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Foreword 
 
This Handbook sets forth the basic policies, requirements and procedures for graduate students pursuing 
the MA in Art History and for Graduate Faculty administering the program.  
 
The Graduate Division has general policies and degree requirements that all programs and students are 
expected to know, understand, and follow: http://www.manoa.hawaii.edu/graduate/. 
 
Questions regarding the Master of Arts in Art History should be directed to Art History Graduate Program 
Director, email: gradarth@hawaii.edu. 
 
Questions related to the Master of Fine Arts in Art can be directed to the Art and Art History Department 
Graduate Chair, email: gradart@hawaii.edu. 
 
An online version of this handbook with downloadable PDF forms is available at the Department of Art 
and Art History (DAAH) website: https://hawaii.edu/art/wp-content/uploads/ma-handbook.pdf. 
 
Helpful links: 
 
Faculty bios and contact information  
http://www.hawaii.edu/art/people 
 
Department of Art and Art History Graduate Programs 
https://hawaii.edu/art/degree-programs/ 
 
Department of Art and Art History Catalog and Course Descriptions 
http://www.catalog.hawaii.edu/schoolscolleges/arts-sciences/departments/art.htm 
http://www.catalog.hawaii.edu/courses/departments/art.htm 
 
Graduate Admissions Office 
http://manoa.hawaii.edu/graduate/content/prospective-students 
 
Archived Art History MA Theses: 
http://scholarspace.manoa.hawaii.edu/handle/10125/20024 
 
Art and Art History Department Social Media: 
https://www.facebook.com/uhmart 
https://twitter.com/UHmanoa_art 
https://www.instagram.com/uhmanoa_art/ 
 
Helpful telephone numbers: 
Department of Art & Art History Office / Department Chair:  956-8251 
Art Building Facilities Manager:      956-5270 
Environment Health & Safety Office (EHSO):    956-8660 
Campus Security (Business Hours)     956-9858 

(After Hours)     956-8211 
(Emergencies)     956-6911 
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I. Introduction and General Information  
 
Information on the Department of Art and Art History (DAAH), including bios for all Graduate Faculty, can 
be found at the department website, https://hawaii.edu/art/. For all Graduate Division information, 
including downloadable graduate applications and instruction booklet visit their website 
www.manoa.hawaii.edu/graduate. For a complete up-to-date catalog that includes information on the 
entire University of Hawai’i, please visit https://manoa.hawaii.edu/catalog/. An online application for the 
Art History MA program can be accessed at http://apply.hawaii.edu. 
 
II. Department of Art and Art History Mission Statement 
 
The Department of Art and Art History is committed to research and teaching on the visual arts with 
awareness of Hawai‘i’s unique role in the Asian-Pacific region. It serves students at the undergraduate and 
graduate levels, with the aim of cultivating critically, technically and historically informed scholars, 
practitioners and audiences of the visual arts. The department serves as a resource to cultural institutions, 
Hawai‘i's communities, our professional colleagues and the populations of the Asia-Pacific region, through 
publications exhibitions, and other public programs. We support artistic inquiry as one of the basic 
disciplines of human endeavor.  
 
III. MA Program General Description and Objectives  

The Art History MA is designed to develop art historical knowledge, with an emphasis on Asia and the 
Pacific, knowledge of art historical theory and critical approaches to the study of Art History and visual 
culture, and research skills and methodology. Faculty includes specialists in Pacific/Pasifika/Pasefika, 
China, Japan, South Asia, Southeast Asia, and Global Modern/Contemporary arts. Typically, the student’s 
Primary Faculty Advisor is the faculty member responsible for the curriculum in the student’s area of 
concentration. The MA degree requires 30-credits of coursework and typically requires 2 years for 
completion (4 sequential semesters). 
 
IV. Statement of Student and Faculty Responsibilities. 
 

A. Students and faculty must behave in a professional manner at all times.  
B. Student and faculty must maintain a working culture in which the faculty provides advice, 

guidance, and opportunities for intellectual challenge and growth, while students address their 
studies seriously and productively, developing self-initiative and independence in their working 
habits.   

C. Students are responsible for managing their own progress through the degree, to keep abreast of 
all forms and deadlines, and to initiate all degree-related procedures at the appropriate junctures. 

D. Students must be committed to their program of study, as demonstrated by attending and 
participate actively in all classes and seminars, as well related departmental-organized events and 
programming (e.g., visiting speakers, exhibitions, etc.).  

E. Faculty must make themselves suitably available to student for advising during the regular 
academic year. Faculty scheduled to go on leave will make arrangements with students to 
facilitate student progress towards degree completion during their leave period. 

F. Progress through the degree is contingent on the approval of the student’s primary faculty 
advisor, the Art History Graduate Program Director, and the student’s Thesis Committee. 

 
V. MA Degree Admission/Application Requirements 
 
Please refer to the application requirements available from the Graduate Division: 
https://manoa.hawaii.edu/graduate/how-to-apply/. MA applicants must have a Bachelor’s degree (or 
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equivalent) at the time of matriculation into the program. Preference is given to applicants with a BA 
degree in Art History; applicants with a BA in a related field (e.g., Anthropology, Asian Studies, Religion, 
etc.) combined with additional Art History coursework will also be considered for admission. At the 
discretion of the Graduate Faculty, applicants with insufficient undergraduate preparation in art history in 
general or in the designated research area may be admitted to the program with the condition that they 
will be required to take a specified number of “deficiency” courses. No credit from these deficiency 
courses will be applied to MA degree requirements; deficiency courses must be taken in addition to the 30 
credits required for the MA degree. 

Application deadline for the art history MA program is January 15 for Fall admission (there is no Spring 
admission). All required application materials (application forms, statement of objectives, writing sample, 
academic transcripts, letters of recommendation, and, if applicable, TOEFL scores) must be submitted by 
that deadline. Official transcripts must be sent directly from the academic institution of origin to the 
University of Hawai‘i's Graduate Division. Materials mailed, faxed, e-mailed or hand delivered to the DAAH 
will not be accepted. Incomplete applications will not be forwarded from the Graduate Division to the 
Department for review. An online application can be accessed at http://apply.hawaii.edu. 
 

A. The Statement of Objectives should be around 500 words in length. It should include the 
applicant’s expected area of research, outline the ways they have prepared to succeed in that 
area, and preferably identify which Art History faculty member(s) they hope to work with if 
admitted.  

B. The writing sample should be around 2,500 words in length. An art history paper is preferred, but 
essays written for cognate fields or other kinds of formal writing that demonstrate the applicant’s 
critical skills and writing ability are also acceptable. 

C. Applicants will supply email addresses of three recommenders, who will then be invited by 
Graduate Division to upload their recommendation letters by January 15. Applicants should 
request recommendations from their recommenders and inform them of the submission deadline 
well in advance. Preferred recommenders are former art history professors, former professors in 
cognate fields, and professionals who have worked closely with the applicant in the recent past, 
preferably in activities that demonstrate the applicant’s aptitude for academic scholarship of the 
sort practiced in the DAAH.  

D. If the applicant would like to be considered for a Graduate Teaching Assistantship, applicants 
should indicate this interest, as well as what positions they would like to be considered for, in the 
general application. Please also see Section 7 of this handbook for more information on this and 
other Graduate Assistantships. 

VI. International Student Information 

Please refer to the International Student Services Website www.hawaii.edu/issmanoa. To qualify for 
admission to the MA program, non-native speakers of English must submit official TOEFL score results. 
with minimum section scores of 5 in Reading, 5 in Listening, 5 in Speaking, and 5 in Writing, or a minimum 
Total Score of 20.  
 
VII. Financial Assistance 
  
Graduate Achievement Scholarships (GAS):  
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Each year the Graduate Division allocates a set dollar amount to be used for Graduate 
Achievement Scholarships (GAS). The DAAH divides these GAS funds at the start of each Fall and 
Spring semester as equitably as possible to partially support all eligible students. Graduate 
students with a 3.5 GPR (Grade Point Record) or better are eligible for consideration. For incoming 
MA students who have no UH Manoa GPR on record, their undergraduate final overall GPR will 
be used to determine eligibility for GAS awards. 

 
Graduate Assistantships (GAs):  
 

DAAH offers a range of Graduate Assistantships (GAs) annually. These are paid employment 
positions that include a full tuition waiver and an annual stipend of approximately $20,000 
(subject to change) and require approximately 20 hours of work per week. The period of 
employment is from duty day, one week prior to the Fall semester, through Spring 
commencement. Candidates must be incoming or continuing students in ART of good academic 
standing. The GA positions are determined based on the departmental needs. They are 
competitive and may require specialized training or skills. Examples of positions include: Teaching 
Assistants for ART 113 (Introductory Drawing) and Teaching Assistants for ART 175/176 (Survey 
of Global Art History I & II), Lab and Safety Support (Ceramic/Glass/Metal/Wood Studios), 
Technical Support for Computer Labs, Curatorial Assistant (Gallery), Exhibition Installation 
Assistant (Gallery). 
 
Applications from incoming MA students are accepted through the same submission platform at 
the time of application to the MA degree program. Incoming and continuing MA students should 
apply in accordance with the instructions, forms and deadlines found in the links entitled 
“Graduate Assistantship Guidelines” and “Interest in Graduate Assistantship Application Form” 
(https://hawaii.edu/art/degree-programs/ - scroll to bottom of page to find the links). Students 
are encouraged to apply for all GA positions for which they are qualified, not only those in their 
areas of specialization. 

 
Graduate Travel Grants:  
 

Graduate travel grants are available through the Graduate Student Organization (GSO). Contact 
www.gso.hawaii.edu for more information and downloadable application forms. The Yun T. and  
Chen Chuan Tu Fund in the Department of Art and Art History also provides travel grants for  
graduate students who have had a paper accepted at a conference. Contact the Associate Chair 
for more information and application instructions 

 
Other Employment Opportunities:  
 

Consult the Mānoa Career Center, http://manoa.hawaii.edu/careercenter/ for information about 
jobs in the community and on-campus. Their office is located in Queen Lili’uokalani Center for 
Student Services, Room 212, (808) 956-7007, email: careers@hawaii.edu. 

 
Other Financial Assistance:  
 

Each year, a range of competitive scholarships are available within the DAAH. Application 
information may be obtained each Spring though the Art Office, uhart@hawaii.edu. Additional 
information about fellowships, assistantships and grants from other sources may be obtained from 
the Graduate Division's Scholarship and Fellowship Office, Spalding Hall 357, 2540 Maile Way, 
Honolulu, HI 96822, http://manoa.hawaii.edu/graduate/content/financial-support. 
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For tuition rates, see http://www.hawaii.edu/tuition/. 
 
VIII. Duties of Art History GA positions 
 

ART 175/176 (Survey of Global Art History I & II) 
Art 175 and 176 are introductory and sequential Art History courses offered in alternate 
semesters (175 in Fall semesters and 176 in Spring semesters). 175/176 GAs are expected to 
perform the following duties: serve as teaching assistant to supervisory professors and assist in 
appropriate course-related duties and activities; attend weekly training and planning meetings; 
attend all general lectures given by the supervisory professors; lead discussion/review sessions 
(each week, typically three sessions with approximately 18 students per session); hold office hours 
to meet with students (typically one hour per week); maintain Lamakū course websites; create 
assignments, discussion sessions with PowerPoint presentations, and tests; perform grading duties 
and assign, record, and maintain course grades. Opportunities may be available for GAs to create 
and deliver lectures in their areas of specialization to the general class.  
 

IX. Policy regarding Transfer of Credits 

Any student who is admitted with course deficiencies is not permitted to transfer any credits taken prior 
to the first semester of the graduate program (this includes any “graduate” coursework taken as an 
undergraduate or an unclassified graduate student). 
 
If applicable, a maximum of 6 credits may be credited towards MA degree requirements with the approval 
of the student’s Primary Faculty Advisor and the Art History Graduate Program Director. The combined 
total of applicable credits received as “undergraduate excess credits” (see below) or as an unclassified 
graduate student may not exceed 6 credits. These transferred credits may be counted toward “Elective” 
credit only. Under no circumstance may they be applied to graduate seminar requirements. 
 
Undergraduate Excess Credits: Undergraduate seniors at UHM may be able to earn up to 6 credits toward 
the MA degree for certain courses completed during the final two semesters of their undergraduate study, 
provided that the following conditions are met: These courses must be 300-level and above, not required 
for the undergraduate degree (i.e., in excess of the bachelor’s degree requirements), the final grade must 
be a “B” or higher, and the transfer of credits must be approved and recommended for transfer by the 
student’s Primary Faculty Advisor, the Art History Graduate Program Director, and the Graduate Chair. 
The decision whether or not to accept transfer credits is entirely up to the discretion of these three faculty 
members. Credits earned for directed reading/research (399/499) are not applicable for transfer.  
Undergraduate excess credits from other colleges/universities may not be applied to the MA degree.  
 
In either case, the application to transfer excess credits takes place after the student’s Thesis or Capstone 
Proposal is approved, at which point the student contacts the Primary Faculty Advisor and Art History 
Graduate Program Director to file a “Petition to Transfer Credits” to accompany the filing of Form I (Pre-
Candidacy Progress).  
 

X. MA Degree Requirements  
 
The orientation of the MA is towards independent and original research in Art History. Students choose 
one of two plans of study, each geared to abet different post-degree aspirations.  
 

• Plan A, a thesis plan requires completion of a formal scholarly thesis paper. It is intended to 
prepare students for an academic career in the field of Art History and for further formal study in 
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a PhD program. It is most appropriate for students who wish to pursue a career in 
college/university teaching, museum curatorial work, et cetera.  

• Plan B, a practicum plan, requires completion of a documented capstone project. It is intended for 
students desirous of art historical training and credentials in order to teach at the high school 
level, or to pursue careers in museum education and outreach, collections management, digital 
humanities, and other professions that intersect with the visual arts in cultural, educational, or 
business settings. 

 
General Requirements: 
 

• 30 credits of coursework. At least 18 of the 30 credits must be in courses numbered above 600 
and must include the following: ART 670: Art Historical Methodology (3 credits), three graduate 
seminars in Art History (total of 9 credits), and 6 credits of ART 700: Thesis Research (for Plan A), 
or 6 credits of ART 701: Plan B Capstone (for Plan B). The remaining 18 credits are electives. 

• Formation of a Thesis Committee (Plan A) or Capstone Committee (Plan B): in consultation with 
the primary academic advisor, the student forms a committee consisting of a minimum of three 
faculty members, at least two of whom must be DAAH Art History graduate faculty.  

• Submission and Defense of a Thesis Proposal (Plan A) that conveys a student’s preliminary 
knowledge of a given area of focus, followed by Submission and Defense of an original and 
polished Thesis; or Submission and Defense of a practicum Capstone Proposal (Plan B) that 
conveys a student’s preliminary knowledge of a given area of focus, followed by Submission and 
Defense of an original and polished Capstone Project. 

The following stipulations apply: 
 

A. The total number of 699 and 700 credits applied toward degree requirements shall not exceed 12. 
 

B. At least 6 elective credits must be earned in courses numbered 600 and above. 
 

C. Up to 6 elective credits may be earned in upper-level (300+) art history courses 
 

D. With the Primary Advisor’s approval, up to 9 credits may be earned in upper-level (300+) non-art 
history courses in such appropriate fields as studio art, exhibition design, gallery management, 
foreign language, history, and other fields contingent on the student’s research interests. 
 

E. Concurrent Graduate Certificates (e.g., Historic Preservation, Museum Studies, etc.) 
 

1. Students considering pursuing a graduate certificate with the MA degree should consult 
with the Art History Graduate Director.  
 

2. DAAH has a reciprocal agreement with certain Graduate Certificate programs (Historic 
Preservation, Museum Studies) that allows certain courses required to complete 
certificates to count as electives towards the DAAH’s MA degree, while ART 670 counts 
as an elective for these Graduate Certificate programs, thus reducing the number of 
credits required to complete both degree and certificate. Courses currently on the list of 
approved MA program electives include AMST 684 Museums and Collections; 
AMST/EDCS 685 Museums and Education; ARCH 628/PLAN 675 Preservation: Theory 
and Practice; ARCH/AMST/ANTH 645 Historic Preservation. For more information on 
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certificate programs that intersect well with the MA in art history, including on how to 
apply, see the following websites:  
Museum Studies: http://manoa.hawaii.edu/amst/certificate-admissions-guidelines/; 
Historic Preservation: https://manoa.hawaii.edu/graduate/historic-preservation/; 
International Cultural Studies: https://manoa.hawaii.edu/internationalculture/ 
 

XI. Research Language Recommendations 
 
While there is no required research language requirement for the MA in Art History, depending on the 
intended area of concentration and the student’s research interests and goals, at least two years of study 
in a relevant language prior to starting the MA program may be a practical requirement for some. To 
encourage further advanced language mastery, students are permitted to apply credits earned in 
appropriate language courses taken at the third year (300 level) and above as part of the maximum 9 
credits of non-art history courses applicable to the degree.  
 
XII. ART 699 - Directed Work 
 
ART 699 courses are “Elective” (only) courses that are intended for advanced individual research projects 
and/or advanced tutorial covering content not available in regular courses. They must be supervised by a 
Graduate Faculty member and must be approved by the Graduate Chair. Interested students must (1) 
obtain approval from the supervising Graduate Faculty member and (2) present a written proposal of the 
specific project, calendar, and means of evaluation to the Graduate Chair. The proposal form is available on 
the DAAH website and in the DAAH main office, and must be submitted at least four weeks before the 
end of the semester prior to the one in which the 699 course is proposed to run. Please note that the 
Graduate Division limits the number of combined credits of 699/700 to 12 credits. This means that 
students can apply towards their degree a maximum of 6 credits of 699 for Plan A, and 9 credits for Plan B 
(for more information, see https://manoa.hawaii.edu/graduate/course-applicability/). 
 
XIII. Residency Requirements 
 
MA students are required to be in residence at the University of Hawai‘i during the semesters in which 
they submit and defend their Plan A Thesis or Plan B Capstone Proposal (typically in the 3rd semester) and 
in the semester when they submit and defend their MA Thesis/Capstone (typically the 4th semester). 
Default expectation is for the student to be physically present at the University of Hawai‘i for their MA 
defense. For a student’s MA defense to happen via remotely via video conferencing, all MA Thesis or 
Capstone committee members and the student must agree beforehand. For more information, see XVIII. 
MA Program Procedures/Gateways, J. MA Thesis/Capstone Project Defense 
 
XIV. Student Progress towards the MA Degree 
 
The MA degree is a 30-credit degree, typically completed in 4 sequential semesters. As some students 
elect to take advanced language classes, or to pursue research requiring extended travel or even residence 
abroad, completion in 6 semesters is also acceptable. Extensions past 6 semesters will be considered for 
approval only in the following appropriate circumstances: 1) Documented medical condition and/or 
family/personal crisis; 2) Extended research opportunity facilitated by competitive grant or fellowship; 3) 
Thesis Chair on sabbatical/leave in final semester. Unapproved extension past the 6-semester guideline 
will be considered as failure to make acceptable progress in the MA program and may be cause for 
dismissal from the program. 
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XV. Academic Leave of Absence 
 
All students must maintain at least part time status unless they are on approved Academic Leave as 
authorized by the Graduate Division. For policies, deadlines, and the Petition for Leave of Absence form, 
see https://manoa.hawaii.edu/graduate/leave-of-absence/. In addition, students must obtain approval for 
a Leave of Absence from the DAAH by submitting a request in writing to the Graduate Chair by these 
deadlines: May 1 for Fall semester leave and December 1 for Spring semester leave. The Graduate Chair 
will make a recommendation to the Graduate Division based on the student’s academic standing and 
reasons for leave. Unless otherwise predetermined, Academic Leave will last for one academic year, after 
which the student is expected to resume progress towards degree completion.  
 
Students who wish to return sooner from an approved Academic Leave should contact the Office of 
Graduate Student Services by these deadlines: April 1 for Fall semesters and October 1 for Spring 
semesters. Leave extensions are not granted. Students who do not return from leave on the specified date 
will be dismissed from the program, and will have to successfully apply for readmission in order to resume 
progress towards their degree. 
 
Students considering applying for Academic Leave should be aware that: 1) leave may disrupt their 
progress through the program (ie. they may have to wait to take required courses or seminars not held 
every semester); 2)_University faculty are not required to advise students on official leave; 3) Students on 
leave do not have access to department or university facilities, offices, or staff services.  
 

XVI. Summary Outline of MA Degree Program  

Students intending to engage in studies leading to the PhD are strongly encouraged to complete course 
work beyond the minimum MA requirements. 
 

Courses/Requirements Credit Comments 
ART 670: Art Historical 
Methodology 

3  

3 Graduate Seminars in  
Art History 

9 In order to achieve breadth as well as depth, students 
are encouraged to enroll in seminars on topics in 
addition to those focused on primary research interests 

6 Electives 12 These courses must be at the 300-level and above.  
A maximum of 9 credits of electives may be taken 
outside of Art History classes.  

PLAN A: ART 700: Thesis 
Research 

6  

PLAN B: ART 701: Plan B 
Capstone 

6  

 Total = 
30 

 

PLAN A: Thesis Proposal   
                MA Thesis   
                MA Thesis Defense   
PLAN B: Capstone Proposal   
                Plan B Capstone   
                Plan B Capstone Defense   
Exit Portfolio   
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XVII. Recommended MA Graduate Program Sequence 

The requirements for the MA degree include both the credit requirements and successful progression 
through a sequence of academic gateways, including the Preliminary Conference, the Thesis/Capstone 
Proposal, and successful completion and defense of a MA Thesis paper or MA Plan B Capstone project. 
Students are required to schedule a formal advising session with their Primary Faculty Advisor every 
semester to determine coursework for the next semester. Students are encouraged to declare to their 
Primary Advisor their intention to follow Plan A or Plan B by the end of their first semester, and required 
to do so by the end of the second; there is no form for this. Students normally defend their 
Thesis/Capstone Proposal at the start of their third semester. In the case of a student who comes in with a 
well-developed thesis or capstone project already in hand, they may petition their primary academic 
advisor to propose their thesis at the end of the second semester, especially if this has ramifications for 
their summer research. The following is the typical and recommended sequence; it may not apply to all 
students.  
 

Advising Coursework Gateway 
First Year Spring Semester 
Program Orientation  
Initial Advising Conference  
Academic advising with  
Primary Faculty Advisor 

[Deficiency course(s) if required] 
(1) Art History graduate seminar 
(2) ART 670 
(3) Elective 

Student choose either 
Plan A Thesis or Plan B 
Capstone Project by the 
end of the first semester 

First Year Spring Semester 
Academic advising with  
Primary Faculty Advisor 
 

[Deficiency course(s) if required] 
(1) Art History graduate seminar 
(2) Elective(s) 

 

Second Year Fall Semester 
Academic advising with  
Primary Faculty Advisor 
 
Approval to Propose 
Thesis/Capstone required before 
proposal can be submitted 

[Deficiency course(s) if required] 
(1) Art History graduate seminar 
(2) ART 670 if not taken previous year 
OR Elective(s) 
(3) If advanced to candidacy: Plan A: 
ART 700; Plan B: ART 701  

Plan A Thesis Proposal or 
Plan B Capstone Project 
Proposal; Forms I & II 

Second Year Spring Semester 
General advising with  
Primary Faculty Advisor 

(1) If advanced to candidacy: Plan A: 
ART 700; Plan B: ART 701  

Plan A Thesis Defense or 
Plan B Capstone Project 
Defense  
Plan A: Form III, Form IV  
Plan B: Form III 
Both Plan A and Plan B: 
Final Portfolio 

 

XVIII. MA Program Procedures/Gateways 

It is the student’s responsibility to keep abreast of all forms and deadlines and to initiate all degree-related 
procedures. All forms required by the Graduate Division can be downloaded at: 
http://manoa.hawaii.edu/graduate/content/forms 

A. Program Orientation 
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The program orientation is intended to familiarize all incoming students with the rules, 
responsibilities, and requirements of the MA Art History Program. It must take place prior to the 
first day of instruction of the first semester of matriculation, at a time agreed upon by the student, 
Art History Graduate Director and Primary Faculty Advisor, all of whom are to attend. 
 
 

B. Assignment of Primary Faculty Advisor 
 
Upon entry to the program, each graduate student is assigned a Primary Faculty Advisor usually 
based on the student’s intended research area. The Primary Advisor must be a tenured or tenure-
track faculty member in the UH Manoa Department of Art and Art History. The Primary Faculty 
Advisor will meet with the student prior to classes to determine coursework for the first semester, 
including language study. The Primary Faculty Advisor, in consultation with the student and the 
Art History Graduate Program Director, will also discuss a preliminary graduate committee. 
Students must hold a General Advising session with their Primary Faculty Advisor every semester 
to determine coursework for the next semester. Students will have a hold on their registration 
until General Advising is completed. 

 
C. Initial Advising Conference 

 
1. Required Form: Preliminary Conference Form (intra-departmental) 

 
2. When: In or prior to the first week of the first semester of matriculation 

 
3. Requirements and Procedure: The student meets with the Art History Graduate Program 

Director. Students are introduced to and may ask questions about the MA program, 
expectations, and procedures. At this time, potential deficiencies and transferrable credits 
are discussed. If applicable, deficiencies are identified together with the additional courses 
required to remedy them in the letter of acceptance to the program. Such coursework 
must be completed (Form I) before being granted Admission to Candidacy (Form II). No 
credit from these deficiency courses will be applied to MA degree requirements; 
deficiency courses must be taken in addition to the 30 credits required for the MA degree. 
Potentially transferrable credits (up to a maximum of 6 credits) are identified at this time. 
These are not formally transferred until after the student’s Thesis Proposal has been 
approved (Form I) and has been admitted to Candidacy for the MA degree (Form II). 
 

D. Approval to Propose Thesis/Capstone Project (intra-departmental) 
 

1. When: At the beginning of the semester in which the Thesis/Capstone Proposal Defense 
will occur (typically at the start of the 3rd semester of the program; students will have 
selected Plan A Thesis or Plan B Capstone by the end of their 1st semester). Because 
several rounds of drafts and revision are typically required, students should expect to 
initiate the approval process with their Primary Advisor early in the semester in which 
they will propose their Thesis/Capstone project.  
 

2. Requirements and Procedure: To be approved to propose a Thesis/Capstone project, 
students must confirm with their Primary Academic Advisor and with the Art History 
Graduate Program director that they are making the required progress through the 
program, and to confirm that they have taken (1) two of the three required graduate 
seminars in Art History (9 credits) and (2) ART 670 either prior to or concurrent with the 
semester in which the Thesis/Capstone Proposal will be submitted.   
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E. Thesis Proposal or Capstone Project Proposal (equivalent to a General or Qualifying Exam) 

 
1. When: The Plan A Thesis Proposal or Plan B Capstone Project Proposal typically takes 

place at the start of the 3rd semester of the Art History MA program. These Proposals 
presentations and ensuing defense must take place during the regular academic year, and 
may not be scheduled during the Summer.  
 

2. Requirements and Procedure: The student consults with the Primary Advisor to compose 
either a Thesis Proposal Committee or a Capstone Project Proposal Committee, each 
composed of three members. The Primary Advisor is expected to be the Chair of the 
Proposal Committee, and at least two of the three members of the committee (including 
the Thesis Proposal Committee Chair) must be UH Manoa Art History Graduate Faculty. If 
the Primary Advisor is unable or unwilling to serve as Chair, or if the student has justifiable 
reasons for wanting another member of the Art History Graduate Faculty to serve as 
committee chair, a petition must be submitted to the Art History Program Graduate 
Director for review and approval or rejection. If the petition directly involves the Art 
History Program Graduate Director (e.g., a conflict of interest when the Director is either 
the potentially outgoing or incoming Chair), the petition is reviewed by the DAAH 
Graduate Chair. 
 

3. Thesis Proposal and Capstone Project Proposal Content: Plan A Thesis Proposals are 
made by students choosing to research and write an academic thesis paper. Plan B 
Capstone Project Proposals are made for other appropriate research initiatives in the field 
of art history that result in a practicum capstone experience, including but not limited to 
curatorial, collections management, documentary, or digital humanities projects. The 
proposal is an initial statement of intention and constitutes the groundwork for the 
further development of the thesis or capstone project. In the proposal, students should 
state the major goals of their research, situate their topic’s significance through 
historiographical and/or literature review, indicate their methodological approach to the 
subject, and provide an anticipated timeline for the completion of the thesis or capstone 
project.  

 
4. The proposal document itself should be approximately 5000 words (around 20 pages) in 

length, plus bibliography. All proposals should begin with a cover sheet indicating the 
proposed thesis or practicum project topic or title, student’s name, date submitted for 
approval, and names of committee members.  

 
5. The main content of the proposal should include: 

a. Introduction: This should act as a statement of focus and intent. What are the major 
goals and objectives of the thesis or capstone project? What are the key questions to 
be addressed? What issues in the current body of knowledge related to the topic will 
the student consider? What is the scope of the topic, including, as appropriate, 
reasons for the inclusion and exclusion of materials? 

 
b. Historiography: Situate the research and the questions it asks within a broad art 

historical scope and provide a literature review of sources related to the proposed 
topic. What scholarly work has already been done that will inform and impact the 
student’s argument? How will it be positioned within that conversation? 
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c. Resources: What are the key resources (art works, books, articles/essays, archival 
sources, interviews, exhibitions, museum collections, site visits, etc.) that will be used? 
Are there anticipated difficulties in accessing or interpreting any of these resources? 

 
d. Methodology: What is the conceptual approach taken? What phases of study and 

specific tasks are involved in this approach? What theoretical perspectives will be 
employed? 

 
e. Timeline: What are the approximate dates for completing the major phases (including 

the public presentation and final delivery to the Graduate Division)? Please keep in 
mind that a minimum of two full weeks must be allowed for secondary readers to 
review any drafts submitted prior to the public presentation. Do not underestimate 
the time necessary for final editing and formatting of the thesis. 

 
f. Bibliography: This should include an annotated section of the 20 most important 

sources for your research, plus additional (unannotated) sources consulted or 
expected to be used. 

 
g. Format: The required format for references and citations is the Chicago Manual of 

Style. 

6. Thesis/Capstone Proposal Presentation: The student shall present their proposal at a 
meeting of their Thesis/Capstone Proposal committee, after the proposal draft has been 
reviewed by the committee members. It is the student's responsibility to schedule a time 
and place for this meeting, in consultation with the committee members. At the meeting 
the student will make a brief illustrated presentation of approximately 15-20 minutes in 
length to emphasize major aspects of the proposal. Approximately 45-60 minutes of 
discussion and critique will follow. The meeting is intended to be a working session at 
which the student may be offered a variety of suggestions. 
 

7. Outcomes: Four outcomes of the Thesis/Capstone Proposal Defense are possible. 
 

a. Approval: A majority of members on the committee agree that the proposal is 
satisfactory as submitted. 
 

b. Approved as Modified: If a majority of members of the committee agree that the 
proposal needs modifications but not to a degree that requires resubmission, and if 
the student agrees to adopt the modifications, the proposal is approved as modified. 
These modifications will be outlined by the Chair of the student's committee on the 
intra-departmental Thesis Proposal Outcome form (see below). 

 
c. Resubmit: If a majority of members on the committee agree that the proposal has 

major problems, it must be revised and resubmitted, and the Proposal Defense 
meeting repeated at a time agreed upon by the student and all committee members, 
typically during the following semester. Resubmissions must take place during the 
academic year and may not take place during the Summer. Only one resubmission per 
student is allowed. 

 
d. Non approval: If the proposal is deemed to have unsurmountable problems, or if 

resubmitted thesis proposal still does not meet approval, students will be dismissed 
from the program. 
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F. Required Form: Thesis/Capstone Proposal Outcome (intra-departmental) 

 
1. When: Upon completion of a Thesis/Capstone Proposal Defense, whatever the outcome. 

 
2. Requirements and Procedure: The Chair of the Thesis/Capstone Proposal Defense Committee 

must submit the Thesis/Capstone Proposal Outcomes form to the Art History Graduate 
Program Director. This form must be signed by each member of the Proposal Committee and 
by the student. If the outcome of the Proposal Defense is “Approval” or “Approved as 
Modified”, this form should be submitted together with Form I (below) to the Art History 
Graduate Program Director, who will then forward Form I to the Graduate Chair for 
approval/signature. If the outcome of the Proposal Defense is “Resubmit”, the student must 
repeat the proposal process (see 7c above). 

 
G. Required Form I: Master’s Plan A – Pre-Candidacy Progress (Graduate Division form) 

 
1. When and Why:  This form is submitted to the Graduate Division to verify that all deficiencies 

are fulfilled, the required courses are currently being or have been taken, the Thesis/Capstone 
Proposal has been defended and approved by the committee, and the Thesis/Capstone 
Proposal Outcomes form has been submitted and approved. Once these steps are completed, 
the student instigates the generation of Form I on Kuali Build: 
<https://hawaii.kualibuild.com/app/builder/#/app/5ebf0f0c5c26fe001afddbee/run>. 
  

2. If applicable: Petition to Transfer Credits: Upon successful completion of the Thesis/Capstone 
Proposal and in conference with the Primary Faculty Advisor and Graduate Chair, a student 
may petition to transfer post baccalaureate credits into the MA (a maximum of 6 credits). The 
student, together with the Primary Faculty Advisor, is responsible for completing “Form I: Pre-
Candidacy Progress,” and then submits it to the Graduate Chair. A petition to transfer credits 
may be attached, and should be signed by both the Faculty Advisor and Graduate Chair. 
Graduate Division makes the final determination on what credits are deemed transferable. 

 
H. Required Form II: Master’s Plan A – Advance to Candidacy (Graduate Division form) 

 
1. When and Why: This form is submitted immediately after the Form I. It is used for approval of 

the research topic and to appoint the Thesis Committee. The Primary Advisor is expected to 
be the Chair of the Thesis Committee, and a majority of the members of the committee 
(including the Chair) must be UH Manoa Art History Graduate Faculty in Art History. The 
composition of the Thesis Committee can, but does not have to, be the same as the Thesis 
Proposal Committee. If the Primary Advisor is unable or unwilling to serve as Chair, or if the 
student has justifiable reasons for wanting another member of the Art History Graduate 
Faculty to serve as committee chair, please see section L below (Changes in Thesis 
Committee). 

 
2. Immediately upon submitting Form I, student instigates the generation of Form II on Kuali 

Build: < https://hawaii.kualibuild.com/app/builder/#/app/5ed340b0032fce001b7ae9eb/run> 
Registration in Thesis 700 credit units is allowed only after this form and all necessary 
attachments have been received and approved by the Graduate Division. 

 
 

I. Plan A Thesis: 
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1. The thesis is a scholarly contribution to knowledge that investigates a specific art historical 
argument, theory, or set of questions. It presents research conducted by the student under 
the supervision and guidance of the thesis Committee Chair. Graduate-level thesis work 
should create new knowledge or understanding, as well as demonstrate the student’s mastery 
in a given area that signals the beginning of the transition from apprentice to peer.  

 
2. The thesis must adhere to all requirements stipulated by the Graduate Division: 

https://manoa.hawaii.edu/graduate/thesis-dissertation/ and by the Style Policy: 
https://manoa.hawaii.edu/graduate/style-policy/. The complete Style & Policy Guide can be 
downloaded here: https://manoa.hawaii.edu/graduate/wp-
content/uploads/tdstylepolicy_e.pdf 

 
3. Thesis submission guidelines can be found here: 

https://manoa.hawaii.edu/graduate/proquest-etd-submission-publication/ 
The final thesis submission becomes a permanent and official addition to the body of 
scholarship undertaken at UHM. All theses are permanently archived in the University of 
Hawai‘i’s Hamilton Library: http://scholarspace.manoa.hawaii.edu/handle/10125/20024.  

 
4. Students are responsible for understanding and meeting the university's deadlines regarding 

thesis submission. In the rare case that the Thesis is not completed by the end of the 4th 
semester of matriculation, the student is responsible for taking 1 credit of ART 700 (Thesis) 
during a later semester in which s/he intends to graduate. This is necessary in order to 
formally file the Thesis with the Office of Graduate Education. Please note: It is entirely up to 
the discretion of the Thesis Committee Chair whether a student may be permitted to submit 
the final draft of the Thesis to the Office of Graduate Education during the Summer. 

 
J. Plan B Capstone and ART 701 

 
1. The Capstone is a research project into aspects of art in historical or contemporary contexts, 

the results of which are presented in a non-thesis format. Capstone projects are designed by 
the student in consultation with their Primary Advisor, and depending on the student’s 
research interests, may take a variety of forms. Possible types of projects include curatorial or 
connoisseurial, educational, archival/cataloging, digital humanities, documentary film, oral 
history, and others. Formats can be virtual/online, physical/on-site, or hybrid. Research for the 
Capstone may be undertaken as part of an internship in approved non-profit arts, educational 
or professional organizations. The capstone must be comprised of research activities 
undertaken after the student’s admission to the program. 
 

2. Plan B students are required to take ART 701 for 6 credits after they have passed the 
Capstone Proposal. If Plan B students have enrolled in ART 699 Directed Work credits, be 
advised that ART 699 credits cannot be converted to earn credits for ART 701.  
 

3. The DAAH does not supply resources (physical or virtual, including data storage) for the 
completion of the Capstone. Students who are interested in curatorial projects utilizing the 
DAAH galleries should consult with the Gallery Director as soon as possible, since exhibitions 
in the galleries are often scheduled years in advance.  
 

4. Prior to the Capstone Defense, the student must submit a Capstone Project Report comprised 
of the following sections: Introduction, Project Development and Execution, Research Results 
and Documentation, and Bibliography. For “Introduction” students describe the project’s 
central goals, conceptual framework, research questions, and intended outcomes. For “Project 
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Development and Execution” students explain the processes through which the project was 
conceived, researched, developed, and realized. This section should discuss initial expectations 
and objectives, methods and materials employed, significant stages of development, 
challenges encountered during the project, and the ways those challenges were addressed or 
resolved. For “Research Results and Documentation” students describe the completed project 
in its final form, including photographic, audiovisual, digital, or other appropriate visual 
documentation of the Capstone results. If the Capstone is partially or entirely virtual, the 
report should include the web addresses (URLs) through which the project may be accessed or 
experienced. “Bibliography” should include all sources consulted and cited during the 
development and execution of the Capstone project.  
 

5. Students are responsible for understanding and meeting the university's deadlines regarding 
completion of the Plan B degree. In order to allow a reasonable amount of time for the 
revision process, it is recommended that the student schedule their Capstone Defense at least 
four weeks in advance of the Graduate Division’s deadline for final submission of Form III. 
 

6. Students are responsible for understanding and meeting the university's deadlines regarding 
completion of the Plan B degree. In order to allow a reasonable amount of time for the 
revision process, it is recommended that the student schedule their Capstone Defense at least 
four weeks in advance of the Graduate Division’s deadline for final submission of Form III.  

 
K. MA Thesis/Capstone Defense: 

  
1. The Thesis/Capstone Defense is an oral examination (open to the public), during which the 

student demonstrates to their Thesis/Capstone Committee satisfactory command of all 
aspects of the research presented. The Defense may not be scheduled during the Summer. 
 

2. The Defense is typically 1.5 hours in length. It begins with an oral presentation by the student 
(typically about 20 minutes in length), in which they provide an overview of the thesis 
arguments, methodology, evidence utilized, conclusions, and prospects for further inquiry. The 
presentation must be accompanied by images. The Committee then poses questions to the 
student to assess the student’s mastery over the area of her/his thesis. Time permitting, the 
Committee Chair may invite the public attending to ask questions and comment at the end of 
the defense.  
 

3. The results of the Defense are determined by the majority of the Committee. Four outcomes 
of the Thesis/Capstone Defense are possible. 
 

a. Approval: A majority of members on the committee agree that the Thesis/Capstone is 
satisfactory as submitted. 
 

b. Approved as Modified: If a majority of members of the committee agree that the 
Thesis/Capstone needs modifications but not to a degree that requires resubmission, 
and if the student agrees to adopt the modifications, the proposal is approved as 
modified. These modifications will be outlined by the Chair of the student's 
Thesis/Capstone committee. Form III: Thesis Examination Evaluation is not instigated 
in Kuali Build by the student until the majority of committee members are satisfied 
that the student has successfully modifies the thesis to the committee’s satisfaction. 
 

c. Resubmit: If a majority of members on the committee agree that the Thesis/Capstone 
has major problems, it must be revised and resubmitted, and the Thesis/Capstone 
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Defense meeting repeated at a time agreed upon by the student and all committee 
members, typically during the following semester. Resubmissions must take place 
during the academic year and may not take place during the Summer. Only one 
resubmission per student is allowed. 
 

d. Non approval: If a Thesis/Capstone is deemed to have unsurmountable problems or if 
a resubmitted Thesis/Capstone still does not meet approval, students will be 
dismissed from the program. 

 
L. Required Form III: Master’s Plan A and Plan B – Thesis Evaluation (Graduate Division form) 

 
When and Why: This form reports the Thesis or Capstone Committee’s approval or disapproval of 
the student’s Thesis or Capstone and the student’s ability to defend of the same. It requires the 
signature of all Committee members. The student will instigate the creation of Form III on Kuali 
Build <https://hawaii.kualibuild.com/app/builder/#/app/5ebf110c5c26fe001afddd02/run > 
immediately after the Thesis or Capstone Defense and no later than 3 weeks prior to the Graduate 
Division’s due date (consult the UH Manoa Academic Calendar). 

 
M. Required Form IV: Master’s Plan A – Thesis Submission (Graduate Division form) 

 
When and Why: This form is completed when the Thesis manuscript has been approved in its 
entirety by the Thesis Chair and a majority of the Thesis Committee (signatures required). The 
student instigates the creation of Form IV on Kuali Build 
<https://hawaii.kualibuild.com/app/builder/#/app/5ed6a66a182c12001acd2d77/run> and 
submits the final digital copy of the thesis manuscript by the due date in the UH Manoa Academic 
Calendar. Since the Capstone Report is not submitted to Graduate Division, Form IV (Thesis 
Submission) is not required for Plan B students. 
 

N. Changes in Thesis/Capstone Committees (if applicable) 
 
Students who are considering changes in their Thesis or Capstone Committees after they have 
been formed are encouraged to discuss the rationale for requesting a change with all members of 
that committee, and with the Art History Graduate Program Director. Requests for changes to the 
Committee (including changes involving the Committee Chair) must be submitted in writing by the 
student to the DAAH Graduate Chair. The Graduate Chair shall inform the faculty member/s 
involved that a request has been made and provide an opportunity for the student to present their 
rationale, and for the faculty member/s involved to respond, to the DAAH Graduate Committee, 
which shall approve or deny the request. If approved, a Petition to Revise Thesis Committee form 
must be submitted to the Graduate Division: <https://manoa.hawaii.edu/graduate/wp-
content/uploads/revise_committee_masters.pdf> 
 

O. Application for Graduation Form: Master’s Plan A and Plan B 
 
The student must instigate the creation and completion of the Application for Graduation on 
Kuali Build <https://hawaii.kualibuild.com/app/65849f4632976c013bc8b163/run> no later 
than two weeks after instruction begins during the semester of graduation and no later than 
June 1st in order to graduate during Summer Session. Students are responsible for 
completing and submitting this form on time.  
 

P. Required exit portfolio 
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All graduating MA students must register for ART 409, a zero-credit exit portfolio course, in their 
final semester. Students must submit the portfolio to the Associate Chair of the department in 
order to receive credit for ART 409, which is required for graduation. Students should consult the 
Associate Chair about how to submit the file. The portfolio should contain the following 
documents in PDF form: 
 

1. Full academic CV 
2. Plan A: a digital copy of the final MA Thesis as filed with the Graduate Division 

(including all images) 
3. Plan B: a digital copy of the final MA Capstone Report (including all images) 
4. If relevant, evidence of museum or exhibition work (brochures, label texts, exhibition 

announcements, etc.) 
 

XIX. Academic Advising 

Advising is mandatory each semester. Each graduate student must make an appointment with his/her 
Faculty Advisor to review the planned course of study (April for Fall semester and October for Spring 
semester). There is a significant amount of freedom in selecting courses that support individualized 
academic interests, especially in the “Elective” category. It is the graduate student’s responsibility to 
research the courses they want to enroll in and to gain the necessary prerequisites.  
 
Graduate students have access to their files and should check it regularly to insure they are accurate and 
up-to-date. Graduate students are expected to be familiar with the content of their files. Questions or 
problems in regard to course requirements for the MA should be discussed first with the student's Primary 
Faculty Advisor or the Art History Graduate Program Director, then with the Graduate Chair, and finally, if 
necessary, the Chair of DAAH may be consulted. Further assistance or information can be obtained from 
the Graduate Division. 
 
XX. Student Conduct and Conflict Resolution 
 
The University has established both a Student Conduct Code for determining violations of academic 
conduct by students and an Academic Grievance Procedure for adjudicating alleged violations of 
recognized graduate student rights and responsibilities. The first venue to resolve such conflicts informally 
or formally rests within the academic unit. Because the Faculty Advisor/graduate student relationship is 
deemed so important, special attention should be given to the resolution of conflicts between a graduate 
student and her/his Faculty Advisor. The website for the UH Manoa Student Conduct Code is 
http://www.studentaffairs.manoa.hawaii.edu/policies/conduct_code/.  
The website for Graduate Student Academic Grievance Procedures is 
https://manoa.hawaii.edu/graduate/formal-grievance/. 
 
XXI. Academic Honesty 
 
Acts of dishonesty, include, but are not limited, to the following: 

A. Cheating, plagiarism, or other forms of academic dishonesty. 
Cheating is an act of academic dishonesty and includes, but is not limited to: (1) use of any 
unauthorized assistance in taking quizzes, tests, or examinations; (2) use of sources beyond those 
authorized by the instructor in writing papers, preparing reports, solving problems, or carrying out 
other assignments; (3) the acquisition, without permission, of tests or other academic material 
belonging to a member of the UH faculty, staff or student body; and (4) engaging in any behavior 
specifically prohibited by a faculty member in the course syllabus or class discussion. Plagiarism is 
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also an act of academic dishonesty and includes, but is not limited to, the use, by paraphrase or 
direct quotation, of the published or unpublished work of another person without full and clear 
acknowledgement. It also includes the unacknowledged use of materials prepared by another 
person or agency engaged in the selling of term papers or other academic materials. 

B. Furnishing false information to any UH official, faculty member, or office. 
C. Forgery, alteration, or misuse of any UH document, record, or form of identification. 

 
XXII. Graduate Arts Council 
 
The Graduate Arts Council (GAC) is the department recognized voting body of DAAH graduate students 
governed as a University Recognized Organization (URO) to decide graduate student matters within the 
department. One elected Graduate Art Council (GAC) officer will represent the DAAH graduate students 
on the Graduate Committee and faculty meetings. The GAC representative is a full voting member of the 
Graduate Committee (on general policy recommendations but not individual student petitions) and an 
attendee of faculty meetings. In all cases the GAC member will act as a contributing member and active 
liaison with the GAC and is to report back to graduate students on important developments. GAC officers 
are elected in April of Spring Semester for the upcoming academic year by the ART graduate students. The 
new officers are responsible for assuming control of the GAC in all matters prior to the completion of fall 
semester. The GAC also has representation on the Graduate Student Organization (GSO) which is the 
campus wide organization that represents all graduate programs and students. 
 
XXIII. Art and Art History Department Graduate Chair Job Description 

The Chair of the Graduate Program in DAAH is appointed by the Dean of the Graduate Division upon the 
recommendation of the Department Chair. It is the responsibility of the Graduate Chair to administer the 
Graduate Program and to keep the DAAH Graduate Faculty and the graduate students informed about 
matters of concern. The Chair serves as the liaison between the DAAH graduate students, the DAAH 
Graduate Faculty, and the Graduate Division in matters of policy, program effectiveness and general 
student affairs. Most correspondence to the Graduate Division is countersigned by the Graduate Chair. 
 
Specific responsibilities defined by the Graduate Division include: 
 

A.  Updating and maintaining list of graduate program graduate faculty 
B. Responding to routine requests for program information and applications 
C. Working with DAAH office staff to maintain files for each graduate student 
D. Scheduling program orientation, preliminary advising, and other advising conferences with 

students as needed 
E. Serving as liaison between the department, the Graduate Division, UHM, and any other such 

agencies with which the graduate program comes in contact 
F. Serving on the Graduate Assembly 
G. Scheduling and conducting graduate faculty meetings 
H. Publicizing the availability of achievement scholarships and nominating students for such awards 
I. Administering the admission of applicants to the program 
J. Reviewing and signing all official forms and memos required by the Graduate Division, and 

certifying final degree checks. 
 
Specific responsibilities defined within the DAAH include: 
 

A. Review the files of new applicants prior to screening by Area Chairs 
B. Recommend changes in the curriculum and/or changes in degree requirements 
C. Schedule Preliminary Conferences, Graduate Examinations (GEs) and Mid-Semester Reviews 
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D. Chair the Graduate Committee 
E. Make graduate studio assignments in consultation with the Facilities Manager and Department 

Chair 
 

XXIV. Art History Graduate Director Role Description 

The Art History Graduate Director is a volunteer position circulated amongst the graduate Art History 
faculty. The Art History Graduate Director assists the Graduate Chair in administering the Art History MA 
Graduate Program and serves as to advise the Art History graduate faculty and graduate students on the 
rules and regulations pertaining to the Art History MA Graduate Program. In this sense, the Art History 
Graduate Director serves as the graduate art history area chair, and signatory responsibilities are restricted 
to forms needed by MA graduate students that require an Area Chair signature. All Graduate Division 
forms must be signed by the Graduate Chair. 
 
The Art History Graduate Director has no specific responsibilities defined by the Graduate Division  
 
Specific responsibilities within the DAAH include: 

A. Responding to routine requests for MA program information and applications 
B. Maintaining student progress files for art history graduate students 
C. Scheduling MA program orientation and preliminary advising for incoming art history graduate 

students 
D. Advising Art History graduate faculty and graduate students on MA graduate program rules and 

regulations 
E. Reviewing applications of MA program applicants prior to screening by art history graduate faculty 
F. Scheduling and running annual art history graduate faculty meetings for the review of MA 

program applications and recommendations for GA positions, and reporting these results to the 
Department Chair and Area Chair  

G. Publicizing the availability of achievement scholarships and nominating MA graduate students for 
such awards 

K. Administering the admission of MA graduate applicants to the program 
L. Reviewing and signing all official forms and memos related to the MA graduate program or MA 

graduate student progress that require an Area Chair signature. 
 

XXV.  Student Office Usage Policies 
 
A. PURPOSE 

 
To implement policies on the use of Department-maintained Facilities and to establish practices 
and procedures for the use of graduate office spaces for Master of Art (MA) graduate students. 

 
B. OBJECTIVE 

 
To regulate tenancy of graduate offices in Department of Art and Art History Facilities at the 
University of Hawai‘i at Mānoa to ensure compliance with all Department and University Policies 
and Procedures. 

 
C. APPLICABILITY / RESPONSIBILITY 

 
The established practices and procedures shall apply to all MA students in the Department of Art 
and Art History. 
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D. DEFINITIONS 
 

1. “BUILDING” means Art Building. 
 

2. “DEPARTMENT” and “DAAH” means Department of Art and Art History. 
 

3. “FACILITIES” means all rooms and grounds under the care of the Department of Art and 
Art History. 

 
4. “UNIVERSITY” and “CAMPUS” mean the University of Hawai‘i at Mānoa. 

 
E. USER CATEGORY  

 
Classified graduate students actively enrolled in the Department of Art and Art History and in 
good standing in the MA degree program should have access to shared office space, located in 
Rooms 215 and 220. Room 215 is a shared study and meeting space. Room 220 should be used to 
meet with undergraduate students, store teaching materials and perform tasks related to the 
graduate assistantship. Offices are assigned by the Department Chair and/or Department 
Facilities Manager in consultation with the Graduate Chair, Art History Graduate Director, Art 
History Chair and/or the student’s advisor. 

 
F. RULES, REGULATIONS AND RESPONSIBILITIES 

 
Nothing in this policy shall be interpreted to limit the authority of the University or Department to 
restrict the use of the facility, the period of use, or the type of use in the facility.  The omission of 
any rules, practices or procedures from this document does not mean they do not apply.  Rules, 
practices and procedures in the University Catalog, Student Handbook, University Administrative 
Policies and all other official publications and documents shall apply whenever pertinent. 

 
The Department Chair, under the recommendation from the Art History Chair, Graduate Chair, Art 
History Graduate Director, Facilities Manager and/or the student’s advisor, may grant exceptions 
to established procedures and practices when the good of the University and Department would 
be served by exception. 
 

1. The University and Department are not responsible for the loss, damage or theft of items 
left in or around studios, offices, or classrooms.  It is understood that UH and Department 
representatives, such as the Building Facilities Manager, Area Chair, Dean and/or an 
official from the Facilities Management Office may at any time enter offices.  In the event 
that unsafe conditions are found to exist, use of the office shall immediately cease and not 
be resumed until the condition is remedied.   
 

2. All MA students will have access to one (1) key for Room 215, and Graduate Assistants 
will have access to one (1) key for Room 220 while serving in that role. Keys are issued by 
the Department Facilities Manager.  Other keys needed for completion of research or 
teaching may also be issued.  A fine of will be assessed for the replacement of each lost 
key as well as a charge for the cost of re-keying each door.  All keys must be returned 
directly to the Department of Art and Art History at the termination of their GA position, 
or on completion of the MA degree.  Failure to do so will result in a freeze on all 
University records and possible fines.  Keys are not to be passed on to anyone and must 
be returned directly to the Department upon termination. 
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3. Offices shall be used for educational purposes.  No student shall use offices for living 
quarters or for any purpose other than academic activities associated with the graduate 
program.  Consumption of alcohol and use of recreational and/or illegal drugs is not 
permitted in offices. 

4. The sink, and appliances in Room 215 are communal property, and their use is a privilege. 
They should be used and upkept responsibly, including keeping the area and appliances 
clean. Individuals who store items in the refrigerator or in the cabinets run the risk of 
having these items used, removed or disposed of by others. Individuals who abuse the 
privilege may have their use privileges revoked. The DAAH is not responsible for replacing 
or repairing any appliances, or for any lost or missing items. 
 

5. Hawaiʻi state law (HRS §304A-122) prohibits the use of tobacco products on all 10 UH 
campuses and university-owned facilities. The DAAH encourages all faculty, staff and 
students to refrain from using tobacco products while in or around the Art Building. 
Tobacco products include, but are not limited to, cigarettes, cigars, pipes, smoking 
tobacco, electronic cigarettes, vapes and chewing tobacco. 
 

6. Students shall be responsible for the conduct of their guests. 
 

7. Offices will be maintained in a clean and orderly condition, consistent with its proper use.  
At the conclusion of the term of use of an office, it shall be left clean and in good 
condition.  

 
8. Abuse of office use policies may result in immediate termination of occupancy. 

 
G. VIOLATIONS 

 
The violation of any University or Department rules and policies, any of the practices and 
procedures contained herein, or the terms of any executed agreement shall be grounds to 
terminate or deny the right of a graduate student to retain an studio on the Department premises.  
In the event that a violation occurs, every effort shall be made to settle the question in 
consultation with the graduate student before any action is taken. 

 
H. TERMINATION OF OFFICE ASSIGNMENT 

 
1. Students must vacate their offices and return all keys by May 31. 

 
2. If the date falls on a weekend or holiday, the student must vacate the space on the next 

business day.  You must schedule a date and time with the Facilities Manager when you 
are ready to return all keys.   

 
I. IMPORTANT NUMBERS 

 
Department of Art & Art History Office 
Department Chair    956-8251 

 
Art Building Facilities Manager   956-5270 

 
Security  (Business Hours) 956-9858 
 (After Hours) 956-8211 

 (Emergencies) 956-6911 
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