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FORWARD: HOW TO USE THIS HANDBOOK?

This document is intended to supplement the existing CoT M.S. Graduate Student
Handbook and the CoT Ph.D. Graduate Student Handbook (available at: http://www.
tech.purdue.edu/Graduate/). In an effort to minimize redundancy, this handbook will refer
to the student handbooks. Graduate faculty in the CoT should familiarize themselves with
these documents, as they detail the requirements, policies and procedures for graduate
students. Also helpful is the Graduate’s Schools handbook, Policies & Procedures for
Administering Graduate Student Programs, available at: http://www.gradschool.
purdue.edu/downloads/Graduate_School_Policies_and_Procedures_Manual.pdf.

College Contact Information

James L. Mohler
Associate Dean for Academic Affairs and CoT Thesis Format Advisor
Email: jImohler@purdue.edu
Phone: 765.496.6071

Debbie Hulsey
CoT Graduate Program Coordinator
Email: dhulsey@purdue.edu
Phone: 765.494.46875

Departmental Graduate Contacts

Aviation Technology Richard Fanjoy rofanjoy@purdue.edu
Building Construction Technology Mark Shaurette mshauret@purdue.edu
Computer and Information Technology Jeffrey Whitten jwhitten@purdue.edu
Computer Graphics Technology Mihaela Vorvoreanu mihaela@purdue.edu

Electrical and Computer Engineering  Duane D. Dunlap ddunlap@purdue.edu
Technology & Mechanical Engineering Technology

ProSTAR Mitch Springer mlspring@purdue.edu

Technology, Leadership and Innovation Kathy Newton kanewton@purdue.edu
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SECTION 1.0. ADMINISTRATION OF GRADUATE PROGRAMS IN THE COT

Section 1.0 details the structure of CoT Graduate Studies programs and the
various decision making bodies that affect them. It also covers policies and procedures
relative to graduate faculty status and graduate courses in the CoT, record keeping, and
program review.

1.1. History & Program Structure

Graduate programs at Purdue University typically reside in departments across the
university, as opposed to colleges or schools. While the creation of new schools or
colleges at Purdue does not happen often, when a new college or school is created
graduate programs typically begin at the college or school level. As these programs grow,
departments within that college or school are able to obtain their own degrees through an
official process (see Section I of Policies & Procedures for Administering Graduate
Student Programs). Such is the transition that the College of Technology (CoT) has
undertaken since the mid-1990s when it began to focus much effort on graduate
education and expanding its graduate offerings.

The CoT graduate program began as a joint venture between the Industrial
Technology department and the College of Education from nearly the beginning of the
CoT in 1964. By the late 1990s, the CoT M.S., which had become independent of the
College of Education, required students to take a set of core courses and then allowed
students to gain specialized knowledge by populating related areas of study with courses
from the departments within the college. The CoT saw steady growth of its college-
program, to the extent that departmental programs were possible.

As of the writing of this handbook the CoT continues to offer a college-based
M.S. program, however several departments now have (or are pursuing) their own M.S.
degrees. Similarly, the CoT has a college-based Ph.D. It is envisioned that the transition
from college to department will also occur with the Ph.D. program as a critical mass of
students focus their doctoral studies within different segments of the CoT’s specialties
and as the CoT’s research profile grows. The CoT also offers non-thesis M.S. programs
through its ProStar organization, sometimes referenced as the Weekend Masters Program.
Several programs also offer combined degree programs a as well (i.e., 3+2 M.S./B.S.
programs).

NOTE: For more information on specific CoT degree programs, refer to
the CoT M.S. Graduate Student Handbook and the CoT Ph.D. Graduate
Student Handbook (available at: http://www.tech.purdue.edu/Graduate/).
Check with departments that have their own degrees for department
specific handbooks also.
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1.2. Program Governance

Governance of graduate programs in the CoT occurs at three levels. The
following sections describe the committees that are involved with decisions relative to
graduate studies, beginning with the University Graduate Council.

1.2.1. University Graduate Council

The University Graduate Council is comprised of 25 appointed voting members
from programs across the university that represent the faculty relative to academic polices
for postbaccalaureate study and degree programs. The CoT representative at the
University Graduate Council is appointed by the Associate Dean for Academic Affairs in
the CoT.

NOTE: For more information on the Graduate Council, see Section 1.B of
the Policies & Procedures for Administering Graduate Student Programs
handbook. Additional information is available at the Graduate Council’s
web site: http://www.gradschool.purdue.edu/faculty/administration/.

1.2.2. CoT Graduate Studies Committee

The CoT Graduate Studies Committee is comprised of a representative from each
of the college’s departments, as well as representatives from ProStar (professional
education/weekend masters program). Typically the individuals who serve on the CoT
Graduate Studies Committee are the chairs of the individual departmental graduate
committees. Assignment to the CoT Graduate Studies Committee is typically by
appointment at the departmental level and approval by the Associate Dean for Academic
Affairs in the CoT.

Within the CoT, the Graduate Studies Committee serves as both an advisory and
approval body for various aspects of the graduate program. For the college-based M.S.
and Ph.D., the CoT Graduate Studies Committee functions as an approval body. Relative
to departmentally-based M.S. programs, the CoT Graduate Studies Committee functions
in an advisory/review capacity.

1.2.3. Departmental Graduate Studies Committees

Typically each department has its own Graduate Studies Committee that is
responsible for policies and procedures affecting its program (assuming the department
has its own M.S. degree program), policies and procedures affecting areas of
specializations (if they exist), as well as their participation in college-based M.S. and
Ph.D. programs. In most departments, it is this committee (or a subset of it) that also
reviews candidate applications for admission to the CoT programs and/or departmentally
based programs. Appointment to the Departmental Graduate Studies Committee (and its
chair) typically occurs in the spring each year and is by appointment of the respective
CoT department head.

1.3. College and Departmental Courses

Graduate courses within the CoT can occur at the college level (with the prefix
TECH) or at the department level (with the departmental prefix, such as AT, CNIT, etc.).
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Typically both types of courses can be used in a student’s graduate plan of study, unless
otherwise prohibited within a particular program’s policies or guidelines.

1.3.1. Course Approval

Often graduate faculty will propose new courses with either the TECH prefix or
their departmental prefix, depending on whether the course is applicable to the entire
college or an individual department. Typically new courses are offered one or two
semesters using a temporary or “experimental course number” before an official course
number is requested via the University Graduate Council. The proposal of a temporary or
experimental course requires approval and vetting at the department and college level.
The proposal of a new course— with an official permanent course number- requires
vetting and approval at the department, college and the university level.

When a graduate faculty member desires to propose a new course, they typically
begin by vetting it within their departmental Graduate Studies Committee. The Graduate
Form 40G details the specifics of the course and is used to propose the course (see
Appendix A for an example). The Form 40G is available at: http://www.gradschool.
purdue.edu/gpo/. Faculty desiring to propose a course should request prior examples of
course proposals from their departmental chair or graduate committee chair.

NOTE: Even if a faculty is proposing a new experimental course without
a permanent course number, the FORM 40G is completed and used to
propose the course to the departmental and college graduate studies
committees.

Once a course is approved at the departmental level, it is forwarded to the College
Graduate Committee. If the course is a TECH course, the College Graduate Committee
must approve the course. If the course is a departmental course, the College Graduate
Committee provides advice relative to the proposal. Such advice can be useful for the
eventual proposal of the course at the University Graduate Council.

If the proposed course is a temporary or experimental course, it may be scheduled
and offered following the vetting and/or approval process at the college level. If the
course is a new permanent course, the proposal must then be sent to the University
Graduate Council for approval before the course may be offered.

NOTE: When offering a temporary or experimental course, the course
may only be offered three (3) consecutive times in that status. The fourth
offering of the course must have a permanent course number. As such,
typically during the second semester of offering an experimental course,
the faculty member will begin the process of seeking approval for a
permanent course number via department and college graduate
committees and then, finally, the University Graduate Council.
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1.3.2. Offering Courses

Once a course can officially be offered, the course should be made available and
the course load should be computed as part of the faculty member’s load. If the course is
a TECH course, the CoT Graduate Studies Office officially schedules the course for the
faculty member. If the course is a departmental course, the faculty member’s schedule
deputy manages the process of scheduling the course. In determining when to offer the
course, faculty should not only consider their own personal scheduling concerns, but also
what other courses (particularly required courses) may be scheduled at the same time.

1.3.3. Special Course Numbers

Within both the CoT and its departments, there are certain course numbers that
are used for experimental, independent study, and research courses. The following three
sections acknowledge the specific numbers that are typically used for these courses.

1.3.3.1. Experimental Courses

At the college level, TECH 581 is typically used for experimental/temporary
courses. As such, there are a number of TECH 581 courses that may be offered in any
given semester, each with a different title. TECH 581 is the mechanism faculty use for
developing and testing new courses. For experimental doctoral courses, TECH 621 is
typically used.

1.3.3.2. Independent Study Courses

Often students may wish to work with specific faculty on particular research or
study topics for which no course exists, or for which very few students would have an
interest in taking a course on the subject matter. In such cases students typically take
independent study courses with specific faculty. Typically the 590 course number is
available in each department for use for M.S. students (such as BCM 590 or CGT 590).
For doctoral students, TECH 690 should be used (in some cases a departmental
equivalent of TECH 690 exists).

For a student and faculty to be able to engage in an independent study course,
there is a specific proposal format and process. Students should be referred to the CoT
M.S. Graduate Student Handbook and the CoT Ph.D. Graduate Student Handbook
(available at: https://tech.purdue.edu/degrees/phd-technology/resources/forms-and-
documents) for information about the proposal process. Appendix B shows an example of
the Graduate Independent Study Authorization Form. Faculty should be aware of the
following concerning independent study courses:

e For students to engage in an independent study course, they must have a plan of
study on file.

e Students and faculty must submit the proposal for the independent study prior to
the student enrolling in the course.

e Faculty must have graduate faculty status to offer a graduate independent study
courses.
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e TECH 690 (or equivalent) may only be offered by faculty with an earned
doctorate.

1.3.3.3. Research Credit Courses

Many of the M.S. programs, as well as the Ph.D. program, require students to
have a certain number of research credits. The number of credits depends upon which
program they are enrolled. TECH 598 is used for M.S. students desiring to do a directed
project (non-thesis M.S.). TECH 698 is used for M.S. students desiring to complete a
thesis, and TECH 699 is used for doctoral dissertation research. Typically departments
having their own M.S. degree programs also have the 598 or 698 course prefixed with
their department code.

1.4. Record Keeping

For the CoT M.S., the CoT Graduate Studies Office is responsible for various
records related to graduate study. These include:

e Coordination of graduate applicant review and admission documents

e Assembly of the applicant’s application file

Acceptance letters and other documents related to student notification of
acceptance

Records and reports related to the progress of students within CoT programs
Maintenance of each student’s master file

Examination schedule requests

Examination and progress evaluations provided by graduate faculty

Interface with Purdue University’s Graduate School on final graduation check
requirements

Where CoT departments have their own degrees, a designee within the
department will maintain such records related to the degree and its students.

1.5. Program Review

The CoT Graduate Studies Office will on an ongoing basis engage in review of
the graduate program. The mechanisms for this will include CoT Graduate Committee
improvement recommendations based upon review of various sources of data, solicitation
of feedback from students via exit interviews, solicitation of feedback from graduate
faculty in the CoT, student advisory committee reviews, and conducting follow-up
studies with former students.

NOTE: The CoT has a Graduate Student Advisory Council that provides
valuable feedback concerning the graduate program. Departments that
have their own M.S. degrees also have similar advisory groups. Students
interested in the improvement of graduate studies within the CoT should
be directed to get involved with these groups.
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1.6. Graduate Faculty Status

To participate in graduate committees or offer graduate courses requires that the
faculty member be appointed as a graduate faculty member. The following sections
outline the expectations of graduate faculty and the process for becoming a member of
the graduate faculty at Purdue University.

1.6.1. Appointment to Graduate Faculty

“Regular” members of the Graduate Faculty are tenure-track faculty members at
Purdue University who have been nominated by their department head and the CoT
Associate Dean for Graduate Studies for appointment to the Graduate Faculty.
Nominations typically include a memo from the department head and a current vita of the
nominee. The Dean of the Graduate School, acting on behalf of the Graduate Council,
grants graduate faculty status to Purdue faculty members. New faculty members may be
nominated for appointment to the Graduate Faculty after their date of employment and
after they arrive on campus. New faculty must also attend the New Faculty Mentoring
Workshop hosted by the Graduate School each semester (see http://www.gradschool.
purdue.edu/ for more information about the workshop). Appointment as a “regular”
member permits the individual to serve as chair or member of a graduate committee and
to teach graduate courses.

NOTE: Only faculty holding an earned doctorate may chair or serve on
Ph.D. graduate committees. As well, teaching certain courses requires
that the faculty hold an earned doctorate. Similarly, chair or co-chair a
thesis master’s committee requires that one hold an earned thesis-based
master’s degree.

A “special appointment” to the graduate faculty may be requested for an
individual who does not meet the conditions required for “regular” appointment, yet who
can contribute special expertise to the work of graduate students. Such a person may
serve as a member or as a co-chair, but not as chair for graduate committees and he or she
may teach graduate courses.

NOTE: Additional information pertaining to graduate faculty
appointment is available in Section I.E of the Policies & Procedures for
Administering Graduate Student Programs handbook.

1.6.2. Requesting Graduate Faculty Status

Nominations for graduate faculty status at the West Lafayette campus are initiated
electronically by the faculty member’s department head. Nominations are forwarded to
the CoT Associate Dean for Academic Affairs for endorsement via electronic signature.
After which the nomination is forwarded electronically to the Dean of the Graduate
School for review. Upon approval, the Graduate School assigns a graduate faculty
identifier (e.g., C0001) to the appointee for use on Graduate School documents.
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1.6.3. Graduate Faculty Identifier

Graduate faculty identifiers are used on documents and within electronic systems
to represent the faculty. Faculty should make a note of their identifier as it is used within
the Electronic Plan of Study (EPOS) generator and is frequently needed for
documentation associated with oral examinations.

NOTE: For information on the Electronic Plan of Study (EPOS)
generator and the general process of POS approval, see the CoT M.S.
Graduate Student Handbook and the CoT Ph.D. Graduate Student
Handbook (available at: http://www.tech.purdue.edu/Graduate/).
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SECTION 2.0. ADMISSIONS

The following sections detail the CoT application requirements and review
procedures.

2.1. CoT Application Requirements

Applicants to any of the College of Technology’s graduate programs are required
to submit an electronic application with a resume (online via the Graduate School), three
letters of recommendation, a goal statement indicating their career goals and purpose for
pursuing graduate studies, official original transcripts of all college coursework, and
results of the GRE examination. International applicants must also submit TOEFL scores
and documentation of financial support. Ph.D. applicants must also provide information
concerning the earned M.S. degree and their letters of recommendation must be from
faculty who have an earned doctorate.

NOTE: More detailed information on admissions requirements are
available in the CoT M.S. Graduate Student Handbook and the CoT Ph.D.
Graduate Student Handbook (available at: http://www.tech.purdue.edu/
Graduate/).

2.2. CoT Applicant Review Procedure

The general procedure for the review of graduate applications includes the
following:

e Applicants complete Purdue University’s online electronic application and submit
the Graduate School’s application fee.

e Applicants submit all other application materials to the CoT’s Graduate Studies
Office (or department graduate office in the case of departmentally-based M.S.
degrees).

e The CoT Graduate Studies Office assembles complete application package for
internal review.

e The completed application package is routed to the relevant department in the
CoT for review.

e For Ph.D. applications, at least one of the reviewers interviews the candidate, if
possible. Although in-person interviews are desirable, alternative procedures
(such as telephone interviews) may be employed.

e Faculty review package and report assessment to the CoT Graduate Studies
Office.

e Forwarding departmental admission recommendations to the CoT Graduate
Studies Office.

NOTE: While the university does not have minimum requirements for the
GRE, it does have minimum scores for the TOEFL exam. Additionally, the
Graduate School has a minimum entry GPA requirement of a 3.0 on the
bachelor degree of incoming students.
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Faculty reviewers may recommend any of the following concerning a student
applicant to a program:

e Admit without conditions,
e Admit with conditions (“Conditional Admission”), or
e Deny.

Conditional admission requires that certain minimum performance standards be
established by the faculty reviewer, such as "must achieve at least a 3.00/4.00 graduate
index at the completion of the first 12 credits following admission to the degree
program.” In addition, faculty may require certain prerequisite coursework to satisfy a
deficiency in the student’s background.

Academic conditions of admission for all conditionally admitted students are
monitored by the departmental Graduate Studies Office (in the case of departmental
programs), the CoT Graduate Studies Office and/or the Graduate School, depending on
who has imposed the condition. Each semester the Graduate School will remove the
eligibility to register for future sessions for all students who failed to satisfy their
conditions of admission in the previous session.

Departments are to justify and indicate any conditions under which these students
should have their eligibility to register restored and be allowed to continue to study for
the degree. This is requested by a memo from the major professor and routed through the
CoT’s Associate Dean for Graduate Studies (or departmental Graduate Studies Office in
the case of departmentally-based programs), detailing reasons why the student should be
permitted to continue. Upon Graduate School approval, the eligibility to register will be
restored.

2.3. Time Limitations

A candidate for the M.S. degree is expected to complete all requirements for the
degree within five years from the completion of the oldest course on the plan of study.
Most students complete the degree in one and one-half to two and one-half years.

Students pursuing the Ph.D. degree have up to eight years to complete their
program. If the student exceeds these limits, the student may be dismissed for lack of
satisfactory progress or, when circumstances are justified, may be required to retake some
courses or take new courses to replace out-of-date courses. Typically, students complete
their coursework in three (3) years, and complete their preliminary examination at the end
of that period. Ph.D. students then have five (5) years from passing their preliminary
examination in which to complete their degree requirements.
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SECTION 3.0. GRADUATE STUDENT ADVISING

The following sections provide detailed information for faculty relative to student
advising and the major milestones in a graduate students program.

NOTE: The Graduate School periodically offers workshops for new
faculty concerning the advising and mentoring of graduate students. See
the Graduate School web page for more information.

3.1. Serving as a Graduate Advisor

The agreement to advise a graduate student must be done carefully and
thoughtfully. The graduate advisor is responsible for all phases of graduate education and
must be accessible to students who are under their guidance. The advisor acts as the
student’s mentor, shaping the student’s values and understanding of research. The advisor
has the responsibility to discuss career opportunities with the student throughout the
student’s graduate program, and often after the student has completed their immediate
degree objective. It is the advisor’s responsibility to guide the graduate student through
the student’s first research experience and to understand and constructively critique the
research accomplishments made. In relations with students, graduate faculty will be
candid, fair, and committed to the student’s welfare and progress.

Before agreeing to advise a student, the advisor and student should consider their
research goals; their mutual interests; the compatibility of their expectations, work habits,
and personalities; and the career goals of the student. The advisor should establish and
communicate clear expectations regarding student commitment and effort to be devoted
to the student’s graduate program. The best student/advisor relationships are those that
closely approximate the relationship between senior and junior colleagues.

3.2. Graduate Committees

There are two official types of graduate committees: the advisory committee and
the examination committee. However in practice, the individuals who serve on one
usually also serve on the other. The advisory committee typically advises the student
through completion of their plan of study (that also includes the preliminary examination
in the case of the doctoral student). The examination committee typically approves the
research proposal and conducts the final examination of the research (typically called the
final defense) as well as the preliminary examination (in the case of Ph.D. students).
While the graduate advisor will often become the chair of the examination committee
(sometimes called the major professor), this is not always the case.

Nevertheless, the graduate advisor/chair assists the student in selecting other
members of the graduate faculty to serve on the student’s graduate committee. These
faculty should be individuals who can help validate the plan of study of the student, as
well as the student’s capstone activity (i.e., directed project, thesis or dissertation).
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In the case of M.S., the graduate committee is comprised of three faculty. This
group is comprised of the chair, who must be a member of the CoT Graduate Faculty,
another member of the CoT Graduate faculty, and a third member (who is often a
graduate faculty member outside the CoT). It is also possible to have a third member
from industry (via a special graduate faculty status appointment). Note that occasionally
the M.S. graduate committee may also have more than three people.

In the case of a doctoral student, the graduate committee is comprised of three
people through the completion of the preliminary examination. Then a fourth member is
added for the proposal defense and final examination. Typically the three faculty on the
initial committee also serve on the second committee. However it is possible to have
different individuals on the two committees. Yet the chair typically remains the same.

For doctoral committees, the chair of the committee must be a CoT Graduate
Faculty member who holds an earned doctorate. Other members of the committee may be
graduate faculty holding M.S. degrees, but the majority of the doctoral committee
typically have earned doctorates and are members of the CoT.

Regardless of the degree, the advisory committee offers advice during the period
of graduate work, helps keep the student informed of important deadlines, and works
closely with the student on their thesis, directed project or dissertation. M.S. and Ph.D.
advisory committees approve the research proposal and the final defense of the student’s
research. The doctoral advisory committee has the added responsibility of conducting the
preliminary examination prior to defense of the dissertation proposal.

3.3. Monitoring Graduate Student Progress

An additional task for the graduate advisor/chair/major professor is to monitor
graduate student progress. Graduate advisors should meet at least once each year with
their graduate students to evaluate progress towards completion of their degree. At this
meeting each graduate student should be required to complete the GEC 02 Annual
Student Progress Form to document their progress. Similarly the faculty member should
document the progress of the student using form GEC 07 MS Progress Report Form or
GEC 08 PhD Progress Report Form.

NOTE: Appendix C provides a summary of steps in the graduate student
progress. Appendix D provides a visual example of the GEC 02 Annual
Student Progress Form. Appendix E provides the GEC 07 MS Progress
Report Form and Appendix F provides the GEC 08 PhD Progress Report
Form.

3.4. The Electronic Plan of Study

Graduate students at Purdue University use the Electronic Plan of Study generator
to file their plan of study (POS) via the myPurdue system. Students can submit a draft
(typically for review by the graduate advisor/chair) as well as a final version. Approval of
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the POS is done electronically and the graduate advisor/chair and committee are a part of
that approval process.

NOTE: Students should file a draft of their POS by the end of the first
semester of study and a final POS by the end of their second semester of
study. Subsequent changes to the POS (due to course unavailability,
change of direction of research, etc.) can be processed using a change of
POS request.

A tentative plan of study should be drawn up prior to the registration for the first
session of graduate work. The graduate advisor works with the student to choose the
courses to be taken. Non-thesis M.S. plans of study require a minimum of 30 course
credits be listed. M.S. thesis plans of study require a minimum of 27 credits to be listed.
Ph.D. plans of study require a minimum of 30 credit hours beyond the master’s. Research
credits for all graduate students are acknowledged in the notes field (as opposed to being
listed in the POS course listing).

NOTE: For more information about plan of study requirements for the
M.S. or Ph.D., see the CoT M.S. Graduate Student Handbook and the CoT
Ph.D. Graduate Student Handbook (available at: http://www.
tech.purdue.edu/).

NOTE: Because Ph.D. students can use up to 30 credit hours of courses
from their master’s toward the Ph.D. POS requirements, a Ph.D. planning
worksheet is provided that can be used to chart a Ph.D. students
coursework (https://tech.purdue.edu/office-of-academic-affairs/faculty-
and-staff-resources/faculty-and-staff-forms).

NOTE: If the student’s M.S. does not have 30 credits hours of
coursework, the student will need to take extra courses such that
coursework from a qualifying M.S. and the Ph.D. equals 75 credit hours.

Faculty should be aware of the following rules concerning the plan of study:

e Purdue courses on the POS require grades of A, B, or C.

e Courses taken for P/NP, S/U, departmental credit, credit by exam, etc. are not
allowed on the POS.

e Transfer courses require grades of A or B.

e Courses at the 100- and 200-level are not allowed on a graduate POS.

e Six hours of 300- and 400-level courses, taken as a graduate student, are allowed
on the plan with grades of at least a B.

e Research courses (598, 698, 699, or 699A) are not to appear on the plan. Instead
they are referenced in the notes field of the POS.

e Credits earned by a student whose graduate study/professional activity has been
inactive for five or more years cannot be used on a POS. Approved POS or any
exams completed prior to such a period of inactivity are invalid.
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e All academic admissions conditions must be met before the POS can be finalized.

e The formal plan of study should be submitted as soon as possible, but no later
than the Friday before the session of anticipated graduation begins. Students not
meeting this deadline should plan to register for exam or degree only for the next
session.

e Doctoral plans must be submitted to the Graduate School prior to the submission
of a request for appointment of a preliminary examination committee.

3.5. Proposal Meetings (M.S. & Ph.D.)

M.S. students typically create their proposal and defend it the semester before
they intend on graduating. They usually take TECH 646 at that time also. Ph.D. students
typically take TECH 646 their last semester before taking their preliminary examination.
Following the preliminary examination, Ph.D. students defend their proposal.

NOTE: The dissertation proposal defense meeting cannot occur in the
same semester as the preliminary examination.

NOTE: The M.S. proposal defense cannot occur in the same semester as
the final defense.

All graduate students take TECH 646 and one of the major deliverables of the
course is the development of the research proposal. Typically M.S. students will take
TECH 646 and either one credit hour of TECH 598 (directed project credit) or TECH 698
(thesis research credit) their next to last semester. At the end of that semester, M.S.
students typically defend their proposal before their committee. Ph.D. students defend
their proposal the semester after they have successfully passed their preliminary
examinations. For the proposal meeting, students are required to meet with their full
faculty committee to seek their input and approval for their proposed work before
beginning work on a directed project, thesis, or dissertation students can begin. Typically
the student does a presentation and faculty will ask follow-up questions and/or provide
recommendations that guide the research.

The graduate student proposal is comprised of the first three chapters of the thesis
or dissertation, or the first three major sections of the directed project. The CoT standard
format for the thesis, directed project or dissertation is the APA parenthetical, citation
format.

NOTE: Students are required to provide the entire, completed proposal to
all members of the committee at least two weeks prior to the defense
meeting. They are also required to schedule their defense (or preliminary
examination in the case of Ph.D. students) two weeks prior to the meeting.

NOTE: The CoT M.S. Graduate Student Handbook and the CoT Ph.D.
Graduate Student Handbook provide much detailed information about the
thesis, directed project and dissertation (available at: http://www.
tech.purdue.edu/). Included is information about types of research, format
for the documents and other associated policies and processes.
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3.5.1. Proposal Defense

Scheduling of the proposal defense is initiated by the student and major professor
through the CoT Graduate Studies Office. The CoT graduate student handbooks detail
this process.

At the proposal meeting, all committee members complete an evaluation rubric
for student proposal and presentation (see forms GEC 05 Dissertation Research Proposal
Form, GEC 11 Thesis Research Proposal Form, and GEC 13 Directed Project Proposal
Form, located in Appendices G. H, and I). Following approval of the student proposal,
the committee signs the CoT Form 2, Acceptance of Graduate Proposal. The signed CoT
Form 2, a copy of the proposal and the appropriate GEC form are deposited in the CoT
Graduate Studies Office. See Appendix J for an example of the CoT Form 2.

3.6. Examinations

The following sections describe preliminary examinations for Ph.D. students,
final examinations for M.S. thesis and Ph.D. students. A final section acknowledges some
notes about establishing examination committees.

NOTE: The CoT Ph.D. provides an option for students entering with an
M.S. degree (master’s plus) or students entering directly from a bachelor
degree (direct-to-PhD). See the Ph.D. handbook for information on the
direct-to-Ph.D. option.

3.6.1. Preliminary Examination (Ph.D. Only)

The doctoral preliminary examination is aimed at testing the student’s knowledge
relative to the coursework they have taken and to ensure that the student has the requisite
skill to conduct independent research. Before taking the preliminary examination, the
student must have an approved plan of study and satisfactorily completed most of the
formal coursework in the plan of study. In practice, the preliminary examination is taken
during the last semester of formal coursework.

The preliminary examination has both a written and oral component. It also
requires a minimum of three faculty members. The written component is a number of
questions submitted by the faculty committee to the student. This can be done via a
meeting between the student and each faculty (which is the most common approach) or
via a face-to-face meeting between student and committee. These questions are normally
answered over a period of about two weeks in an un-proctored manner. The student then
submits their answers to the faculty committee for review before the oral portion of the
exam.
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Scheduling of oral portion of the preliminary examination is initiated by the
student via the GS Form 8: Request for the Appointment of an Examining Committee.
The student files this electronically within the myPurdue system. The GS Form 8 is
provided to the CoT Graduate Studies office, which it then sends to the Graduate School.
The examining committee reports the results of the preliminary examination
electronically through the Graduate School Database (https://ias.itap.purdue.
edu/rgs/wpu_intra.pu_dispauth).

NOTE: The GS Form 8 must be submitted electronically two weeks before
the intended date of the preliminary examination.

An additional set of paper forms that must be completed by the committee is the
GEC 12 Written and Oral Preliminary Examination Form. Each committee member
completes the evaluation rubric. The chair of the examining committee provides the
completed rubrics to the CoT Graduate Studies office following completion of the
examination. See Appendix K for an example of the GEC 12 Form.

3.6.2. Final Oral Examination/Defense (M.S. & Ph.D.)

The goal of the final oral examination is for the student to provide an overview of
their project and to defend their research and findings. Typically students do a
presentation, the length of which is dependent on the level of student (M.S. or Ph.D.) and
the desires of the committee.

For all students wanting to conduct the final oral examination or defense they
must have an approved plan of study. M.S. students must have a minimum of three
committee members at the defense, whereas Ph.D. students must have a minimum of four
committee members. M.S. final examinations cannot occur in the same semester as the
proposal meeting. Ph.D. final examinations must occur three academic sessions after the
preliminary examination and the student must register for research credits in these three
semesters.

Scheduling of the final oral examination is electronically initiated by the student
the GS Form 8: Request for the Appointment of an Examining Committee in the
myPurdue system. The GS Form 8 must be electronically filed with the Graduate school
two weeks prior to the examination date. The examining committee reports the results of
the preliminary examination electronically through the Graduate School Database
(https://ias.itap.purdue.edu/rgs/wpu_intra.pu_dispauth).

In addition to these electronic forms, all committee members complete a paper-
based evaluation rubric for student presentation and thesis, directed project or dissertation
(see forms GEC 09 Thesis and Defense Form and GEC 10 Directed Project and Defense
Form in Appendices M and N). These forms are returned to the CoT Graduate Studies
Office following the examination.
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NOTE: Two weeks before the proposal meeting, the student should have
the final written thesis, directed project or dissertation provided to the
faculty committee for their review.

NOTE: All final examinations must be held before the last week of
classes. Refer to the Directed Project Deadline Calendar and the
Graduate School Graduation Deadlines Calendar for exact dates. The
Directed Project deadlines are different than those for M.S. thesis &
Ph.D. See http://www.tech.purdue.edu/ for Directed Project deadlines.

3.7. Hooding Ph.D. Candidates

At Purdue University, it is customary for the chair of the Ph.D. candidate’s
committee to put the doctoral hood on the candidate at the graduation ceremony.
Graduate faculty serving as chair should talk to the Ph.D. candidate about their
expectations. In the case of a committee with co-chairs, the student should select one of
the chairs to serve in this capacity. In the event that the chair cannot attend the ceremony,
the Dean of the Graduate School will hood the candidate.

3.8. Final Examination Packets

The following sections acknowledge the documents that are provided to the chair
of the examining committee relative to each type of graduate student.

3.8.1. Master’s Thesis Final Examination Packet
The master’s thesis examination packet includes:

e GEC 09 Thesis and Defense Form
e Candidate Certification Audit
e Graduate School Exit Survey cover letter

3.8.2. Master’s Non-thesis Final Examination Packet
The master’s non-thesis (directed project) examination packet includes:

e Approved copy of the COT Form 1 — Request to Schedule Oral Exam
e Candidate Certification Audit
e College of Technology Exit Questionnaire

3.8.3. Doctoral Final Examination Packet
The doctoral examination packet includes:

GEC 04 Dissertation and Defense Form
Candidate Certification Audit

Graduate School Exit Survey cover letter
The Survey of Earned Doctorates
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3.9. Reporting the Results of Examinations

Examination chairs and committees should realize the following:

e The Committee chair should present the examination committee with an
appropriate examination report form (see the referenced GEC forms above). This
examination report form should be completed and presented without delay to the
head of the graduate program for recording and prompt transfer to the Graduate
School.

e The report form for the final examination (GS Form 7 for M.S., or GS Form 10 or
11 for Ph.D.) must be electronically received by the Graduate School before the
last week of classes of the academic session in which graduation is expected.

e After a satisfactory examination involving a thesis or dissertation defense,
committee members who approve the thesis or dissertation must sign a Thesis
Acceptance (G.S. Form 9). The Form 9 is prepared and brought to the exam by
the student (see Appendix N). Directed Project students prepare a Report Cover
Page for committee members to sign (see Appendix O).

e Members of the examining committee might wish to examine the deposit copy of
the thesis/directed project prior to signing the Thesis Acceptance (G.S. Form
9)/Report Cover Page. Once a committee member has signed the Thesis
Acceptance (G.S. Form 9)/Report Cover Page, the document is approved by that
individual.

¢ No changes may be made to the directed project/thesis/dissertation after it has
been deposited.

3.10. College Thesis and Dissertation Review

Students are required to meet with their Thesis Format Advisor at least two
weeks before they defend their thesis or dissertation. The last date to meet for a thesis
formatting appointment is two weeks prior to the last day to defend the thesis or
dissertation. A thesis formatting appointment is mandatory. Students should schedule
their thesis or dissertation review via the CoT Graduate Studies Office.

3.11. University Deposit of Completed Thesis/Dissertation

Following successful defense of a thesis or dissertation, students must deposit
their thesis with the Graduate School. The deposit meeting is a face-to-face meeting in
which the graduate student provides an electronic copy of their thesis, as well as the
several forms. Graduate students should be advised to pay close attention to the sections
of the CoT M.S. and Ph.D. handbooks regarding the university deposit.

NOTE: Directed projects are not deposited with the university.

3.12. College Deposit of Completed Directed Project/Thesis/Dissertation

The College of Technology no longer requires a printed and bound copy of the
thesis, directed project or dissertation. The college now requires a digital copy be




CoT Graduate Faculty Handbook, August 2013 19

submitted electronically to the Purdue e-Pubs site. Students should be directed to the
Purdue e-Pubs site (http://docs.lib.purdue.edu/tech/).

3.13. Graduation Processes

Chairs and advisors of graduate students should meet with students the semester
they intend to graduate and cover the graduation processes to ensure nothing impedes the
student’s graduation. Graduate processes for graduate students include the following:

e Beginning candidate roster is sent to the CoT Graduate Studies Office.
e Review roster and inform the Graduate School of any adjustments that need to be
made.
e Audit/Certification forms distributed to CoT Graduate Studies Office.
0 Be sure that all issues/problems indicated are corrected
0 Check for accuracy of degree title
0 Check for areas of specialization
o If not previously done, indicate on the audit/certification form if the candidate
will be continuing for another degree in your program.
e Commencement Participation
0 Must be a bona fide candidate eligible to graduate at the end of the session
0 Must be on the candidate roster

3.14. Questionnaires

Graduate students are required to fill out several questionnaires before the
graduate from the university. All students complete the Graduate School Exit
Questionnaire and the College of Technology Exit Questionnaire. Only Ph.D. candidates
complete the Survey of Earned Doctorates. The sections below provide additional
information about each of these questionnaires.

3.14.1. Graduate School Exit Questionnaire

The Graduate School administers an exit questionnaire that is provided to both
master’s and doctoral candidates at the time the final examination is scheduled. Students
should be assured that their answers are maintained confidentially in the Graduate
School. The trend data, however, is distributed to departments and is useful in
strengthening our graduate programs.

3.14.2. Survey of Earned Doctorates

Although completing this survey is optional, departments should strongly
encourage doctoral candidates to complete the Survey of Earned Doctorates, conducted
by the National Opinion Research Center of the University of Chicago. Responses
provide data that are important for statistical studies by federal agencies who conduct
studies of national trends in doctoral education and of manpower supply and demand.
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3.14.3. College of Technology Exit Questionnaire

The College of Technology would like to keep a record of where our former
graduate students go, the type of career they pursue, and their average starting salaries.
The information provided via the exit questionnaire is the last entry in the permanent file
of the student. This information serves as our means for contacting students after
graduation and compiling reports pertaining to the demand for Technology advanced
degrees. These reports are of value to the Dean of Technology, prospective employers,
and prospective graduate students. M.S. thesis and doctoral students complete the
questionnaire as part of their Thesis Format Review. Directed project students complete
the exit survey at their final oral defense.
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SECTION 4.0. GRADUATE ASSISTANTS

The following sections provide some suggestions for faculty working with
teaching or research assistants.

NOTE: Teaching and research assistants should be directed to the
Graduate School Employment Manual located at: http://www.
gradschool.purdue.edu/faculty/publications.cfm.

4.1. Working with Teaching Assistants

Teaching assistants (TA) are typically considered apprentice instructors under the
guidance of a faculty member. The CoT has a long history of preparing students for roles
as teachers and instructional personnel. Most TAs in the CoT are half-time, but the
number of course hours taught and/or office hours held vary per department. The duties
of TA are also vary depending on the department and course in which they are involved.
For example, TAs may assist the faculty member in the preparation of course materials,
conduct laboratory or field sections scheduled by the faculty member, assist in the
evaluation and grading of student work, hold office hours, and proctor examinations. In
some departments, TAs may provide the entire instruction of a lower-division course
under the supervision of a faculty member assigned as director for the course.

Faculty members with TAs should actively establish open communication with
their TAs from the very beginning of the course and maintain good communication
throughout the academic term. Misunderstandings occur between faculty and TAs when
they do not communicate. It is important for faculty to express the exact nature of their
expectations regarding TA roles in instruction prior to beginning the course. The
following are some issues that should be discussed before the course begins:

e What exactly are the goals of the course?

e s there a guiding methodology for the course with which TAs should be
familiar?

e What types of decisions can TAs make in their classes? For example, can they
amend the syllabus, the handouts, or the course policies?

e Are there any additional materials that would help the TA be better prepared
for the course?

e What is the procedure for handling student complaints, issues of plagiarism,
or cheating?

e Who will make up the exams and assignments? What kinds of exams will they
be?

e Exactly how are grades to be tracked, communicated and determined? When
and how frequently will TAs be expected to turn in grades to the faculty
member?
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Additional suggestions for working with TAs include:

e Meet with your TAs on a regular basis. Many departments have weekly or bi-
weekly meetings so that instructions can be given and questions can be
answered. Instructors of labs, for instance, may walk through the entire lab for
the TAs and explain what the common problems are that can occur in that
particular lab. Also, be sure to explain what the objective of each lesson.
Often times TAs are good at teaching the lesson, but need help from their
course coordinator to be able to explain the relevance of a topic and why it is
being taught.

e Observe your TAs at least once during the semester to give them feedback on
how they're doing.

e Have an open-door policy so that a TA who is having problems in their class
can come to you for advice.

e Have your TAs who are in charge of recitation or lab sections attend the
lectures given in the course so they know what was said and can build on that
information.

e Meet with your TAs who will be doing the grading and give them specific
grading rubrics to use to mark the homework or assignments. Are they to
mark on the papers? How much? Or how little? Having a training session will
make the semester's grading much more fair and consistent.

e If you have an international T.A. who is having trouble with the language,
find out where to get them some help. At Purdue, you can contact the English
as a Second Language Program in Heavilon Hall at 494-3769.

NOTE: The Center for Instructional Excellence (http://www.cie.purdue.
edu) offers several programs to help TAs enhance their teaching skills.
Two series of workshops are offered each semester. The College Teaching
Workshop Series 1 is called The Basics of Teaching. These workshops are
facilitated by members of the CIE staff.

4.1.1. Grade Confidentiality (FERPA)

As an instructor, you cannot discuss a student's grade or any other aspect of
his/her educational record with anyone other than that student—not even with his/her
parents or prospective employer. Federal law, the Family Educational Rights and Privacy
Act (FERPA), protects the privacy of students' educational records. According to the law
and University policy, students have the right to consent to disclosures of personally
identifiable information contained in the student's educational records, except to the
extent that FERPA authorizes disclosure without consent (University Regulations 2007-
2008, http://www.purdue.edu/univregs/). This has implications for how you handle
requests for information about a student's academic performance as well as how you post
grades and return graded work to students. Before talking with parents or potential
employers about any aspect of a student's educational record, be sure to have the
permission of the student in writing to release the requested information to that person.
When returning students graded work, you must ensure that no other individual can see
or pick up work other than their own. Similarly, grades cannot be posted in any manner
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that allows one student to identify the grade of another student. Additional information
about FERPA is available at http://www.teachingacademy.
purdue.edu/resources/gradeConfidentiality.asp.

NOTE: Ensure that your TAs are aware of the legal requirements relative
to teaching students with disabilities. Direct your TAs to the following
URL for more information: http://www.teachingacademy.purdue.
edu/resources/teachingStudentsWithDisabilities.asp.

NOTE: Faculty should work with their department head or department
head secretary to ensure that all TAs are FERPA certified.

4.1.2. Loading and Office Hours

The number of course hours that a TA is in the classroom varies; however, it is
assumed that a .5-FTE appointment is approximately 20 hours of direct work. As a
general rule, for ever two-hours of contact in the classroom the TA typically holds one-
hour of office hours. Work with your TA to establish the location where they will hold
the hours and when. You should provide this information to your students.

4.2. Working with Research Assistants

Most RAs assist faculty with research projects or other work that advances the
research of the faculty, department and university. Typically the work that an RA does is
more varied and less defined. When working with RAs, the faculty member should:

e Make work expectations very clear and put them in writing.

e Encourage accountability by using time-sheets, work logs, or other reporting
methods.

e Meet regularly to encourage regular work.

e Make sure you are staying on track with the project so you know what you
need from RAs and when you need it.

e When possible, hand-select people with which to work.

e Emphasize accountability and integrity in research.

e In team settings, monitor group interactions to curtail potential
communication or group-dynamic problems.

Faculty working with RAs should also consider the following:

e Encourage investment in the research work by making it clear how important
the RA’s efforts are to the research project and be clear about how the work
fits into the goals of overall project.

e Cultivate idea of working together as a team via regular meetings (both work
oriented and social/team development).

e Use RA positions as opportunities for giving students concrete, valuable
training and practice that they can apply later in their own work.

e Emphasize big-picture issues so RAs keep can envision the whole, not just he
part on which they are working.
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e Take the time to acknowledge and celebrate exciting discoveries; accepted
conference papers or journal articles; and awards.
e Treat RASs as the professional collaborators that they are.

4.3 Assistantship Duration

In order to provide opportunity for the student to progress satisfactorily toward
the degree objective, graduate appointments will ordinarily be for no more than one-half
time and for a maximum of two (2) academic years. Renewal of graduate appointments
for additional time will be based on satisfactory performance in the position and
academic performance toward plan of study requirements, as well as availability of
positions.

Teaching assistantships (TA) and Research Assistantships (RA) include a tuition
waiver during the semester the student has the assistantship. Normally teaching
assistantships are not available in the summer. However, if a student has a teaching
assistantship in the spring and the following fall semester, a tuition waiver for the
summer is still available to the student.

NOTE: Assistantships DO NOT cover the cost of student fees assessed
each semester.

4.4. Evaluating TA/RA Performance

It is important that faculty who supervise TAs and RAs evaluate their
performance annually. Faculty should use GEC Form 06 and GEC Form 14, respectively.
These forms should be completed and provided to the CoT Graduate Studies Office. See
Appendix P and Q for examples of these forms.
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SECTION 5.0. CERTIFICATIONS, PUBLICATIONS & INTEGRITY

The following sections provide information about certifications (FERPA, IRB,
CITI, etc) and resources available at Purdue. Information about co-authoring with
students and research integrity, plagiarism and copyrights conclude this section of the
handbook.

5.1. Certifications & Approvals

To be able access student information and to conduct research at Purdue
University requires that faculty and students alike be certified in specific ways. Accessing
student information requires FERPA certification. To conduct research requires CITI
certification and IRB approval (when human subjects are involved). The following
sections provide more information about these items.

5.1.1. Family Educational Rights and Privacy Act (FERPA)

To be able to access student information via Purdue’s various computer systems
(such as myPurdue), faculty must be aware of certain legal issues associated with such
data. FERPA protects and makes confidential student information beyond basic
“directory information” about the student.

NOTE: Purdue University’s official FERPA policy is outlined in
Executive Memorandum C-51 available at: http://www.purdue.edu/
policies/pages/records/c 51.html

Purdue University requires that faculty and other individuals who have a
justifiable need to access student information be trained and certified. Most importantly,
before faculty can access student rosters for courses they must complete the FERPA
certification. Faculty can become FERPA certified by accessing: https://www?2.
itap.purdue.edu/SSTA/certifications/select.cfm?groupid=1.

NOTE: Faculty should work with their department head or department
head secretary to ensure that all TAs are FERPA certified.

5.1.2. Collaborative Institutional Training Initiative (CITI) Certification

The CITI Program is a subscription service providing research ethics education to
all members of the research community. Purdue University uses this system to certify
faculty and graduate students to conduct research. Of particular importance, researchers
involved in the use of human subjects are required to complete the CITI web-based
education program in order to be certified as eligible to engage in human subject research
at Purdue University. All researchers on an IRB protocol must complete the CITI training
before the IRB protocol will be approved. Initial and continuing education (every 5 years)
in human subject protections are required of all faculty. To become CITI certified, faculty
should create an account at https://www.citiprogram.org/ and then go through the
required training modules. Graduate students who serve as collaborators on research are
also required to pass CITI certification.
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5.1.3. Institutional Review Board (IRB) Approval

The IRB is a unit of the Human Research Protection Program (HRPP), which is
housed within the Office of Research Administration (ORA), located in room 300 Hovde
Hall.

NOTE: The IRB is an extension of the Office of the Vice President for
Research (http://www.purdue.edu/research/vpr/). Faculty and graduate
researchers should become familiar with the wealth of information
available on the VPR’s web site.

The IRB website provides detailed steps, forms, and example IRB proposals for
all Purdue University faculty and students conducting human subjects research.
Researchers need to obtain permission to conduct any studies at Purdue University by
submitting IRB proposals and completing certain workshops and online training
protocols (see CITI Certification above).

5.2. Resources

The following sections acknowledge important resources provided by various
units across campus.

NOTE: The Vice President for Research provides a handbook titled,
Research Handbook: A Guide to the Grants Process at Purdue University,
located at: http://www.purdue.edu/research/vpr/rschdev/documents/
researchhandbook.pdf.

5.2.1. Research Oversight

The Office of the Vice President for Research (VPR) provides much information
for faculty concerning issues pertaining to research. The VPR provides research oversight
concerning Export Control (transport of commaodities, software, technical data and certain
other information to foreign countries), use of controlled substances for research
purposes, use of radiation/lasers, use of biologically hazardous materials, use of animals
as well as research involving humans. Faculty should be aware of the information
available, particular if their research includes any of these or if they are traveling abroad
(https://www.purdue.edu/research/vpr/rschadmin/rschoversight.php).

5.2.2. Responsible Conduct of Research (RCR)

The RCR is a joint program between the Graduate School and the Office for the
Vice President for Research. This program provides workshops, online training and
tutorials, as well as assists in setting policy relative to the conduct of research at Purdue
University. More information about the RCR is available at: http://www.gradschool.
purdue.edu/RCRY/.
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5.2.3. Purdue University Psychometric Instruction/Investigation Laboratory

(PUPIL)

Purdue University Psychometric Instruction/Investigation Laboratory (PUPIL)
Consulting Service, located in BRNG 3157 (phone: 496-3233), is available to respond to
and provide resources for questions involving measurement/assessment, psychometrics,
and educational and behavioral sciences empirical research. Their web site is located at:
http://pupil.education.purdue.edu/.

5.2.4. Statistical Consulting Service (SCS)

The Department of Statistics provides statistical software and design consulting
services for the University community — free of charge. The Statistical Consulting
Service can help with statistical software problems and data analysis issues. Statistical
Software Consulting provides assistance with the set up and running of a wide variety of
statistical computing programs, including SAS, SPSS, Minitab and S-Plus. Software
consulting is available in MATH G175 on a drop-in basis. Experimental Design and
Data Analysis Consulting is available during the fall, spring and summer semesters.
Services include assistance with all phases of research projects: proposal preparation,
design of studies, survey design, data input strategies, data import/export, analysis of
data, interpretation of results, presentation of results, and other statistics or probability
problems. More information is available at: http://www.stat.purdue.edu/scs/.

5.2.5. Center for Instructional Excellence (CIE)

The CIE provides valuable teaching resources (and teaching scholarship
resources) to faculty. Graduate student TAs can obtain various certificates by completing
a series of free workshops and seminars. The certificates include: Graduate Teaching
Certificate (GTC), Graduate Teacher Certificate Alternative, Advanced Graduate Teacher
Certificate (AGTC), Preparing Future Faculty Program (PFFP), and the Graduate Teacher
Technology Certificate (GT2C). In addition, the website provides teaching tips, teaching
consultation, and information about instructional data processing (e.g., test scoring and
page scanning services). More information is available at: http://www.cie.purdue.edu/.

5.2.6. Sponsored Programs Services (SPS)

SPS assists Purdue's faculty, staff, and students in securing and managing
sponsored program support, and in delivering maximum public benefit from sponsored
projects. SPS manages the process of proposal submission, award management, reporting
and various contracts that may result from a sponsored award. For more information
about SPS and their services, see http://www.purdue.edu/sps/.

5.2.7. Discovery Park

Discovery Park, located adjacent to campus, is a collection of large-scale centers
that lead Purdue’s interdisciplinary research efforts. Some of these centers include
Bindley Bioscience Center, Birck Nanotechnology Center and Burton D. Morgan Center
for Entrepreneurship. There are various ways in which graduate faculty can engage
Discovery Park. For more information, see http://www.purdue.edu/dp/.
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5.2.8. Purdue Research Foundation (PRF)

PRF is a nonprofit foundation that 1) manages gifts, bequests and endowments; 2)
makes funding available to faculty, staff and students to aid in scientific investigation,
research or educational studies; 3) acquires, constructs and improves Purdue’s facilities,
grounds and equipment; and 4) manages intellectual property developed at Purdue. More
information about PRF is available at: http://www.prf.org/.

5.2.8.1. PRF Research Parks

The Purdue Research Parks are the result of Purdue University’s commitment to
spur economic growth in Indiana’s high-tech sector. Under development since the late
‘90s by the Purdue Research Foundation, a private, nonprofit foundation created to assist
Purdue, the parks are focused on companies operating in the arenas of life sciences,
homeland security, engineering, advanced manufacturing and information technology.
More information about the PRF Research Parks is available at:
http://www.purdueresearchpark.com/about/.

5.2.8.2. Office of Technology Commercialization (OTC)

The Purdue Research Foundation’s Office of Technology Commercialization
(OTC) operates one of the most comprehensive technology transfer programs among
leading research universities in the United States. Services provided by this office support
the economic development initiatives of Purdue University and benefit the university's
academic activities.

Purdue’s intellectual property is an asset we strive hard to protect, market and
license. We work hand-in-hand with Purdue faculty-, staff- and student-entrepreneurs to
provide the resources needed to better understand Purdue policies related to intellectual
property and the processes whereby this intellectual property (patents, copyright,
trademarks, and tangible research property) can become an actual product or service. To
ensure the long-term success of the innovations, we take the process one step further — at
times — and help our inventors form startup companies complete with investor support
and qualified management teams. More information about the OTC is available at:
http://www.prf.org/otc/about_otc.asp.

5.3. Co-authoring with Students

Because of the usual intense and dynamic interaction of professor and graduate
student, there is an expectation that research will lead to one or more joint publications.
Typically, the designation of authorship is mutually agreed upon and it follows an order
of decreasing contribution to the research and publication.

NOTE: All faculty and students should be familiar with Purdue
University’s policy on intellectual property. See Purdue University's
Policy VII1.4.1, Intellectual Property at: http://www.purdue.edu/
policies/pages/teach_res_outreach/viii.4.1.htm.
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5.4. Integrity

Purdue University has a tradition of ethical conduct spanning its history. As a
land-grant institution, we demonstrate our responsiveness to our constituencies and
extend to them access to our knowledge resources. We nurture relationships with other
partners in education who support our vision or join us to foster common interests. We
integrate our mission with our responsibilities. We contribute our knowledge resources
impartially in serving our public purposes. As faculty, students, staff, and administrators,
we are a community of dedicated learners, scholars, professionals, and practitioners - all
contributing our talents to uphold our standards, and improve ourselves and the broader
community in which we live and work. Our responsibilities and obligations toward the
advancement of learning, discovery, and engagement in the University and in Indiana
extend to our nation and the world. Purdue’s statement of integrity is meant to provide an
overarching declaration that informs specific policies and procedures regarding conduct,
enforcement, and accountability. Such policies and procedures either exist in official
University documents or will be developed as necessary.

NOTE: Purdue’s Statement of Integrity is available at:
http://www.purdue.edu/Purdue/about/integrity statement.html

Faculty should ensure that graduate students are aware of the University statement
of integrity. Faculty advisors should communicate the following:

e Integrity in research is an essential part of Purdue University’s intellectual and social
structure, and adherence to its spirit and principles must be maintained. These
principles include commitment to truth, objectivity, fairness, honesty, and free inquiry.

e Graduate faculty will advise students concerning the ethics of the profession; encourage
the practice of ethical and responsible conduct in research, scholarship and publication;
and assist students in addressing ethical issues.

e Early in a student’s graduate tenure, their advisor should make the student aware of
university and departmental policies regarding the conduct of research, and rights in
data and intellectual property developed in the course of thesis research. Also critical is
ensuring that the student understands their advisor’s policies and procedures governing
authorship and publication of research results.

e Graduate faculty have a responsibility to serve as an exemplar in recognizing and
acknowledging the scholarly contributions of others; in providing complete and
accurate records and reports of the results and conclusions of their research, scholarly,
or artistic endeavors; and in preserving the integrity of the research record.

NOTE: Typically cases of breach of integrity in the classroom with
students are matters for the Dean of Students. Breaches of integrity in
research, publication or grant endeavors are matters of the Office of the
Vice President for Research (VPR).
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5.4.1. Plagiarism, Falsification, and Fabrication

Purdue University maintains the highest academic and ethical standards research
conducted by faculty and graduate students. It is important to note that the university sees
the acts of plagiarism, falsification and fabrication as equal as acknowledged by the
following university policy on research conduct:

"Research misconduct™ shall mean, for the purposes of this policy, fabrication,
falsification, plagiarism, or other practices that seriously deviate from those that
are commonly accepted within the scientific and academic community for
proposing, conducting, or reporting research. It does not include honest error or
honest differences in interpretations or judgments of data (Excerpt from the
Purdue University Policy on Research Misconduct (VI11.3.1)).

5.4.1.1. Plagiarism

Plagiarism is serious violation of research conduct and every researcher, faculty
and graduate student needs to be conscious of what it is, and how to avoid it. Plagiarism
is to steal or pass off the words, ideas, or intellectual product of another as one’s own. It
is essentially literary theft as it regards works of a written nature. Plagiarism is typically
defined as the use of four or more adjacent words from a specific source.

To avoid plagiarism, you must give credit whenever you use:

e Another person’s idea, opinion, or theory;

e Any facts, statistics, graphs, drawings—any pieces of information—that are
not common knowledge;

e Quotations of another person’s actual spoken or written words; or

e Paraphrase of another person’s spoken or written words.

5.4.1.2. Strategies for Avoiding Plagiarism
The following are some general strategies to avoid unintended plagiarism:

e Put in quotations everything that comes directly from the text, especially
when taking notes.

e Paraphrase, but be sure you are not just rearranging or replacing a few words
(which is conscious plagiarism). Instead, read over what you want to
paraphrase carefully; cover up the text with your hand, or close the original
source so you can’t see any of it (and so aren’t tempted to use the text as a
“guide”). Write out the idea in your own words without peeking.

e Check your paraphrase against the original text to be sure you have not
accidentally used the same phrases or words, and that the information is
accurate.

5.4.1.3. Guidelines for Quoting and Citing

The following are some guidelines that can be used for determining when to quote
and when to cite material from other sources:
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e |f paraphrasing or writing about the ideas presented by another, citation is
necessary (Smith, 2008).

e |If using four or more words (even with “permission to use”), quotation and
citation is necessary. Quotations over 40 words long should be “blockquoted”
as per APA format specifications.

e All quotations require a page number following the quotation or integrated
into the citation.

e If you are in doubt how to give credit, quote and cite the source.

5.4.2. Self-checking for Plagiarism

To assist Purdue faculty and students, the Graduate School, in partnership with
the Office of the Vice President for Research, has initiated this voluntary self check
service called iThenticate. The software checks submitted documents against thousands
of articles that are published in journals and conference proceedings as well as text that
appears on the Web. A similarity report is generated that highlights excerpts in the
submitted document that match similar text in documents found in print and on the Web.
Similarity reports can be helpful in detecting occurrences of inadvertent replication and
neglect in referencing.

5.4.2.1. Rules Governing Usage

iThenticate is expressly for use as a tool for checking documents before
submission to committees, journals, publishers, and archives, to help students and faculty
prevent incidences of unintended plagiarism. The service is free for Purdue faculty and is
only for individual use.

Use of the service is limited to individual work authored or co-authored by faculty
and students for the purpose of screening for potential plagiarism violations prior to
submission. The screening service is not to be used for checking the work of others;
screening articles of any kind previously submitted for publication; or screening
documents of any kind previously submitted for deposit with the Graduate School, for
review by an academic committee, or for archiving within the University.

Since the report generated by iThenticate only provides citations of language
similarity, judgment on the part of the student is often necessary as to whether the
submitted text is substantively different from similar text found in the literature.

5.4.2.2. Procedure for iThenticate

It is the goal of the university to grant all faculty at Purdue the ability to use the
iThenticate system. Students do not have direct access to the system. For students to gain
access to the system, they must contact a faculty member who has access. However
faculty can process documents on behalf of students and then provide the results.

NOTE: If a faculty member does not have iThenticate access, she or he
may contact the CoT Graduate Studies Office to request access.
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Most CoT faculty have access to the iThenticate system. If is expected that faculty
will submit documents on behalf of their graduate students, assist students in interpreting
the results, and provide an electronic copy of the results to the student. Please note that as
part of the Thesis Format Advising Process, all graduate students will have their thesis
analyzed in the iThenticate system.

NOTE: The iThenticate system accepts the following file formats:
Microsoft Word, searchable pdf, LaTex, postscript, and plain text.
Scanned documents converted to pdf or encapsulated in Word or LaTex
are not acceptable. Also note that you should delete all images from your
file before submitting it for processing (so as to reduce file size).

5.4.3. Copyright Issues with Figures

Figures and images included in a publication can pose significant issues for
authors. Generally, any figure that is directly from another source, such as a journal,
book, or other publication (including web publications) are copyrighted. Including them
within one’s publication requires more than just a citation if used directly from the
source. If you desire to use an image from another publication or from an online source,
the safest course of action is to secure a release to do so. Otherwise, it could be classified
as copyright infringement. A secondary method, albeit in certain cases it could still be
considered copyright infringement, is to redraw the image. However, in many cases,
redrawing or recreating the image is not enough to ensure it is still not a copyright
infringement.

A release to use an image can vary from a specific legal document to a simple
email. The key element of a release is that the “copyright holder” gives you permission to
use the image for your purposes. Yet, determining who the copyright holder is can
sometimes be quite difficult. And, often authors do not fully understand what rights they
have.

If you want to use an image, the first course of action is to email the author of the
source from which the image is being taken. A release from an author needs to include
two things:

1. That the author has the right to grant use of the image.
2. That he or she gives permission for the image to be used for your specific
purposes.

It is always a good idea, even if an author gives permission, to follow up with the
publisher of the source from which the image is taken and ensure a release is not also
needed from the publisher.

As with issues of plagiarism, copyright infringement issues resulting from the
illegal use of images is a serious matter. The author should do everything in his or her
power to ensure the legitimacy of the use of materials in his or her publications. It is safer
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to not include an image if you cannot secure appropriate permissions than run the risk of
copyright infringement.



34

CoT Graduate Faculty Handbook, August 2013

APPENDIX A:

GRADUATE FORM 40G
(available at http://www.purdue.edu/registrar/Forms/Form_40_Introduction.html)
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INSTRUCTIONS FOR COURSE ADDITIONS. EXPIRATIONS, OR REVISIONS

Graduate course additions, expirations, or revisions (course numbers 50000-69999) shall be originated by a department and submitted
on Office of the Registrar Form 40 through college/school channels to the Office of the Registrar via the Graduate School (and the
chancellor or school dean 1f by a regional campus). See the Graduate School's Policies and Procedures Manual (Section I) for specific
course guidelines, httpu/www.aradschool.purdue.edu/downloads/Graduate School Policies and Procedures Manual.pdf.

If the number, title, and description of a course are all changed. 1t shall be considered a new course.

A proposal to change or expire a course that is a requisite for a course in another department or that is a requirement for a curriculum
in any college/school should be discussed with the department and college/school concerned before submatting a change. In particular
if the change or expiration affects multiple campuses. all campuses involved should be consulted.

If the recuest is a course revision, only the items to be revised need to be specified on the Form 40.  For example, check Item =2 to
add an existing course, indicate the course identifier (subject abbreviation and course number) and the campus where the course is to
be added.

New subject abbreviations must be coordinated with the Office of the Registzar.

The numbering system designates the level of the course with 00100-09999 pre-college. remedial, deficiency and non-degree courses;
10000-29999 lower division; 30000-49999 upper division; 50000-59999 graduate courses open to upper-division undergraduates;
60000-69999 graduate cowrses and 80000-89999 professional courses. The department and/or college/school shall propose a course
number, subject to clearance by the Office of the Registrar, in order to avoid duplication.

A number that has been used for a course being expired should not be wsed again for a new course.

The title of the course should reflect major content of the course. Variable titfle courses should be specified. Courses such as: special
topics, special problems, seminars, selected topics may be offered under a variable title for students.

Courses with variable credit should be so indicated and minimum/maximum credit hours are to be specified. Equivalent credit is
granted for non-collegiate courses and should be so designated. Thesis credit applies to thesis research at all upper undergraduate and
graduate-level courses and should be so indicated.

If the grade option for the course is to be other than regular grade, (i.e. pass/not pass option or satisfactory/unsatisfactory option) the
appropriate item should be checked.

Courses that are repeatable for credit (indicate maximum number of credits the course may be repeated if applicable),
credit by examination, variable fitle or requiring special fees should be indicated.

If special approval by department/instructor 1s required for scheduling purposes, it should be indicated.
Courses that are annotated as honors should be so indicated.

If a course has an off campus experience (i.e.. Clinical Experience, Co-Op, Internship. Professional Practicum, Student Teaching or
Study Abroad), please list accordingly.

Each 1u5n'ucuonal rvpe that is unl:zed should be ma:d-oed appropriately. For the definitions of each type. you can refer to

iy refer to pages 35-48. Please indicate how many minutes per meeting,
u:leetmgs per week and weeks oﬂ‘ered A;dd.monal]v of the total amount of credit associated with the course, please specify what
percentage is to be recorded with each instructional type.

A department on a specific campus may create a course that is similar to an existing course offered on one or more campuses.
However. the level and number for an existing course bemng offered on more than one campus shall remain the same unless the
responsible department heads on all campuses that offer the course mutually agree to a change.

A cowrse covering the same general area of essentially equivalent content will cany the same subject abbreviation, course number. and
title for all campuses. However, basically equivalent courses may be offered with variable patterns (1.e. instructional types, such as
laboratories) and variable credits with the approval of the responsible department heads.
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Approvals in addition to the department head. college/school dean,

. and chancellor, as appropriate, are as follows:

PURPOSE

GRADUATE
APPROVALS FEQUIRED
{Formes for all S0000-60000 level courses are
subimitted to the Office of the Registrar via the
Graduate School.)

New course with supporting documents

Graduate Council Area Committee;
Graduate Council

Add existing course

Graduate Dean

Expiration of a course

Graduate Dean

Change in course number

(Upgrading only) Graduate Council Area
Committee; Graduate Couneil

Change in course fitle

Change in course credit/type

Graduate Dean

Change in course attzributes

Change in instructional hours

Change in course description

Change in conrse requisites

Graduate Dean

Change in semesters offered

Cross-listing courses

Graduate Dean

Transfer from one department to another

Graduate Dean

ALL CAMPUSES INVOLVED IN ADDITIONS, EXPIRATIONS, OR REVISIONS SHOULD BE INDICATED AND THE
APPROPRIATE SIGNATURES OBTAINED PRIOR TO SUBMISSION TO THE OFFICE OF THE REGISTRAR AT
WEST LAFAYETTE.
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PURDUE UNIVERSITY

ez af the Reglstrar REQUEST FOR ADDITION, EXFIRATION,
FORM 405 REV. 4M0 OR REVIZION OF A GRADUATE COURSE
{50000-50000 LEVEL

DEPARTMENT EFFECTIVE SESSION

INSTRUCTIOMS: Please check the items below which describe the purpose of this request.

—| 1. Mew course with supporting documents (complete proposal form) J 7. Change in course atiributes
—| 2. Add existing course offered at another campus J a Change in instructional hours
J 3. Expiration of 3 course —| = Change in coursa description
J 4. ©Change in course number —l 10. Change in course requisites/restrictions
J 5. Change in course fifle —l 1. Change in semesters offered
I_ §. Changs in courss credittype J 12 Transfer from one department to another
PROPOSED: EXISTING: TERMS OFFERED
X L Check All That Apply:
Subject Abbreviafion Subject Abbreviation
I_ Summer |_ Fall —|S:Jring
Course Number Course Mumber CAMPUS{ES) INVOLVE
Laong Title Sa un;it M. Central
- Cont £ Tech Statewide
Short Title Ft. Wayne W. Lafayeits
Indianapalis
Abbreviated fitle will be entered by the Office of the Registrar if omitied. @0 cHarAcTERS oRLY)
CRELDIT TYPE COURSE ATTRIBUTES: Check All That Apply
1.Fized Credit: Cr. Hrs. 1. Pass/Not Pass Qnly
2 Variable Credit Range: ) ) &. Registration Approval Type
WMinimum Cr. Hrs 2. Satisfactory/Unsatisfactory Only Oepariment  [] Instrutor ||
iCheckOne)  To | or [ ] 3. Repestable 7. Variable Tite Ll
WMasimum Cr. Hrs. Maximum Repeatable Credit _l &. Honars —l
4. Credt by Examination L -
3 Equivalent Cradit: ‘YES . e by £. Full Time Privilegs l_
4 Thesis Credit: Yes ©. Special Fees J 10. Off Campus Experience |—
Schedule Type Par
= ¥ps ;'::?::re: Mﬂ-e Irgs =r E‘_\'_I-::n'; Cross-Listed Coursas
Lecture 3 r 3 -
Recitation
Prezantation
Laboratory
Lak: Prep | ] | |
Studio
Distance 1 [ '
Clinic:
Experiential
Resgarch
Ind. Study
Pract'Cbseny

COURSE DESCRIFTION (INCLUDE REQUISITES/RESTRICTIONS)

Calumet Deparment Head Diate Camet School Dean Ttz Calumet Undergrad Curriculum Committes Dats
Fart Wayne Departmant Head Date Fort Wayne Scnotl Dean Dae FarlWayne Chanczlior Dam
ndianapalis Deparment Head Cate ndlanapels Schaol Dean Da= Ungergrad Curmiculim Commities Dalz
Morth Cendral Facully Senate Chalr Date Wice Chancellor for Acadamic Affaie Cate Dale Approved by Graduate Souncll

West Lafayehe Depariment Head Dae Wesl L le CollzgeiSchanl Dean Da= Graduate Councll Secretary Date
Graduaie Area Commitlee Convener Cate Graduate Dean Date West Lafaystie Reglstrar Date

OFFICE OF THE REGISTRAR
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To:

From:

Date:

Subject:

A.

Supporting Document for a New Graduate

Course
. o ) _ For Reviewer's comments only

Purdue University Graduate Council (Select One)
Faculty Member: j
Department: -

Reviewer:
Campus:
Proposal for New Graduate Course-Documentation Comments:
Required by the Graduate Council to Accompany
Registrar's Form 40G

Contact for information if  Name:

questions arise: Phone Number:

E-mail:
Campus Address:

Course Subject Abbreviation and Number:

Couwrse Title:

Justification for the Course:

+  Provide a complete and detailed explanation of the need for the course (e. g.. m the
preparation of students, in providing new knowledge/training in one or more topics, in
meeting degree requirements, etc.), how the course contributes to existing fields of study
and/or areas of specialization, and how the course relates to other graduate courses offered
by the department. other departments, or interdisciplinary programs.

Justify the level of the proposed graduate course (30000- or 60000-level) including statements
on, but not limited to: (1) the target andience, including the anticipated number of
undergraduate and graduate students who will enroll in the course; and (2) the ngor of the
COourse.

Learning Outcomes and Method of Evaluation or Assessment:

»  Describe the course objectives and student learning outcomes that address the objectives
(i.e., knowledge, communication, critical thinking, ethical research, etc.).

»  Describe the methods of evaluation or assessment of student learning outcomes. (Include
evidence for both direct and indirect methods.)

«  Grading criteria (select from dropdown box); include a statement describing the critenia that
will be wsed to assess students and how the final grade will be determined.

Criteria - j
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»  Identify the method(s) of instruction (select from dropdown box) and describe how the
methods promote the likely success of the desired student learning outcomes.

C. Prerequisite(s):

«  List prerequisite courses by subject abbreviation. number, and title,

+  List other prerequisites and/or experiences/background required. If no prerequisites are
indicated. provide an explanation for their absence.

D. Course Instructor(s):

Provide an outline of topics to be covered and indicate the relative amount of time or
emphasis devoted to each topic. If laboratory or field experiences are used to supplement a
lecture course, explain the value of the experience(s) to enhance the quality of the course and
student learning.  For special topics courses, include a sample outline of a course that
would be offered under the proposed course.

F. Reading List (including course text):

+ A primary reading list or bibliography should be limited to material the students will be
required to read in order to successfully complete the course. It should not be a compilation
of general reference material.

+ A secondary reading list or bibliography should include material students may use as
background information.

G. Library Resources

»  Describe the library resources that are currently available or the resources needed to support
this proposed course.

H. Example of a Course Syllabus  (While not a necessary component of this supporting document, an

example of a course syllabus is available, for information, by clicking on the link below, which goes to
the Graduare School's Policies and Procedures Manual for Administering Graduate Student Programs. See
Appendix K.)

http-/fwww .gradschool.purdue.edu/downloads/Graduate School Policies and Procedures Manual pdf

(Revised and Approved by the
Graduate Council 2/08)

o
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APPENDIX B:

INDEPENDENT STUDY APPROVAL FORM
(available at http://www.tech.purdue.edu/)
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INDEPENDENT STUDY AUTHORIZATION FORM
College of Technology
Purdue University

(NOTE: A maximum of 6 credit hours of independent study is permitted on any program plan of study)

(Please type or print all information clearly)

Student Name Student ID #

Number of independent study credits already completed:

| hereby request permission to enroll in TECH 690 for credits of independent study during the

Fall ~ Spring  Summer semester of 20 -20 . (Note: Instructors of TECH 690 must hold PHD or equiv.)

(circle one)

| plan to pursue an independent study project of the problem,

(Please insert litle of course)

| will submit all deliverables by:

Date

Student’s Signature Printed Name Date

| request that credit apply to: Master's Ph.D.
(Circie one)

| am willing to guide the independent study outlined in the attached prospectus and | agree to the deadlines indicated above.

Professor in Charge of Insiruction Signaiure Printed Name Daie

Enrollment in the above independent study is consistent with the degree objectives of this student and is
[Jon [noton his/her plan of study. This student will not exceed six (6) credit hours of independent study on his/her plan of
study with this enrollment.

Academic Advisor's Signature Printed Name Date
[ Approved [ Not Approved
Departmenial Graduate Committee Chair Signaiure Date

Associate Dean approval required only when approval is granted by the Departmental Graduate Committee
O Approved [0 Not Approved

Associate Dean of Academic Affairs & Diversity Date
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INSTRUCTIONS FOR REQUESTING PERMISSION TO ENROLL IN AN INDEPENDENT STUDY COURSE
College of Technology
Purdue University

About the Independent Study

Independent study courses are only allowed if they (1) supplement existing courses in the curriculum with deeper study in a subject
area, (2) delve into topics not currently covered offered in existing course, or (3) work on specific developmental projects that are
designed to extend the student's knowledge in a particular area. In all cases the course requirements must equate to the required effort
that justifies the level and credit provided by the course. An independent study cannot substitute for existing, permanent courses. A
maximum of six credit hours of independent study is permitted on any program plan of study. Additionally, independent study courses
should not repeat, nor be used for remediation of, content already covered in other existing courses. Independent studies must be
reviewed and approved by the student, course instructor, student's academic advisor and the department graduate committee before
the start of the semester in which the independent study is to begin. Lastly, graduate students must have an approved plan of study on
file to be eligible to enroll in an independent study course.

Process

For an independent study, the student and instructor must fill out an independent study authorization form containing a 16-week
schedule of activities (with milestones or deliverables) and respective due dates. The student, course instructor, and student's
academic advisor signs the form and provides it to the departmental graduate committee. The form must then be reviewed and
approved by the departmental graduate committee. The chair of that committee then signs the form giving either approval or denial of
the request. If the request is denied by the committee, the committee chair returns a copy to the student's academic advisor for record
keeping and conferral with the student. If the request is approved by the committee, the committee chair provides the form to the CoT
Graduate Studies Office (Knoy 150). The Associate Dean of Academic Affairs & Diversity has final approval authority. After approving
or denying the form, the Associate Dean signs the form and returns a copy to the student's academic advisor for record keeping and
conferral with the student. Only upon Associate Dean approval is a student allowed to be enrolled in an independent study course. The
entire independent study process must be completed prior to the start of the semester in which the independent study is to begin.

Procedural Requirements
1. Meet with your professor to discuss your proposed study and secure his/her approval for the project you envision.

2. Incorporating your professor’s input, prepare a detailed project prospectus (typed or word processed, use APA format, title page),
including the following indicated sections.

a. Problem: Define the rationale and delimit your problem area (explain your interest in pursuing the project, why this area is of
concern to you). How does this project relate to your degree objectives?

b. Purpose and Objectives: What do you hope to accomplish? Provide a physical numbered listing of all objectives you expect
to accomplish.

¢. Procedures: Explain the methods you expect to use and any unusual requirements for materials, equipment, or facilities. A
graphical time line and two progress reports from the student must be submitted by the student to the professor in charge
between weeks three and ten of the semester. Specifically, indicate key deadline dates for each progress report and
deliverable. Provide a narrative, flow chart, or outline of step-by-step procedures used to complete this study. If applicable,
provide a supply and material cost worksheet.

d. Outcomes. What will be the tangible results (deliverables, i.e. software source code, papers, reports, products, or summaries)
of your study? Who will receive copies (office, professor, co-working professor, and student)? Will you conduct a formal
presentation of your results?

e. 16-week outline: The 16 week outline should include a week-by-week listing of any meetings, milestones or other
deliverables, along with associated due dates, that the student will undertake.

3. Meet with your professor in charge to discuss and refine your project prospectus.

4. Revise the prospectus as necessary. Complete the INDEPENDENT STUDY AUTHORIZATION FORM (reverse side of this
page); attach it fo the front of the prospectus; and secure the signatures of your academic advisor and the professor in charge of
the independent study course you will be taking before pursuing the approval and signature of the appropriate committee.

5. Provide the form to your department for review by your department's graduate committes.

REV. 2/13
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Steps in a CoT Graduate Student’s Program for Students
August 2013
v 1.0

Select a Major Professor

Acts as chair of advisory committee

Agrees to supervise the student’s graduate study, research, and writing

Works with the student to set up the advisory committee

Oversees and participates in student proposal and examination meetings
Maintains a record of student progress (see form GEC 02 Annual Student
Progress Form and form GEC 07 MS Progress Report Form; provided annually
to the CoT Graduate Studies Office).

Advisory Committee Duties

Assist in preparing the plan of study

Offer advice during period of graduate work

Keeps the students informed of important deadlines

Works closely with the student on their research or directed project proposal

Develop the Plan of Study

A tentative plan of study should be drawn up prior to the registration for the first
session of graduate work.

The plan must be appropriate to meet the needs of the student in his or her chosen
field.

Non-thesis plans of study require a minimum of 30 credits be listed. Thesis plans
of study require a minimum of 27 credits to be listed.

Purdue courses on the plan require grades of A, B, or C.

Courses taken for P/NP, S/U, departmental credit, credit by exam, etc. are not
allowed on the plan.

Transfer courses require grades of A or B.

100 & 200 level courses are not allowed on the plan.

Six hours of 300 & 400 level courses, taken as a graduate student, are allowed on
the plan with grades of at least a B.

Research courses (598, 698, 699, or 699A) are not to appear on the plan. Instead it
is referenced in the notes field of the plan of study.

Credits earned by a student whose graduate study/professional activity has been
inactive for five or more years cannot be used on a plan of study.

Approved plans of study or any exams completed prior to such a period of
inactivity are invalid.

File the Plan of Study

Student submits POS via myPurdue’s Plan of Study Generator.
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All technical conditions must be satisfied prior to submitting the plan of study.
Normally all academic conditions of admission must have been met.

The formal plan of study should be submitted as soon as possible, but no later
than the Friday before the session of anticipated graduation begins. Students not
meeting this deadline should plan to register for exam or degree only for the next
session.

Doctoral plans must be submitted to the Graduate School prior to the submission
of a request for appointment of a preliminary examination committee.

Establish Examining Committees

Examining committees may or may not be identical to advisory committees.

A minimum of three committee members are required for all examining
committees except the doctoral final examining committee, which requires a
minimum of four.

Examining committees are established for MS Thesis and PhD by electronically
completing A Request for Appointment of Examining Committee (G.S. Form 8),
and submitted to the Graduate School at least two weeks prior to the proposed
examination date. The examining committee for MS Directed Project is
established by completing the COT Form 1 - Request to Schedule Oral Exam, and
submitted to the COT Graduate Office, Knoy 150, at least two weeks prior to the
proposed examination date.

All final examinations must be held before the last week of classes. Refer to the
Directed Project Deadline Calendar and the Graduate School Graduation
Deadlines Calendar for exact dates. Note: the Directed Project deadlines are
different than those for MS Thesis & PhD.

Conduct Proposal Meeting

Before beginning work on a Directed Project, Thesis, or Dissertation students are
required to meet with their full faculty committee to seek their input and approval
for their proposed work. Typically the student does a presentation and faculty ask
follow-up questions and/or provide recommendations that guide the research.

All committee members complete evaluation rubric for student proposal and
presentation (see forms GEC 05 Dissertation Research Proposal Form, GEC 11
Thesis Research Proposal Form, and GEC 13 Directed Project Proposal Form).
Once completed these forms are returned to the CoT Graduate Studies Office.
Two weeks before the proposal meeting, the student should have the written
proposal provided to the faculty committee for their review.

The proposal meeting must occur the semester before the student intends to
graduate.

Following approval of the student proposal, s/he has the committee sign CoT
Form 2, Acceptance of Graduate Proposal. The signed CoT Form 2 and a copy of
the proposal are deposited in the CoT Graduate Studies Office.
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Conduct Directed Project or Thesis Final Examination (Defense)

Must have an approved plan of study

Must have three committee members at the defense

Typically the student does a presentation and faculty ask follow-up questions
relative to the results of the work.

All committee members complete evaluation rubric for student defense and
presentation (see forms GEC 09 Thesis and Defense Form and GEC 10 Directed
Project and Defense Form). Once completed, these forms are returned to the CoT
Graduate Studies Office.

Two weeks before the defense meeting, the student should have the final written
thesis or directed projects provided to the faculty committee for their review.
The final defense meeting cannot occur in the same semester as the proposal
meeting.

Conduct Doctoral Examinations

Doctoral Preliminary Examination

0 Must have an approved plan of study
Satisfactorily completed most of the formal study
The committee will consist of a minimum of three members
The preliminary exam is a number of questions submitted by the faculty
committee to the student. These questions are normally answered over a
period of about a week in an un-proctored manner. The student then
submits their answers to the faculty committee for review before the oral
portion of the exam.

o All committee members complete evaluation rubric for doctoral final
examination (see form GEC 12 Written and Oral Preliminary
Examination Form). Once completed, these forms are returned to the CoT
Graduate Studies Office.

Doctoral Final Examination (Defense)

O OO

o At least two academic sessions devoted to research and writing must
elapse between the preliminary and final doctoral examinations. For
example, a doctoral student who passes the preliminary examination
during a spring semester is not eligible to take the final examination
(provided that the student is registered for the subsequent summer session
and fall semester) before the following spring semester.

0 The committee will consist of a minimum of four members.

o All committee members complete evaluation rubric for doctoral final
examination (see form GEC 04 Dissertation and Defense Form). Once
completed, these forms are returned to the CoT Graduate Studies Office.

o Final doctoral examinations should be announced so that interested
members of the faculty and student body may attend.

Final Examination Packets
After the Form 8 or COT Form 1 has been approved, the following materials will be
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returned to your department:

Master’s Thesis Final Examination Packet:
e GEC 09 Thesis and Defense Form
e Candidate Certification Audit
e Graduate School Exit Survey cover letter

Nonthesis Master’s Final Examination Packet:
e GEC 10 Directed Project and Defense Form
e Candidate Certification Audit
e College of Technology Exit Questionnaire

Doctoral Final Examination Packet:
e GEC 04 Dissertation and Defense Form
e Candidate Certification Audit
e Graduate School Exit Survey cover letter
e The Survey of Earned Doctorates

Reporting the Results of Examinations

e The Committee chair should present the examination committee with an
appropriate examination report form (see the referenced GEC forms above).

e This examination report form should be completed and presented without delay
to the head of the graduate program for recording and prompt transfer to the
Graduate School.

e The report form for the final examination must be received by the Graduate
School before the last week of classes of the academic session in which
graduation is expected.

e After a satisfactory examination involving a thesis defense or dissertation,
committee members who approve the thesis or dissertation must sign a Thesis
Acceptance (G.S. Form 9). The Form 9 is prepared and brought to the exam by
the student and can be found on the Graduate School Thesis web page
http://www.gradschool.purdue.edu/thesis.cfm Directed Project students should
prepare a Report Cover Page for committee members to sign.
http://www.tech.purdue.edu/

e Members of the examining committee might wish to examine the deposit copy of
the thesis/directed project prior to signing the Thesis Acceptance (G.S. Form
9)/Report Cover Page. Once a committee member has signed the Thesis
Acceptance (G.S. Form 9)/Report Cover Page, the document is approved by that
individual.

¢ No changes may be made to the directed project/thesis/dissertation after it has
been deposited in the Thesis/Dissertation Office/COT Grad Office.
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College Thesis and Dissertation Review
e Prior to depositing the thesis or dissertation with the University, students must
schedule a thesis review meeting with the College Thesis Format Advisor.

University Deposit of the Completed Thesis/Dissertation

e The complete and corrected deposit copy of the thesis, including the completed
Thesis Acceptance (G.S. Form 9), must be delivered to the Graduate School
Thesis/Dissertation Office before the last day of classes of the session in which
the student is to graduate.

e Ph.D. and M.S. candidates will submit their theses electronically.

e Electronic copies of the MS Thesis and Directed Projects must be submitted to
the College of Technology Purdue e-Pubs site http://docs.lib.purdue.edu/tech/.

e The Electronic Thesis Deposit (ETD) Submission/Deposit Checklist and the
Masters Final Deposit Checklist along with other information regarding thesis
preparation, deadlines and forms can be found at the Graduate School Thesis web
page http://www.gradschool.purdue.edu/thesis.cfm

College Deposit of the Completed Thesis/Dissertation

e The complete and corrected deposit copy of the thesis or dissertation is to be
electronically submitted at the College of Technology Purdue e-Pubs site
http://docs.lib.purdue.edu/tech/ . The completed & signed Form 9 must be
delivered to the COT Graduate Office, Knoy 150. Both need to be submitted
simultaneously before the last week of classes of the session in which the student
is to graduate.

e The signed Form 9 will not be accepted until an electronic copy of the thesis
or dissertation has been submitted to the College of Technology Purdue e-
Pubs site.

College Deposit of the Completed Directed Project

e The complete and corrected deposit copy of the directed project is to be
electronically submitted at the College of Technology Purdue e-Pubs site
http://docs.lib.purdue.edu/tech/ . The completed & signed Report Cover Page
must be delivered to the COT Graduate Office, Knoy 150. Both need to be
submitted simultaneously before the last week of classes of the session in which
the student is to graduate (refer to the Directed Project Deadlines Calendar
http://www.tech.purdue.edu/academics/graduate/dpdeadlines.cfm ).

e The signed Report Cover Page will not be accepted until an electronic copy
of the Directed Project has been submitted to the College of Technology
Purdue e-Pubs site.

Graduation Processes
e Beginning candidate roster is sent to the COT graduate office.

e Review roster and inform the Graduate School of any adjustments that need to be
made.
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e Audit/Certification forms distributed to COT graduate office.

0]

0
0]
0

Be sure that all issues/problems indicated are corrected

Check for accuracy of degree title

Check for areas of specialization

If not previously done, indicate on the audit/certification form if the
candidate will be continuing for another degree in your program.

e Commencement Participation

0]

0]

Must be a bona fide candidate eligible to graduate at the end of the
session
Must be on the candidate roster

Questionnaires
e Graduate School Exit Questionnaire

(0]

The Graduate School administers an exit questionnaire that is provided to
both master’s and doctoral candidates at the time the final examination is
scheduled. Students should be assured that their answers are maintained
confidentially in the Graduate School. The trend data, however, is
distributed to departments and is useful in strengthening our graduate
programs.

e Survey of Earned Doctorates

(0]

Although completing this survey is optional, departments should strongly
encourage doctoral candidates to complete the Survey of Earned
Doctorates, conducted by the National Opinion Research Center of the
University of Chicago. Responses provide data that are important for
statistical studies by federal agencies who conduct studies of national
trends in doctoral education and of manpower supply and demand.

e College of Technology Exit Questionnaire

(0]

The College of Technology would like to keep a record of where our
former graduate students go, the type of career they pursue, and their
average starting salaries. The information provided via the exit
questionnaire is the last entry in the permanent file of the student. This
information serves as our means for contacting students after graduation
and compiling reports pertaining to the demand for Technology advanced
degrees. These reports are of value to the Dean of Technology,
prospective employers, and prospective graduate students. M.S. Thesis
and Doctoral students complete the questionnaire as part of their Thesis
Format Review. Directed Project students complete the exit survey at
their final oral defense.
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APPENDIX D:

GEC 02 ANNUAL STUDENT PROGRESS FORM

(available at https://tech.purdue.edu/office-of-academic-affairs/
faculty-and-staff-resources/faculty-and-staff-forms)
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Student Name: Form CoT GEC 2

Annual Progress Review of Graduate Staff — Student Data

Degree Program: Evaluation Year:

Date of Annual Committee Meeting:

PUBLICATIONS (List all published or in press articles in research, teaching, outreach, or popular outlets)
1.

PRESENTATIONS (List all oral and poster presentations to research, teaching, outreach, or popular audiences)
1.

INVITED PRESENTATIONS (List all invited presentations to research, teaching, outreach, or popular audiences)
1.

TEACHING (List and indicate role in any courses in which you taught, served as a TA, or provided a guest lecture)
1.

FUNDING (List any funding you received for research, teaching, outreach, or service activities)

1.

AWARDS (List any awards you received for research, teaching, outreach, or service activities)

1.

WORKSHOPS (List any professional workshops you organized, or served as a presenter, or attended)
1.

SERVICE (List participation in professional societies, on committees, or as a reviewer for a journal or granting agency)

1.

OTHER (List any service as an officer for professional or campus groups, establishment of patents, eic.)

1.

Page 1
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APPENDIX E:

GEC 07 M.S. PROGRESS REPORT FORM

(available at https://tech.purdue.edu/office-of-academic-affairs/
faculty-and-staff-resources/faculty-and-staff-forms)
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Student Name:

Form CoT GEC 7

Progress Record for M.S. Graduate Students

Degree Program:

Area of Specialization:

Beginning Semester and Year:

Advisor:

Date Completed

Advisors:

Major professor assigned

Advisory committee selected’

Course work:

Draft Plan of Study Completed

Final Plan of Study Approved by Graduate School ™

Plan of Study Coursework Completed

Incidence(s) of Academic Probation (GPA<3.0)

Research:

Proposal Approved by Advisory Committee™

Proposal Filed with CoT Graduate Studies Office

Incidence(s) of “U” on Research Credits

Incidence(s) of Missing Annual Progress Review

Adherence to University and Dept. Policies (for RA/TA)

Approval of Vacation

Attendance at Departmental Seminars®

Other (1:|esr:ribu::)J

Examinations/Defense:

M.S. Thesis Oral Defense®

M.S. Thesis Deposited®’

Completion of Departmental Exit Checklist

Please provide additional comments below.

First committee meeting. © Attach copy of plan of study. * 33 credit hours required of non-thesis M.S. students
“Attach one-page summary of proposal plan (i.e., objectives, methods and hypothesis). * Compliant or Non-
compliant. Please provide additional comments below. ® Pass or Fail. ” Not required for non-thesis M.S.

Comments:
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APPENDIX F:

GEC 08 PHD PROGRESS REPORT FORM

(available at https://tech.purdue.edu/office-of-academic-affairs/
faculty-and-staff-resources/faculty-and-staff-forms)
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Student Name:

Form CoT GEC 8

Progress Record for Ph.D. Graduate Students

Degree Program:

Area of Specialization:

Beginning Semester and Year:

Advisor:

Date Completed

dvisors:

Major professor assigned

Advisory committee selected’

Course work:

Draft Plan of Study Completed

Final Plan of Study Approved by Graduate School

Plan of Study Coursework Completed

Preliminary Examination Completed

Incidence(s) of Academic Probation (GPA<3.0)

Research:

Proposal Approved by Committee™

Proposal Filed with CoT Graduate Studies Office

Incidence(s) of “U" on Research Credits

Incidence(s) of Missing Annual Progress Review

Adherence to University and Dept. Policies (for RA/TA)

Approval of Vacation

Attendance at Departmental Seminars®

Other (describe)*

Examinations/Defense:

Ph.D. Dissertation Oral Defense

Ph.D. Dissertation Deposited®

Completion of Departmental Exit Checklist

First committee meeting. * Attach copy of plan of study. ¥33 credit hours required of non-thesis M.S. students
*Attach one-page summary of proposal plan (i.e., objectives, methods and hypothesis). * Compliant or Non-
compliant. Please provide additional comments below. ¢ Pass or Fail.

Plcase provide additional ¢ ts below.

Comments:
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APPENDIX G:

GEC 05 DISSERTATION RESEARCH PROPOSAL FORM

(available at https://tech.purdue.edu/office-of-academic-affairs/
faculty-and-staff-resources/faculty-and-staff-forms)
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APPENDIX H:

GEC 11 THESIS RESEARCH PROPOSAL FORM

(available at https://tech.purdue.edu/office-of-academic-affairs/
faculty-and-staff-resources/faculty-and-staff-forms)
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APPENDIX I:

GEC 13 DIRECTED PROJECT PROPOSAL FORM

(available at https://tech.purdue.edu/office-of-academic-affairs/
faculty-and-staff-resources/faculty-and-staff-forms)
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APPENDIX J:

COT FORM 2: ACCEPTANCE OF GRADUATE PROPOSAL

(available at https://tech.purdue.edu/office-of-academic-affairs/
faculty-and-staff-resources/faculty-and-staff-forms)
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COT Grad Studies Form 2
Vio

College of Technology

Graduate Studies

Please type or print clearly

Acceptance of Graduate Proposal
(To be submitted to Graduate Studies Office Following Proposal Defense Meeting)

Title of Project:

August 2010

Proposal Defense Date:

Project Type:

O Directed Project
O Thesis
O Dissertation

Chair Date (month/day/year)
Member Date (month/day/vear)
Member Date (month/day/year)
Member Date (month/day/year)

Printed Name and Signature of Candidate

Date (month/day

year)
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APPENDIX K:

GEC 12 WRITTEN AND ORAL PRELIMINARY EXAMINATION FORM

(available at https://tech.purdue.edu/office-of-academic-affairs/
faculty-and-staff-resources/faculty-and-staff-forms)
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GEC 09 THESIS AND DEFENSE FORM

(available at https://tech.purdue.edu/office-of-academic-affairs/
faculty-and-staff-resources/faculty-and-staff-forms)
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APPENDIX M:

GEC 10 DIRECTED PROJECT AND DEFENSE FORM

(available at https://tech.purdue.edu/office-of-academic-affairs/
faculty-and-staff-resources/faculty-and-staff-forms)
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APPENDIX N:

GS FORM 9: THESIS ACCEPTANCE
(more information available at http://www.gradschool.purdue.edu/thesis3.cfm)
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NOTE: This form must be completed and turned in by a/l master’s and Ph.D.
candidates at their final thesis deposit appointment. Please do not confuse this form
with the ETD Form 9, linked elsewhere on this website, which is solely used by
Ph.D.’s when submitting Electronic Thesis Deposits.

Please carefully read the following instructions and ensure you have properly
completed this form and have obtained all required signatures and dates. Failure to
do so will cause needless delays in your processing.

G. S. Form 9, “Thesis Acceptance”

he “original™ copy of this form must be printed on Yo cotton, non-acidic paper
Tl ginal’ y of this f rl ted on 100° tton, 1

prior to having it signed by your committee members, major professor, et.al. This is
due to the following:

¢ Ph.D. candidates submitting via Electronic Thesis Deposit must still turn in their
original, signed “Thesis Acceptance™ form at their final deposit appointment.
This copy of the form will be permanently maintained on file at the Graduate
School. Accordingly, the Graduate School needs an “archival quality™ copy of
your thesis aceeptance form to ensure it remains in good condition, since wood-
pulp (“acidic™) paper deteriorates and fades with age.

e Ph.D. candidates who prefer to submit their dissertations in traditional “hard
copy”’ form will also need to ensure an original completed and signed copy,
printed on 100% cotton paper, is bound into the “deposit copy” they furnish at
their final deposit appointment. However, please note that hard copy submissions
will no longer be accepted once mandatory Electronic Thesis Deposit for doctoral
candidates commences effective 23 August 2007.

¢ All other copies of your Thesis Acceptance form may be printed on regular copier
paper, unless departmental requirements dictate otherwise.

¢ Candidates unable to immediately obtain 100% cotton paper from their
department or workplace may contact the Thesis/Dissertation Office and it will be
furnished to them at no charge.

Questions? Please contact the Thesis/Dissertation Office at 6-3157 or at
markj@purdue.edu
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Graduate School Form 9
(Revised 10/07)

PURDUE UNIVERSITY
GRADUATE SCHOOL
Thesis/Dissertation Acceptance

Thus 1s to certify that the thesis/dissertation prepared

By

Entfitled

For the degree of

Is approved by the final examining committee:

Approved by:

Head of the Graduate Program Date

To the best of my knowledge and as understood by the student in the Research Integrity and
Copyright Disclaimer (Graduate School Form 20), this thesis/dissertation adheres to the provisions of
Purdue University’s “Policy on Integrity in Research” and the use of copyrighted material.

Major Professor

Dis

This thesis |:| 1s not to be regarded as confidential.

Major Professor

Format Approved by:

or
Chair, Final Examining Committee Department Thesis Format Advisor
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APPENDIX O:

DIRECTED PROJECT COVER PAGE

(available at https://tech.purdue.edu/office-of-academic-affairs/
faculty-and-staff-resources/faculty-and-staff-forms)
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PURDUE

PRGBS West Lafayette, Indiana

College of Technology

<Title>

In partial fulfillment of the requirements for the
Degree of Master of Science in Technology

A Directed Project Proposal
By

<Your Name Here>

<Date=

<Name=, Chair

Committee Member Approval Signature Date

<Name=

<Name=

<Name=




92

CoT Graduate Faculty Handbook, August 2013

APPENDIX P:

GEC 06 GRADUATE TEACHING EVALUATION FORM

(available at https://tech.purdue.edu/office-of-academic-affairs/
faculty-and-staff-resources/faculty-and-staff-forms)




93

CoT Graduate Faculty Handbook, August 2013

| 28ed

‘uoneneAs Sulyoea) ay) jJo uonajdwos sy Jo YoM | UIIlM (oIeasdy
pue sweiSold 2IENPEID) JOJ UBa(] JARID0SSY Y3 pue peay juawredap anok 01 1U2s 2 1S (SIUILWILIOD UM PUE $OLIGR 1oq) suilo) pajajdwod sy jo Adoo v

“p12[diwos 2 ISTIW SIUILILIOD USYILM PUE SILIGIU SUIPR[OUT SJUSWNDS0P UONEN[BAD ||y “2dusiadxa Suiyowa) au

Sureasiano Jaquiatu (noey Aq Juapms ay) 01 papiaoid 3q TTIA 2ousuadxa Suiyoea) ayy ur ssuruLopad SJUIPNIS AY) JO UONEN[EAD [[EI2A0 2U) JO UOIRZLIBLILINS
[eqaaa & ipue adusuadyxa Sutyaea) ay) Sureasiaro Jequiaw A1jnaej ai Aq uapnis ayy 01 papiaoid aq TPIAA 25IN02 2y ur pajjoiua suaprus £q paplaoid

S3I00S UONIEN[BAS PIEPUR]S PUR SIUSLILLIOD USNLIM AU SB [[am SB 2oustiadxa Sulyoe i) Sulassiano Jaquiaiu A1[noe] ay) Wolj SPUIUIWOD UL JO ATewiuns y

“Juowdo[9Aap 9SIN02 PUE JUANUED 3SINOD SuIpresal
pey Juapms saniqisuodsal pue {eurioj A101e10qE] IO 21MJI] Ul Sem JSIN0D JI 9PN[OU] "98IN0I ay) ur sani[iqisuodsal s Juelsisse Suigoea) aquasag

Sju2pms JO Iquinyg

19)S3Wag JySne ], 25IN0))

10SIAPY : uapnig

(rupisisso Sungovay oy Suraasiane Laquiaw o ayp £q paiajdwios aq pimoys s1iqnd puv uLof sty [)
. sjuejsissy Furyoea ], 2jenpe.s) SupeneAs JoJ oLqny .

9 049D LoD uuog IDWEN JUSpIS




CoT Graduate Faculty Handbook, August 2013

94

7 98eg

suonejoadxa spaaoxyg

suoneadxa $1994

m_.:u_uﬁ._uumxu 123Ul J0U s20(]

JUDLSSISSY [[BIIAQ

arenbapeul

JUS[[29X? $1 UOHBIUIWNDOC enbape s1 uoneUAWINOO ST UOTJRIUAINIOC] soupg
suonen[eay
‘Teuondaoxyg ‘ofe10AE 9AOQY *100d ($901d) uspmig

“Jorqpa9y sarjdde pue aarsuodsal
st Jojonnsuy ‘pasedus pue
pale[nwys are SI9UIed "saonoeld
[euononnsui [euondaoxyg

‘uononnsur 0y puodsar srourea|
"9AIBAOUUI PUE SANIB2ID
21e saonoeld [euononIsuy

3orqpa3) 01 ssuodsal

ul 1o ‘Surures| jusps
aaodut 01 parsnipe jou
a1e saonoeld [euononnsuy

sonoed [euononnsug
ur syuawaaoxduy

‘K109 pue s1daouoo jo dseid
Iaures| yFnoloy) 2lensuowap
pue ‘Sururea| [oa2] 1oysiy

‘ySne) 1u21u03 199]ja1 A[91RINVDY
"[euondadxa are sHUAWISSISSY

‘Sunjury pue Sururea)
[2A9] J2yS1y ssasse pue SyySne)
1U2)U0D 192[J21 A[21eIN2IY

‘QUOP [[2M AJDA QIR S)UILUSSISSY

“JX21U0D 10§
sreudorddeur 1o Suoisixa
-UOU IB SIUISSISSY

Surureay
JO JUSWISSASS Y

‘sseooad oy

ui s1owre] pafedus 9[f1s L1aa1j2g
"UOIYSe] A[qepue)SIopun pue

Te3[d B Ul PAIAAI[OP Sem [BLIaJRJA

Jourea]
ay) 1oeNSIP 0] SWSLIAUUEW
Suryoes) 10 Suryeads

ON "PRISAI[IP [[2M SBA [RLIDIRIA]

"SSAUIATIDAJJD
Sunmuu suonoensip
PaleaId SWSLIAUURLI

10 Suryeadg "palaAl[ap
Kj100d sem [eLBTA]

(K10121008]
10 21M)29[)
[euaeW jo A1aaljaq

"30UBISISSE

10J JOJONIISU INO H23§ SIUIPNIS
*SIDUIBA] JUAPIIS Ylm A[2AN03)J2
A19A paroRIaIUL 1010N1ISU]

‘suonsanb Sunyeas pue Suipfayy
J[QEUOJUIOY) "SIUIPTIS Yim
Apuaadwos s1oe1Ul 1010M15U]

‘sAem OI5Bq IS0
ay) A[uo ur syoeia)ul pue
‘UOIIORIAUI JUDPIIS IIM

9[qr1OJUIOOUN J0IINISU]

syuapnIs
YIIM UONOBIRU]

*SSE[9 YY) 01 A[[enuEBIsqns

-Surures| Juapnys o) ppe 10u

Pappe pue ‘Sururea| pasueyud ‘gjeadordde pip 10 ajerrdorddeur a1om sjuawaddng
sjuawra[ddns [euoneonpyg a1om sjuswoddns reuoneonpg suswajddns [euoneonpy [euonIEONP
'sse[2 10) patedaid uon

pue paziuesio [[am A[awanxyg “sse[ 10J paredaid -[j2p 'sse[o 10 paredaid JoN vredaigruoneziuesiQ

“[ELI2JEW JO 95pa[mouY
-a191dwod pue ySnosoy],

‘saumbul Jaures| 1sow a[puey
ue) "[elslell Yiim Jel[iune,]

‘[BLIDVBW (IIM TRI[TLR] JON

afpajmoury] 1u2qu0)

suoneadxy spaaaxy suoneadxy speay suone)dadxyy 193N 10N s30(] BLIDILID)
19e( :Aq payaduwo)) — u_“E_..M Surydes |, 2wodn() Ijenpeis)
9 DgD 10D unog . JdWeN Juapmg




95

CoT Graduate Faculty Handbook, August 2013

¢ 98eg

9 09D LoD wiog

Qg

2ImeusiS 101BN[BAT SUlyora],

:uaLIadxy Suryoea], uo sdueuriopad Suruiaduod TOJEN[EAL] SUIIEI ], WIOL) SJUIWILIOD UIJLIAL

eq : :Aq payapduio))

IQWEN] JUspIS




96

CoT Graduate Faculty Handbook, August 2013

APPENDIX Q:

GEC 14 GRADUATE RESEARCH ASSISTANT EVALUATION FORM

(available at https://tech.purdue.edu/office-of-academic-affairs/
faculty-and-staff-resources/faculty-and-staff-forms)
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