frame, and be identified quickly af the
beginning of the ferm so there is fime for the research, documentation, and presenta-
tion of the findings. Clear fimelines — with completion comfortably before semester
end or graduation — will be specified.

Structure: The faculty facilitator will provide, in writing and before the first meeting,
orientation fo the topic and possibilities for research. The group will meet together a
minimum of four scheduled times during the semester. The faculty facilitator and group
members, individually and collectively, will communicate (via email and/or phone) in
the infervening times.

The four sessions will generally follow this sequence:

1. At the first meeting, the topic will be discussed in greater depth, as will options for
students fo individualize the research fo their own sites or available resources.
Students should leave the meeting with agreement on directions and strategies for
their personal inquiries.

2. Students will bring fo the second session their initial research data that will have
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been shared with members of the group prior to the meeting so that all of them will be
ready to begin the process of analysis and prepare for further avenues of exploration.

3 and 4. In subsequent sessions, students will report, critique, analyze, and articulate
the research on the various components of the larger fopic, and collectively assess
implications and possibilities of the findings. The group will assemble and compile its

findings.

Findings/Presentation: Students will present their inquiry process and findings in hard
copy and/or multimedia formats. The work of the individual group members will be
brought together info a format for presentation, decided upon by the group in consul-
fation with the faculty facilitator. Requirements for citation of resources, permissions for
use of materials and information from human participants, and other components of @
professional presentation will be outlined in advance for the students.

All students will parficipate in an evening presentation session open fo faculty, stu-
dents, friends, and family and scheduled for the second Thursday in January for the
fall semester and the Monday preceding graduation for the spring semester.

Faculty Responsibilities: The faculty facilitator conceptualizes and develops the focus
of the inquiry and a short, relevant list of readings for students. The faculty facilitator
will be responsible for facilitating the group meetings; orienting the candidates fo the
topic and process; seeing that all students are expeditiously embarked on relevant,
practical, do-able research; monitoring the research and documentation of individual
students and providing focused assistance where needed; and helping students to
prepare their presentations. The faculty facilitator will assess the individual projects to
assure completion of the IMP requirement.

Student Responsibilities: Students commit to full, regular participation in the group ses-
sions; acfive research on their selected component of the group topic, in consultation
with peers and as approved by the facilitator; meeting benchmarks in documenting
their project in a timely way; meeting all ethical requirements of permissions and con-
fidentiality; regular communication with the faculty facilitator; and participating in the
presentation.

Examples of Collaborative Student-Faculty Inquiry Topics offered by Faculty:
1. International issues and practices in education

2. Ownership of the classroom: roufines and fransitions

3. Teacher and parent/family collaboration

4. Teacher leadership

5. Drama and literacy
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6. Supporting kids on the autism spectrum

7. Integrating aesthetic education info curriculum
8. Children’s literature

9. Diversity: different for a purpose

10.How toddlers make friends

11.Developing a curriculum of experience: place-based learning and curriculum
design

To see what Collaborative Inquiries have been offered in past semesters, go to the
Schedule of Classes section of the Bank Street website and look for Archived Course
Offerings. IMPs are listed at the top of the course schedule for each semester, starting

in Fall 2008.

Criteria for Excellence:
All students are expected to meet the Criteria for Excellence for Site-Based Inquiry
and Collaborative Student/Faculty Inquiry (page 38).
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Criteria for Excellence for Site-Based Inquiry and
Collaborative Student/Faculty Inquiry

Content and Scholarship

The writer has clearly sfated the purpose and methodology and outcomes of
the inquiry.

Data gathered during the inquiry is presented in a clear, concise format that
is readily understandable.

Outcomes or action plans are based on a thoughtful analysis and synthesis
of ideas and knowledge of the field, including citations of relevant
research.

The writer uses observable and measurable terminology in describing the
project and its outcomes,/actfion plan.

Llanguage reflects sensitivity and awareness in regard fo topics such as
"race” and ethnic identity, gender and sexual orienfation, class, age, or
disabilities (See APA Guidelines to Reduce Bias in language).

The writer has taken appropriate steps fo ensure that all ethical requirements
are met such as informed consent, photo or video permissions, and
preservation of confidentiality.

Organization

Form

The writer's media or hard copy presentation is organized and presented in
a way that reflects the needs of the reader/audience and is easily
understood and followed.

The writer uses headings, subheadings, and graphic elements to reinforce
essential poinfs.

Writtlen presentations should be approximately 25 pages, double-spaced, or
Media presentations should be visually appealing, have clear, concise text
and sufficient white space to allow for ease of viewing, and be
accompanied by a writtlen rationale and reflection.

The writer has appropriately credited all sources in correct APA format,
including use of digifal photos or graphics not produced by the writer.
Syntax, grammar, punctuation, and spelling are correct throughout.
Vocabulary is rich and varied and indicafive of a broad understanding of

the field.
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The Mentored Directed Essay

This option is offered in Fall, Spring, and combined Summer 1 and Summer 2.

Students may complete this option whether residing/working in the immediate New
York City area or at a distance (the latter through telephone and online communica-
tion). The Directed Essay questions for all programs offering the Mentored Directed
Essay are located on the IMP Web site on my.bankstreet in the Mentored Directed
Essay section. Students are strongly urged to read these questions carefully and
assess their ability to meet the requirements for this option during one semester before
they register for it.

Description: Each student works with an assigned faculty mentor to design an essay
that is based on existing program-specific, prepared questions. These questions are
designed to help students think and write about the salient and significant issues per-
taining fo their chosen area of study, while drawing on and integrating knowledge
gained in courses and field experiences. This option is designed fo provide structure
and focus with maximum flexibility. Together, mentor and student may adapt questions
fo support the professional growth, interests, and current work situation of the student.
With the mentor's approval, the student may create his/her own question(s).
Questions will have clearly demarcated sections to make them manageable for
students. The number of questions and specific criteria for the essays and studentgen-
erated questions will be decided within programs/pathways so long as they address
the guidelines listed below and meet the Criteria for Excellence for the MDE listed on
(page 41). Mentors will be assigned within programs and pathways, and the student
will be notified to contact his/her mentor.

During an initial meeting, the faculty mentor helps the student understand and adapt
the appropriate questions, set a timeframe for when each section of the work will be
due, and suggests appropriate resources. In ftwo or more subsequent meetings, which
can be faceto face or via phone and/or email, the mentor gives feedback on com-
pleted work and provides assistance as needed. It is the student’s responsibility fo ini-
tiate and maintain contact with the mentor, fo manage his/her time well, fo ask for
clarification and assistance when needed, to meet the criteria for excellence articulat
ed below, and to complefe the work within the established time requirements. In a
final meetfing, the mentor gives overall feedback and helps the student to reflect on
the process of developing the essays.

Guidelines for Adapting Directed Essay Questions. Through discussion, faculty men-
for and student may adapt the existing Directed Essay question(s) so that they are per-
sonally meaningful, professionally relevant, and intellectually accessible to and appro-
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priate for the learning style of the student. The process of writing the Directed Essay is
intfended to further the student’s professional growth through:

® inquiry into an issue of personal/professional relevance

® integration of many facets of experiences at Bank Street and in the field

e reflection on previous work to crifically assess and deepen understandings

e application of theoretical knowledge 1o current and future work as an educator.
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Criteria for Excellence for the Mentored Directed Essay

Students are expected fo srive towards excellence in their Infegrafive Masfer's Project
and to follow the style guidelines of the American Psychological Association (APA). Al
projects must demonstrate graduatelevel scholarship and meet the following criteria.

Content and Scholarship

Each essay draws upon relevant examples of the writer’s personal
experiences in the field and integrates them with multiple theorists, making
clear and understandable connections.

Each essay contains thoughtful analysis and synthesis of ideas and
knowledge of the field and implications for future practice.

Llanguage reflects sensitivity and awareness in regard fo bias and
misrepresentation. (See APA Guidelines to Reduce Bias in Language).

Organization

The writer initially intfroduces and then adheres to the structure of the paper
so that its organization may be easily understood and followed by the
reader.

The writer uses transitional words, phrases or sentences that reinforce
essential points and guide the reader in constructing meaning.

The writer uses headings, subheadings, bullets, chronology, etc. to
graphically mark the organization and highlight important information.

The paper should be the length specified in the specific questions, double
spaced.

The writer has appropriately credited all sources in correct APA forma.
Syntax, grammar, punctuation, and spelling are correct throughout.
Vocabulary is rich and varied and indicative of a broad understanding of

the field.
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Resources and Procedures

Assistance with Writing

Bank Street College offers a range of resources for students interested in writing assis-
tance or those who need help with technical writing questions

Alumni Writing Tutor Program
Mentors can refer students with writing difficulties to Rena Rice, coordinator of the
Alumni Writing Tutor Program.

A Writer's Handbook

Bank Street publishes A Writer's Handbook, which provides information on style,
organization, and APA citation. A Writer's Handbook is available in the Sixth Floor
Graduate School Suite, open until 7:00 PM.when classes are in session.

The Bank Street College Library

College librarians have put together an excellent list of web resources to help with
the writing process. Students can link directly to websites with information on topics
such as grammar and elements of style, as well as online resources and writing labs.
Please see the Library website for more information.

Copyright Compliance

Compliance with copyright law is crucial for works that are intended to circulate in
the Library. Please use these guidelines when you are writing your Independent Study
or Portfolio. Copyright standards are stricter for works that live in the Library than for
materials used in a classroom seffing.

For independent studies or portfolios intended to circulate, permissions should be
sought for any copyrighted materials that are included, particularly if they exceed the
"brevity” parameters summarized below. Copyrighted materials include: selections
from books and dramatic works, recorded music, websites (and the images found on
them), artwork, and photographs. Failure to show proof of permission may result in
the work being withheld from public use. Please make sure to include in your appen-
dix a copy of each of the permissions you have obtained. Permissions received via
email are acceptable. Additionally, a full citation for the copyrighted material must
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appear on the same page as the material. See the samples of copyright permission
letters on page 56. These lefters can also be found on the Library website under
Resources for Students and downloaded.

The brevity parameters of fair use are:
®  print material consisting of up to 10 percent or 1,000 words, whichever is
less, of a copyrighted work;
a single picture;
a single page of a children's book;
a short (thirty-second) excerpt from an audio or video recording;, and
a single page from a website.

If the amount of material used falls within the brevity parameters, permission is nof
required; however, a full citation is required for all copyrighted material used. Please
nofe that permissions rules apply to every thesis, regardless of its form (print or elec-
tronic) as well as porffo|ios, print, or electronic, if they are intended fo circulate.

The Library has copies of the following books to help with copyright questions:

Crawford, T. The writer's legal guide, 2nd ed. Call #346.7304 C899w2tSimpson, C.

Copyright catechism: practical answers to everyday school dilemmas.
Call #346.730482 S613cSimpson, C.

Copyright for schools: a practical guide, 4th ed. Call # 346.730482
S613c4Talab, R.S.

Commonsense copyright: A guide for educators and librarians, 2nd ed. Call #
346.730482 T137/c2

As always, if you have specific questions about copyright, please call the Library af

212-8754456.

Permission to use Names and Images

If your IMP will be submitted to the Library, you will not only have fo get permission to
quote copyrighted material, you will need 1o obtain written permission for any of the
items listed below. All permissions or letters and forms of consent should be placed in
a permissions section of the appendix for your IMP.

Note: If you are conducting a research study, you may need to apply fo the IMP
Committee for approval before you are allowed fo begin work with human partici-
pants. Please read the section below on Research Involving Human Participants and
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talk with your mentor or a member of the IMP Commitiee to determine whether or not
an application is necessary.

See downloadable sample consent letters and forms in the Independent Study,/Research
Involving Human Parficipants section of the IMP website on my.bankstreet.edu.

1. Images of individuals. If you plan to include either photographic or digital
media with images of individuals, you will need to obtain signed permission
from individuals 19 years and over, and from the parents or guardians of
those age 18 and under. A blank sample letter must be included in the
appendix, and the signed letters should be kept in a safe place for five
years.

2. Names of individuals. Names of adult individuals may be included only
with written permission of the individuals involved. A signed copy of the
written permission for each named individual must be placed in the
permissions section of the appendix of your IMP.

3. Names of Institutions. Names of insfitutions may be used only with the
written approval of the director or principal. The writfen permission, on
institutional lefterhead, should be placed in the appendix.

4. Observational material. If you use any observational material of identifiable
individuals or groups, you must disguise the names of actual persons and
advise the director or principal of the insfitution concerned that such material
is being incorporated info the study. If this is part of a research study, before
you begin this research, you will need the written permission from a member
of the IMP Committee. Details on applying for permission are in the
following section on Research Involving Human Participants.

Research Involving Human Participants

Doing research that involves human participants holds great promise for students.
Through systematic and deliberate inquiry, it is anficipated that students will both
broaden and deepen their understanding of some aspect of education in which they
are keenly interested, and discover ways of strengthening their practice. Researchers,
and by extension students in the Graduate School, are expected to conduct them-
selves in a professional and ethical manner and to provide assurance that they will
not exploit their participants.
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If Integrative Master’s Projects are to become public documents in the Library, cases
in which human participants are involved in such research necessarily entail obtain-
ing the informed consent of the participants.

In compliance with federal regulations, the College has an Institutional Research
Review Board (IRRB) to ensure that human participants involved in research projects at
the College are protected from harm, that research is of service to participants, and
that the participants and community are profected from foreseeable risks in those set-
fings in which data are collected. We believe that respect for individuals is a core
value of education professionals; fo this end we strongly encourage students and
mentors to discuss ethical matters concerning their research projects both with each
other and the prospective participants. Definitions of commonly used ferms are on

page 54.

Studentinitiated research projects involving human participants af Bank Street are
reviewed by the IMP Committee, where assistance is provided fo students to ensure
that human participants will be respected and their identities profected. In rare
instances, if the IMP Committee is not fully satisfied that human rights are sufficiently
profected, a full review before the Institutional Research Review Board may be neces-
sary. In such cases, the mentor will work with the student, in collaboration with the
chair of the Infegrafive Master’s Project Committee, fo prepare for the full review.

Determining whether you need approval to work with human participants
No approval is required for the following circumstances:

 Information from a public database where aggregated data cannot be
associated with any particular individual or group of individuals;

e Observations of behavior within a public gathering that cannot be
associated with any particular individual or group of individuals;

e Information that is already in the public domain (e.g., autobiographies,
diaries, other published materials);

®  Human participants are being asked solely to give feedback on or
participate in frial uses of work created by the student. For example:
teacher feedback on a curriculum project, reading fo children a book
written by the student to get the children’s responses, frying out curriculum
activities in a classroom, etc.

Prior approval for working with human participants is required for cases in which
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research data will involve one or more of the following:
e |denfifiable private information about an individual or a group of
individuals;
e Graphic, written, or recorded information derived from individually
identifiable human participants;
e A risk of harm to the participant(s), whether physical, mental, emotional,
social, or political.
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Approval Process for Work with Human Participants

If your project includes the use of human participants then, with your mentor's assis-
tance, you will need to prepare a brief proposal and submit it for approval to a
member of the IMP Committee. You may not begin your research with human partici-
pants unfil this approval is granted.

Your proposal should include the following:

1. A brief description of the research to be undertaken, including the kinds of
data to be collected:

2. A statement about the steps being taken to ensure that participants will be
informed about the research and how the data collected will be used, with
specific answers to the following questions:

* How will the participants (or their parents/guardians) be informed
about the study?

® How will you secure their agreement to participate?
e |f the study involves children, how will you secure parents’ or guardians’
permission for the children to participate?

3. Procedures fo ensure that the identity of the participants and institutions will
be protected (Note: this also may involve disguising the identity of the site
of the project.); and, if you are referring to individuals directly, how you
plan to mask their identities (i.e. using different names).

4. A sample of the form that secures the participants’ writlen consent to
participate. (See Consent Forms for Research Involving Human Participants

on page 48, and Sample Consent Letters on page 50-53.)

5. A statement that you will keep letters of informed consent available and
accessible for five years affer the research is completed.

Getting Your Proposal and Consent Forms Approved:
1. Email the above materials to a member of the IMP Committee.

2. The chairperson or a member of the IMP Committee will respond via email
fo both you and your mentor.
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3. Ifthe plan satisfies the requirements, you will receive a lefter stating that you
have approval. You must include this Letter of Approval in the Permissions
section of the Appendix of your study, along with a blank (or, if
appropriate, signed) copy of any consent forms.

4. If the plan does not satisfy the requirements, resubmit it o the IMP
chairperson or commitiee member with the requested modifications (repeat
steps 1-3).

5. You may formally begin the research process once these steps have been
completed.

Consent Letters and Forms for Research Involving
Human Participants

Participants need an opportunity to make an informed decision and fo give their con-
sent fo fake part in a research study. They should be given sufficient knowledge about
the nature and purpose of the research project as well any possible consequences of
their engagement in it. This is generally done with a consent form. Parents/guardians
of children 18 years and under should sign a consent form giving permission for their
children to participate in a research study. Children 18 years old and under also
may be asked fo sign an assent form in which they agree to participate voluntarily.
Special care should be taken to protect the rights of children and other individuals
who may lack seltdetermination due fo illness, disability, or other circumstances.

Students should plan fo keep the signed forms in a secure place for five years after
the completion of the research. They should include an unsigned sample form in their

Appendix.
Consent forms should provide the following information to prospective participants:

1. A general description of the research, including its purpose, time
involvement for the participant, why the parficipant was selected, and a
description of the research process.

2. An account of any reasonably foreseeable risks or discomforts to the
participant.

3. A description of any benefits to the participant or to others that may
reasonably be expected.

4. A statement that indicates that their partficipation or the participation of
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minors in the project is voluntary and they are aware of their right fo refuse
or withdraw consent without penalty.

5. A statement that the Independent Study will be housed in the Bank Street
Library, where it will be available fo faculty, to students, and through
interlibrary loan to those beyond the Bank Street community.

6. A commitment on the part of the researcher fo mainfain confidentiality and
a description of how that will be achieved.

7. Confact information in case the parficipant has any questions.

8. A statement that participation is voluntary and that there will be no penalty
it an individual chooses not to participate or fo discontinue participation at
any time.

The sample consent lefters and forms on the following pages can be adapted to fit
the particular circumstances of each research study. They can also be downloaded
on the my.bankstreet IMP website in the Independent Study secfion under Research
Involving Human Participants.
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Sample Consent Letters

Sample Consent Lefter 1
To be printed on museum stationery
Dear Parent or Guardian,

My nameis — and | am a graduate student in Museum Education at
Bank Street College of Education in New York. | am also a fulime Museum
Educator af (name of museum). | am currently conducting research for my Master's
thesis and will be acting as the principal investigator for this study. The goal of my
Master's thesis is fo creafe an artsbased museum program for children with autism
and their families. This program will most likely be implemented af (name of museum).
| am interested in learning about your experiences in cultural seftings and with cultural
programming as a parent or guardian of a child(ren) on the autism spectrum. The
information that you provide will provide me with insights that will be used in the
planning of this program.

As a parficipant in this study, you will be asked to [indicate survey or interview,/
place and fime]. Please note that if the feedback that you share during this time is
included in the thesis, then your name will be changed to protect your privacy. Please
also note that the Master's thesis will be placed in the stacks of the Bank Street
Library and will be available to all students and faculty; the document may also be
circulated to others outside of the institution. The thesis will also be utilized at (name
of museum| and may serve as a model program for other museums interested in
establishing programs for children with autism.

Please sign on the lines below to indicate that you grant permission for the informa-
fion that you provide to be used for the purpose of this study. Please also indicate
whether you agree to allow your child to be interviewed for the purpose of this study.

Thank you for taking the time to share you insights with me. If you have any questions
or concerns about the research, please feel free to confact me at (student's email).

Sincerely,

[signature of student)
| agree to participate in this study.
Name of Participant (please print)

Signature

| grant permission for my child to participate in this study.
Name of Child (please print)

Signature (parent/guardian)
Date
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Sample Consent Lefter 2
To be prinfed on school stationery

Dear Parents,

As you know, | am studying literacy development in elementary education af Bank
Street College. | am in the process of completing my Master's Degree, and am plan-
ning to compile a study of the development of Hebrew reading and writing skills as
my thesis project. In this study, | will explore students’ responses to the questions and
assignments | have given them to develop their decoding and deepen their compre-
hension, much of which | have demonstrated to you during Back to School Night and
our parentfeacher conferences. | am very pleased and proud of the progress of this
year's first grade class, and would like to document what | have learned from our
classes this year. | would like to obtain your permission fo use some of your child’s
written work, and possibly photos of (him or her) engaged in the learning process, in
my final thesis presentation. Names will be removed from any and all student work
and pictures. The study will be kept in the Bank Street College Library and be avail-
able o be borrowed both within and outside of the Bank Street community.

Please sign and refurn this form to confirm your consent.
Thanks sincerely,

[signature of student)

EE R IR I kI S b I I I R R I S R R I I I I I 2 S I I S I I I R I b E I b S S A S S S 3

| understand that (name of student), Master's Degree Candidate at Bank Street
College of Education, is studying the development of Hebrew as a second language

for (her/his) Master's Thesis.
| give permission for my child’s written work to be used in this study.

Signed Dated

| consent fo the use of my child’s photograph to be included in this study.

Signed Dated
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Sample Consent Letter 3
To be printed on school stationery

Dear Parents,

As you know, | am currently a student at Bank Street College, completing my Master's
degree in early childhood education. As part of my graduate work, | am writing an
Independent Study, a requirement for my degree and a culmination of my studies. For
my project, | have chosen to examine the development of empathetic behavior
among three~year-olds in the early childhood classroom. In order to examine this
process, | will be engaging the children in discussions of the needs of others and of
different ways of helping. | will be asking the children to take part in documenting
their own empathefic actions in books that will be available in the classroom. | will
also be making running records documenting behavior and language related to
empathy in the classroom. | may also record classroom discussions through video or
audio recordings. Together, these will serve as the primary data for my study. Every
individual will be given a pseudonym and any identifying features will be disguised.
The school and the classroom will also be given pseudonyms. Video and audio
recordings will be transcribed and pseudonyms will be used here as well.

In order to use the written and video or audio documentation, | need your permission.
Please fill out the attached Consent Form and return it to me by

The study that results from this project will be housed in the Bank Street College
Library. It will have a catalogue number and will be available to students and faculty
at Bank Street and to others through Inferlibrary loan. The material may also be
included in professional presentations and publications.

If you have any questions about this project, please do not hesitate o contact me.
Thank you in advance for your consideration.

Sincerely,

[signature of student)
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Sample Consent and Release Form

Consent and Release Form for Parent or Guardian
| am the parent/guardian of

| have carefully read the information provided above and give my permission to
[name of Bank Street graduate student) to use [check all that you are consenting to):

_ Written Documentation of my child
_ Video Documentation of my child

Audio Documentation of my child

| understand that my child's name and the name of the school and community will be
protected by pseudonyms in the actual thesis as well as in any professional talks and
publications based on this research. | grant permission to (name of Bank Street gradu-
afe student) to use the above noted documentation of my child in the thesis document
and in professional presentations and publications.

| have read this release form and agree fo ifs terms knowingly and voluntarily.

Parent/Guardian’s Name Date
please print

Parent/Guardian’s Signature Date

signature
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Definitions of Commonly Used Terms for Research
Involving Human Participants

Adult
For the purpose of implementing these guidelines, an individual 19 years of age or
older.

Assent

"Assent” means a child’s affirmative agreement to participate. In addition to parental
permission, Federal regulations require in most instances that a child who is
sufficiently mature to comprehend his/her participation in the research project be
offered the opportunity to give consent. Mere failure to object should not, in absence
of agreement, be construed as assent. When a written form is in use, it should
contain a simple explanation of the research project, including benefits, risks, and
safeguards. (Please note that “assent” is equivalent to “agreement,” and can be given
by any participant who is sufficiently mature to do so. Compare with definition of
"Informed Consent.”)

Benefits
Gains incurred by any stakeholder as the result of a research project.

Child
For the purpose of implementing these guidelines, an individual 18 years old or
younger.

Confidentiality
The extent to which private, personal data can be accessed by anyone other than
the researchers.

Debriefing

Postresearch explanations of the projects that ensure that the participants fully under-
stand what has occurred in the course of the project, including ensuring that any neg-
ative outcomes are identified and worked through.

Informed Consent

A statement by each participant that indicates that his/her participation or the partici-
pation of minors in the project is voluntary (nof coerced), and that participants are
aware of their right fo refuse or withdraw consent without penalty. Informed consent is
required from each participant who is legally, mentally, and physically able o pro-
vide it. The researcher must provide information regarding the research study in a
form that can be easily understood by persons with no professional background.
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Consent forms must include: a statement of the purpose of the research, acknowledg-
ment that participants may terminate their participation in the project at any point with
no penalty, and a statement guaranteeing confidentiality. (Please note that “informed
consent” is equivalent fo “permission,” and must be given by someone legally able to
grant such consent. In the case of an adult participant, the participant can give con-
sent on behalf of himself or herself. In the case of a child participant, informed con-
sent must be provided in writing by the child's parent or guardian. Compare with def-
inition of “Assent.”)

Participant
Anyone who is a subject in a research study.

Principal Investigator
The person who leads the research project, and who has overall responsibility for its
conduct and outcomes.

Privacy
Ensuring that confidential information is not accessible to anyone other than the
researchers.

Risks
Circumstances that put participants in a research study in danger of some kind of harm.

Secondary Data Sources
Data previously compiled by others that is used by the researchers.
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Sample Copyright Permission Letters

Sample Permission Letter requesting the use of copyrighted images
in an Independent Study

Permissions Department

Museum, or Publishing Company Name
Address

City, State, Zip

Dear Sir or Madam,

| am a graduate student at the Bank Street College of Education in New York City.
As part of my graduation requirement, | am preparing an Independent Study on
Two copies of each independent study are
placed in the Bank Street College Library, one of which will be available for public
access, including inferlibrary loan.

| would like to request permission to include a reproduction of the following imagels)
fo supplement my thesis fext:

[complete the following information for each image from this source]

Artist's Name:

Title of Painting/Photograph/Sculpture/efc..:

Title of Publication from which the image will be reproduced:
Author of above publication:

Page Number(s):

Year of Publication:

Copyright Holder:

Type of Reprint: Color or Black & White Photocopy

Use: To be used as illustrative material

Additional sample fext:
The imagels), in the form of color copies from the online collection, would be includ-

ed only in the appendix, and serve as a point of reference for the reader.

| have enclosed a self-address envelope for your convenience. Thank you in advance
for your prompt aftention to this request.

Sincerely,
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Sample Permission Letter requesting use of copyrighted text
in an Independent Study

Materials Permission Department
Publishing Company Name
Company Address

City, State, Zip

Dear Sir or Madam:
| am a graduate student at the Bank Street College of Education in New York City.

As part of my graduation requirement, | am preparing an Independent Study on
and would like fo request permission fo include

a copy of the following material:

Title (Book or Article):

Book Publisher and Year of Publicaltion

or

Journal Title, Issue, Year, Pages:

Author:

Copyright Holder:

Material to be duplicated [photocopy enclosed):
Type of reprint: Photocopy

Use: To be used as illustrative material

Two copies of each independent study are placed in the Bank Street Library. One of
the copies is available for general circulation and for interlibrary loan.

| have enclosed a self-addressed envelope for your convenience in replying to this
request.

Sincerely,
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