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[bookmark: _Toc74219142][bookmark: _Toc119406445]Welcome (optional)

Some programs may wish to draft a brief welcome letter signed by the department chair and/or training director to set the tone for departmental culture, values, and norms (e.g., to communicate a collegial departmental culture or enthusiasm for new students joining the department).
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[bookmark: _Toc74219143][bookmark: _Toc119406446]Navigating Policy and Resources at UW-Madison

This handbook is one of many sources to consult as you become familiar with the policies, procedures, requirements, resources, and norms of graduate education at UW-Madison:

[image: Image description: Infographic depicting various policy documents on campus and their relationships. Red box labeled Program Handbook. The program handbook is a detailed reference for your program's unique requirements, policies, procedures, resources, and norms. It is located on your program's website or Guide page. It may refer you to other sources for policy detail. Arrows point from red box labeled Program Handbook to two grey boxes. Gray box #1 labeled Graduate Guide. The Graduate Guide is a master catalog of all graduate programs on campus and the official source for your program's policies and requirements. It is located at guide.wisc.edu/graduate. It may reference other sources of policy. Arrow points to grey box #2 which is also pointed to by red box. Grey box #2 describes AP&P which is the Graduate School's Academic Policies & Procedures that defines key components of graduate education on our campus. AP&P is available at grad.wisc.edu/academic-policies. Grey box #2 also describes the Policy Library, which is a database of university-wide policies. Policy library is available at policy.library.wisc.edu. Standalone grey box labeled Graduate Student Life. Graduate Student Life contains information about life as a Badger graduate student in Madison that will support your overall well-being. It is available at gradlife.wisc.edu. Standalone text: "Not sure where to start?" that points to a standalone dark grey box labeled grad.wisc.edu. Find resources curated for prospective and current students, as well as faculty and staff at this website.]




[bookmark: _Toc74219144][bookmark: _Toc119406447]How to Use This Handbook (optional)

Your program/department may wish to provide further description of how students should use this handbook in particular, especially if it includes information above and beyond the typical scope or if your program/department will hold students accountable for knowing the information presented here.

[bookmark: _Toc74219145][bookmark: _Toc119406448]Who to Contact for Questions

Many of your questions about how to meet expectations and thrive as a graduate student will be answered by the various sources of policies, procedures, requirements, resources, and norms listed above. Several key positions in this department and on campus are ready to answer your remaining questions:

Graduate Program Coordinator
Each graduate program will have at least one department staff person typically called a Graduate Program Coordinator who serves as a point person for program policy and procedures. Graduate Program Coordinators are well versed in most elements of graduate education that extend beyond academic instruction in your program and will likely be your first stop for questions related to anything in this handbook.

Director of Graduate Studies
Each graduate program has one faculty member designated to direct its educational vision and structure.

Names and contact information of your Graduate Program Coordinator and Director of Graduate Studies can be found on your program’s page in the Graduate Guide (guide.wisc.edu/graduate). Simply navigate to the “Major/Degree” tab, click on your program’s name, and look for the contact information box on the righthand side.

Faculty Advisor
Each student will be assigned a faculty advisor in each graduate program in which they are enrolled. Your faculty advisor(s) will be a key source of guidance for your academic development. Further definition can be found here: policy.wisc.edu/library/UW-1232. Guidelines for finding, changing, and working with your advisor can be found in the Advising & Mentoring section below.

The name and contact information of your faculty advisor can be found on your Student Center on MyUW (my.wisc.edu) under “Academic Progress” and then “Advisors.”

Graduate School Services
For general inquiries and graduate student services from the Graduate School, see the operations and front desk contact information on this contact page: grad.wisc.edu/contacts.


[bookmark: _Toc74219146][bookmark: _Toc119406449]Department & Program Overview

Provide basic information to orient newcomers to the department or program’s vision/mission, structure, and home field/discipline. Any information in this overview should be consistent with the overview in Guide, and it is acceptable to simply reference the URL for your program’s overview page in Guide for this introductory section. Similarly, some programs may opt to include some of this information in a welcome letter (see page i), in which case it does not need to be duplicated here.

Do not include the following content in this section or any other part of the handbook, as it is “governed content” that must be approved and displayed in Guide:

· Admissions: Prerequisites, application requirements, timelines
· Major/Degree Requirements: Minimum Graduate School requirements, mode of instruction, curricular requirements, required courses, etc.
· Policies: Some major-specific policies (see Guide)
· Learning Outcomes
· People in the department: Specific faculty, emeritus faculty, or staff

These elements can be referenced in this handbook with a URL/hyperlink, but the content must remain in Guide. In some cases, the handbook may expand on process or supporting detail for policy or requirements. Confer with the handbook section owner before finalizing this.

[bookmark: _Toc74219147][bookmark: _Toc119406450]Diversity, Equity, and Inclusion

Transparency of a department or program’s efforts to attend to diversity, equity, and inclusion (DEI) benefits both current and prospective students. In this section, consider addressing several or all of the following:

· Describe departmental values related to DEI.
· Indicate departmental policies that address issues related to DEI.
· Describe expectations of students, faculty, and staff to help in fostering an environment that promotes the success of everyone. Be as specific as possible.
· Describe departmental efforts to recruit a diverse range of students, faculty, and staff, to support a sense of belonging for all, and (when applicable) to improve climate.
· Include information on recent climate surveys of the department and/or refer to campus climate surveys with links.
· Provide a list of resources to support underrepresented and underserved students from your department and/or refer to campus resources with links.
· Include a point person from your department/school/college for students to contact if and when they have concerns or questions related to DEI.
· Reference the grievance section of your program’s Guide page as a resource for incident reporting.

If your department/program already communicates this information publicly, perhaps on your department/program website, it is okay to refer handbook users to a URL in this section rather than duplicating that information here. Remember that your Lumen Program Proposal includes questions that outlined your program’s responses to DEI matters. Consider referring to this and including that information in this section as appropriate.

[bookmark: _Toc74219148][bookmark: _Toc119406451]How to Get Involved

As a graduate student at UW-Madison, you have a multitude of opportunities to become involved on campus and in your academic discipline. This involvement often enhances your academic, professional, and personal growth through developing advanced leadership, communication, and collaboration skills. It also provides opportunity for professional networking.

[bookmark: _Toc74219149][bookmark: _Toc119406452]In Our Discipline

Describe involvement opportunities for students within your academic discipline. This may include activities with professional associations, community leadership, etc.

[bookmark: _Toc74219150][bookmark: _Toc119406453]In Our Program/Department

List specific committees or other governance entities of your department/program and the roles students play in each. Provide detailed information (and/or hyperlinks to further information) about the following, as applicable:

· benefits of participation (e.g., leadership/advisory/professional development for students, greater connection with student experiences in departmental/programmatic decision-making)
· how students can express interest in participating
· restrictions for membership
· deadlines for applications
· how students are chosen
· expected time commitment

If your program has graduate student organizations, list these along with contact information for prospective participants. Include how these student organizations interact with department/program administration.

[bookmark: _Toc74219151][bookmark: _Toc119406454]On Campus & In the Community

The Wisconsin Idea is the principle that education should influence and improve people’s lives beyond the university classroom. For more than 100 years, this idea has guided the university’s work. If outreach and community service are particularly important in your field, expand on this section to include further detail as appropriate.

You will find a list of ways to engage in campus and local community life at:

The Graduate School’s Current Student Page
grad.wisc.edu/current-students

If you are a student actively involved in leadership and service activities, consider nominating yourself for membership in the following honor society:

Edward Alexander Bouchet Graduate Honor Society
grad.wisc.edu/diversity/bouchet


[bookmark: _Toc74219152][bookmark: _Toc119406455]Getting Started as a Graduate Student (optional)

This section guides you through important steps to take as you begin your journey as a graduate student at UW-Madison.

[bookmark: _Toc74219153][bookmark: _Toc119406456]New Graduate Student Checklist

Be sure to review all steps listed on this webpage for new graduate students:
The Graduate School’s New Student Page
grad.wisc.edu/new-students

In addition to a checklist for all new graduate students, that webpage includes sections with additional steps to take if you are a new international student, student with a disability, student veteran, student with children, or student with funding.

[bookmark: _Toc74219154][bookmark: _Toc119406457]In Our Program (optional)

Describe any steps students are required or encouraged to take as they onboard as a graduate student in your program/department (e.g., program orientation).


[bookmark: _Toc74219155][bookmark: _Toc119406458]Advising & Mentoring

Advising relationships are a central part of academia, important to both the experience and development of students and faculty members alike.

The Graduate School’s definition of an advisor can be found here: policy.wisc.edu/library/UW-1232. Adjust the following definition to reflect your program/department’s practice, as applicable: Your advisor has two main roles: 1) To assist you in acquiring the highest possible level of knowledge and competence in the field, and 2) to chair the committee that will determine whether you have performed at an acceptable level in each of your degree milestones (see “Degree Requirements” section below for further information on building your committee). Other roles of your advisor may include tracking your progress in completing your degree (note: this may include use of the Graduate Student Tracking System at gsts.grad.wisc.edu), assisting with course selection and planning your academic path, and helping you identify possible research mentors, committee members, and research opportunities. Describe the extent to which an advisor is responsible for making sure an advisee is funded in your department. Detail how your program/department distinguishes between “advisor” and “employer” as applicable.

If your program/department has any non-pooled (program revenue) aspects (major, named option), it may have significant and specific policy impacting students for which the advisor will need to provide guidance (e.g., constrictions related to course enrollment or eligibility to hold tuition-remitting assistantships). Be sure to describe that here as applicable.

Both the student and advisor are responsible for making their expectations clear to each other. Be sure to discuss this with your advisor. See “Advising Compact” below for further information about a tool we use in this program to formalize advising expectations. Delete this last sentence if your department/program does not use advising compacts. Advising compacts are encouraged.

[bookmark: _Toc74219156][bookmark: _Toc119406459]Finding & Selecting an Advisor

Describe the policy/procedure in your program/department for initial faculty advisor assignment/selection and be sure to include clear information about any deadlines.

Your advisor should be a faculty member in the program whose expertise and project/research interests match closely with those that you intend to acquire. To learn more about the faculty in your program, consider consulting the following sources:

· Courses and seminars you attend
· Our program website (insert link)
· Faculty publications
· Students currently in a prospective advisor’s group/lab
· If your program/department conducts a rotational process for finding advisors, describe that here.

Additionally, you may wish to have a discussion with a prospective advisor. Below are some questions to consider asking in this discussion, though it is not a complete list. You should spend some time identifying what is most important to you in your graduate training and ask questions accordingly.

Questions to Ask of Prospective Advisors
Adapted from IPiB handbook 

· What thesis projects would be available to me if I were to join your group?
· Would these projects expose me to a variety of different approaches?
· In general, how available will you be to answer questions I might have?
· What is your philosophy regarding the amount of guidance the advisor should provide to a student during preparation of the thesis proposal, literature seminars, thesis writing, etc.?
· What are your expectations for the amount of time I should spend each day/week in your group/lab?
· What regularly scheduled activities (e.g., group meetings, joint group meetings, research clubs) does your group participate in that provide an opportunity to get outside input on my research project and to hear about the work of other students and postdocs?
· Do you encourage your students to attend seminars and journal clubs, including those that may be outside of their narrow field of interest/research?
· Do students in your group/lab have the opportunity to attend professional meetings where they can interact with colleagues/researchers from other institutions?
· Do you include your graduate students in professional activities that will familiarize them with their field of interest/research, such as reviewing manuscripts and meeting with visiting speakers?
· How long do you think it should take me to get my degree?
· What are your former graduate students (if any) doing now?
· What is your general philosophy of graduate training and what goals do you have for your graduate students?

Programs/departments may edit or add to this list as needed to accurately reflect the scope of their advising function, though a list of questions to guide advisor selection should be presented here in some form. Programs/departments are encouraged to include current and former graduate students in the process of constructing/editing this list.

No faculty member is obligated to accept a student’s request to serve as advisor, though invitations are often accepted unless the faculty member judges that a different advisor would serve your needs better.

Describe your program’s/department’s procedure for students to formalize their selection of advisor.

[bookmark: _Toc74219157][bookmark: _Toc119406460]Changing Your Advisor

As the advisor-student relationship is one of mutual agreement, it may be terminated by either party. If you decide that you would prefer working with a different advisor, discuss this with your prospective advisor to seek the change.

If you change your advisor, you must notify your Graduate Program Coordinator and follow any related procedures. Describe those procedures here so that students are aware of what to expect from the process. Include any policies related to switching labs when a student changes advisors, as applicable. 

Every graduate student must have an advisor or else they may be suspended from graduate study at UW-Madison by the Graduate School. Be sure to follow procedures to re-select a new advisor (described above) prior to finalizing the termination of your current advising relationship. You can confirm that the name of your advisor has been updated in the official record by looking in your Student Center on MyUW (my.wisc.edu) under “Academic Progress” and then “Advisors.”


[bookmark: _Toc119406461]A Graduate Student Guide to Working with Faculty Advisors
Through this interactive, self-paced micro-course, graduate students learn about the characteristics of functional and dysfunctional relationships with faculty advisors, strategies for communicating effectively and aligning expectations, as well as program grievance processes and Hostile and Intimidating Behavior resources. Completion of the micro-course takes about 20 minutes and is optional but encouraged for all graduate students.


[bookmark: _Toc74219158][bookmark: _Toc119406462]Advising Compact (optional)

Clearly defined expectations for both the student and advisor are a crucial starting point for a strong relationship. Programs/departments are encouraged to maintain a practice of producing “Advising Compacts” that clarify and document mutually agreed upon expectations for both the student and advisor. Information about advising compacts can be found here: kb.wisc.edu/grad/page.php?id=35489. Once in place, be sure to describe the process, form, timeline, and expectations for creating an advising compact in this section of the handbook.

You may also wish to incorporate further information about Individual Development Plans (IDPs) here if they are to be used in concert with or in lieu of Advising Compacts. Further information about IDPs can be found at: grad.wisc.edu/professional-development/individual-development-plan

[bookmark: _Toc74219159][bookmark: _Toc119406463]Mentoring Networks

Note: This section will be updated to refer to the soon-to-be-developed Center for Teaching, Mentoring, and Learning when/as applicable.

In addition to a formal advisor, you are encouraged to develop a broad network of individuals who can provide academic and professional mentorship during and beyond your time as a graduate student.

Describe ways that students can find and connect with mentors in your home discipline/specialty/department.

[bookmark: _Toc74219160][bookmark: _Toc119406464]Giving & Receiving Feedback (optional)

Describe (or consider developing) a process for students and advisors/mentors to give and receive feedback to each other about their performance in accordance with expectations outlined in an Advising Compact (or, by extension, a Mentoring Compact), IDPs, or your program’s/department’s annual/performance review process. Include details such as example reports, form/content expected, frequency of reviews and deadlines, and who should be participating.


[bookmark: _Toc74219161][bookmark: _Toc119406465]Degree Requirements

If your department/program only offers one kind of degree, remove the current Level 2 Headings (“Master’s Degree” and “Doctoral Degree”) and turn the current Level 3 Headings (“Basic Requirements,” “Sample Timeline,” etc.) into Level 2 Headings, then delete duplicate sections. Similarly, adjust the name of the degree(s) as needed.

Some departments/programs may wish to create a separate handbook for each kind of degree rather than collapsing them here. This could be wise if there are many other unique adjustments by degree-type, extending beyond Degree Requirements. However, separate handbooks will require checking for consistency across all handbooks when updates are made, so this is generally not advised.

[bookmark: _Toc74219162][bookmark: _Toc119406466]Master’s Degree

All students in the [Insert Name of Master’s Program] are responsible for keeping aware of the following requirements to complete the degree.

[bookmark: _Toc74219163][bookmark: _Toc119406467]Requirements

For all current requirements to complete your degree (e.g., credits, courses, milestones, learning outcomes/goals, etc.) see your program’s page in the Graduate Guide. Navigate to guide.wisc.edu/graduate, then select “Degrees/Majors,” your program’s name, the “Named Option” of your program (if applicable; found near the bottom of the Requirements tab), and then “Requirements” from the navigation bar on the right side. You will be taken to a subsection of your program’s Guide page that contains all official requirements for your degree. Similarly, see “Policies” from the navigation bar of your program’s page to learn about policies affecting these requirements (e.g., prior coursework, probation, credits per term allowed, time constraints, grievances and appeals, etc.). Note that when you look at the Guide to learn about program requirements, you will be viewing the current year’s version. To find past versions of program requirements, see the Guide Archive and search for your program and the year you would like to reference.

You may wish to edit this section to provide hyperlinks to specific Guide pages of your program and/or any additional supporting detail that expands on the requirements mentioned in Guide. Do not duplicate Guide content in the handbook, and follow procedures to update Guide if you have new or changed requirements for this program. As a reminder, all requirements must be in Guide.

[bookmark: _Toc74219164][bookmark: _Toc119406468]Recommendations (optional)

Use this section to outline any recommendations that are distinct from the “Professional Development” section at the end of the handbook. These may include, but are not limited to:

· Recommended courses or seminars
· Recommended electives
· Internships
· Graduate/Professional Certificates most relevant to the field/profession 

[bookmark: _Toc74219165][bookmark: _Toc119406469]Thesis
Replace “Thesis” with Final Exam, Capstone, Final Project, and other equivalent milestones, as applicable. Duplicate this section for additional milestones as needed.

[bookmark: _Toc74219166]Committee & Topic

Master’s committees advise and evaluate satisfactory progress, evaluate a thesis, and/or sign a degree warrant. For general guidance from The Graduate School on the role and composition of committees as well as an online tool to determine if your committee meets minimum requirements, see the following policy page: policy.wisc.edu/library/UW-1201. In addition to this general guidance, this program requires the following of committees: Additional detail about committee composition, function, and roles determined by the program should be included here, as applicable.

Your advisor chairs your committee and provides individualized guidance on how to select committee members. Insert your program/department’s guidance regarding committee member selection. This may include factors or questions to consider when deciding to approach a faculty member about committee participation (similar to the list of questions to ask a prospective advisor, above) and/or any procedural norms. Describe any procedures or norms for changing committee members.

Your advisor can also provide guidance on selecting your topic. Additional guidance from the program on topic selection should be included here, as applicable. If you find that your topic and/or mentoring needs no longer align with your advisor, see “Advising & Mentoring” section on how to change advisors. Note that your committee composition may or may not need to change as well in this scenario, depending upon your new advisor’s guidance. 

[bookmark: _Toc74219167]Form & Content

Students have indicated that they find it helpful to receive explicit guidance on the possible forms their thesis/projects/exams could take, as well as expectations for content. This may include (but is not limited to):

· Required style/form
· Required components and sections
· Content areas
· Reading lists
· Length
· Citation styles
· Evaluation/grading criteria
· Samples/models/exemplars (include how to access these here or in “Procedures” below)

Locating this kind of information in the handbook facilitates equitable communication of expectations. If this information is to be housed elsewhere (e.g., to be determined and communicated by the advisor), indicate that in this section.

[bookmark: _Toc74219168]Procedures

Describe the following procedural elements, as applicable:

· Eligibility requirements
· Conditions for taking or re-taking exams
· Limits to the number of attempts to pass
· Scheduling (including when drafts should be circulated to the committee, when warrants need to be requested, etc.)
· Frequency/availability of offered exams
· Closed-book versus use of notes
· Exam conditions
· Research requirements (e.g., IRB)
· Timeline for notification of the outcome

[bookmark: _Toc74219169][bookmark: _Toc119406470]Sample Course Schedule (optional)

Consider outlining a schedule of courses by year/semester that is either required, typical, or ideal for students in this program. Note: It is important to keep this section updated to reflect the requirements in Guide. Programs may also opt to add suggested course schedules into Guide (using the “four-year plan” table, which can be modified to include any number of years or semesters). 

[bookmark: _Toc74219170][bookmark: _Toc119406471]Master’s Degree Checklist: Timeline & Deadlines

The Graduate School maintains a list of steps to complete your master’s degree, including deadlines and important things to know as you progress toward graduation: grad.wisc.edu/current-students/masters-guide. In addition to what is posted on this webpage from the Graduate School, you must meet all required steps of the program (outlined below). Delete this last clause if you will not be adding a program checklist below.

(Optional) Provide a checklist of all key program tasks to complete the degree. Key tasks may include but are not limited to:

· curricular requirements
· processes related to committees
· research requirements and scheduling protocols (e.g., IRB)
· exams, proposals, defenses, thesis, capstones, or final papers/projects
· requesting warrants
· graduation procedures
· transition from master’s to doctoral education (when applicable)

Each key task should be ordered according to the required or typical progression and have the following indicated next to it:

· required, typical, or ideal deadlines/timelines for completion
· time limits (as applicable)
· eligibility requirements (as applicable)
· associated procedures and/or forms (hyperlinks are helpful)

Some programs may choose to capture this information in other sections of the handbook.

For examples of checklists, see the following program handbooks:

Curriculum & Instruction: Master’s & PhD
merit-www.education.wisc.edu/ci-handbook/#ms-checklist
merit-www.education.wisc.edu/ci-handbook/#phd-checklist

Genetics PhD: Requirements At-A-Glance
genetics.wisc.edu/current-ph-d-students

Integrated Program in Biochemistry (IPiB)
ipib.wisc.edu/education/handbooks

Population Health Academic Guide: MS/PhD
pophealth.wisc.edu/degree-programs/academic-guide

[bookmark: _Toc74219171][bookmark: _Toc119406472]Doctoral Degree

All students in the [Insert Name of Doctoral Program] are responsible for keeping aware of the following requirements to complete the degree.

[bookmark: _Toc74219172][bookmark: _Toc119406473]Requirements

For all current requirements to complete your degree (e.g., credits, courses, milestones, and learning outcomes/goals) see your program’s page in the Graduate Guide. Navigate to guide.wisc.edu/graduate, then select “Degrees/Majors,” your program’s name, the “Named Option” of your program (if applicable; found near the bottom of the Requirements tab), and then “Requirements” from the navigation bar on the right side. You will be taken to a subsection of your program’s Guide page that contains all official requirements for your degree. Similarly, see “Policies” from the navigation bar of your program’s page to learn about policies affecting these requirements (e.g., prior coursework, probation, credits per term allowed, time constraints, grievances and appeals, etc.). Note that when you look at the Guide to learn about program requirements, you will be viewing the current year’s version. To find past versions of program requirements, see the Guide Archive and search for your program and the year you would like to reference.

You may wish to edit this section to provide hyperlinks to specific Guide pages of your program and/or any additional supporting detail that expands on the requirements mentioned in Guide. Do not duplicate Guide content in the handbook, and follow procedures to update Guide if you have new or changed requirements for this program. As a reminder, all requirements must be in Guide.

[bookmark: _Toc74219173][bookmark: _Toc119406474]Recommendations (optional)

Use this section to outline any recommendations that are distinct from the “Professional Development” section at the end of the handbook. These may include, but are not limited to:

· Recommended courses or seminars
· Recommended electives
· Internships
· Minors or Graduate/Professional Certificates most relevant to the field/profession (Note: Programs can advise students about “good fits” based on their program of study, but the Graduate School prohibits programs from prescribing or excluding which minors and/or graduate/professional certificates are available for students to meet the Breadth requirement. If a program has “opted out” of the minor/certificate requirement, this information is likely irrelevant.)

[bookmark: _Toc74219174][bookmark: _Toc119406475]Committee

Doctoral committees advise and evaluate satisfactory progress, administer preliminary and final oral examinations, evaluate a thesis or dissertation, and/or sign a degree warrant. For general guidance from The Graduate School on the role and composition of committees as well as an online tool to determine if your committee meets minimum requirements, see this policy page: policy.wisc.edu/library/UW-1201. In addition to this general guidance, this program requires the following of doctoral committees: Additional detail about committee composition, function, and roles determined by the program should be included here, as applicable.

Your advisor chairs your committee and provides individualized guidance on how to select committee members. Insert your program/department’s guidance regarding committee member selection. This may include factors or questions to consider when deciding to approach a faculty member about committee participation (similar to the list of questions to ask a prospective advisor, above) and/or any procedural norms. Describe any procedures or norms for changing committee members.

If the program guidance on committees differs by milestone (i.e., preliminary exam committee versus dissertation defense committee), it may be helpful to put a “Committee” subsection under each milestone (below) in lieu of this standout section.

[bookmark: _Toc74219175][bookmark: _Toc119406476]Qualifying Exam (optional)

Describe the form, content, expectations, and procedures for any qualifying exams. Some additional elements to consider including, as applicable:

· Eligibility requirements
· Deadlines and time limits
· Conditions for taking or re-taking exams
· Limits to the number of attempts to pass
· Scheduling (including when drafts should be submitted)
· Frequency/availability of offered exams
· Closed-book versus use of notes
· Access to sample/previous questions, reading lists, etc.
· Exam conditions
· Research requirements (e.g., IRB)
· Timeline for notification of the outcome

For some programs, this might be part of the master’s program and could be placed there instead.

[bookmark: _Toc74219176][bookmark: _Toc119406477]Preliminary Exam 

Describe the form, content, expectations, and procedures for the preliminary exam. Some additional elements to consider including, as applicable:

· Eligibility requirements
· Deadlines and time limits
· Conditions for taking or re-taking exams
· Limits to the number of attempts to pass
· Scheduling (including when drafts should be circulated to the committee, when warrants need to be requested, etc.)
· Frequency/availability of offered exams
· Closed-book versus use of notes
· Access to sample/previous prelim questions, reading lists, etc.
· Exam conditions
· Research requirements (e.g., IRB)
· Timeline for notification of the outcome

[bookmark: _Toc74219177][bookmark: _Toc119406478]Dissertation & Final Oral Exam/Defense

[bookmark: _Toc74219178]Topic

Your advisor can provide guidance on selecting your dissertation topic. Additional guidance from the program on topic selection should be included here, as applicable. If you find that your topic and/or mentoring needs no longer align with your advisor, see “Advising & Mentoring” section on how to change advisors. Note that your committee composition may or may not need to change as well in this scenario, depending upon your new advisor’s guidance. 

[bookmark: _Toc74219179]Form & Content

Students have indicated that they find it helpful to receive explicit guidance on the possible forms their dissertation/projects/exams could take, as well as expectations for content. This may include (but is not limited to):

· Required style/form
· Required components and sections
· Content areas
· Reading lists
· Length
· Citation styles
· Evaluation/grading criteria
· Samples/models/exemplars (include how to access these)

Locating this kind of information in the handbook facilitates equitable communication of expectations. If this information is to be housed elsewhere (e.g., to be determined and communicated by the advisor), indicate that in this section.

[bookmark: _Toc74219180]Procedures

Describe the following procedural elements, as applicable:

· Eligibility requirements
· Scheduling (including when drafts should be circulated to the committee)
· Final oral exam/defense conditions
· Access to sample dissertations, defense presentations, etc.
· Research requirements (e.g., IRB)
· Timeline for notification of the outcome

[bookmark: _Toc74219181][bookmark: _Toc119406479]Sample Course Schedule (optional)

Consider outlining a schedule of courses by year/semester that is either required, typical, or ideal for students in this program. Note: It is important to keep this section updated to reflect the requirements in Guide. Programs may also opt to add suggested course schedules into Guide (using the “four-year plan” table, which can be modified to include any number of years or semesters).

[bookmark: _Toc74219182][bookmark: _Toc119406480]Doctoral Degree Checklist: Timeline & Deadlines

The Graduate School maintains a list of steps to complete your master’s degree, including deadlines and important things to know as you progress toward graduation: grad.wisc.edu/current-students/doctoral-guide. In addition to what is posted on this webpage from the Graduate School, you must meet all required steps of the program (outlined below). Delete this last clause if you will not be adding a program checklist below.

(Optional) Provide a checklist of all key program tasks to complete the degree. Key tasks may include but are not limited to:

· curricular requirements
· processes related to committees
· research requirements and scheduling protocols (e.g., IRB)
· exams, proposals, defenses, thesis, capstones, or final papers/projects
· requesting warrants
· graduation procedures
· transition from master’s to doctoral education (when applicable)

Each key task should be ordered according to the required or typical progression and have the following indicated next to it:

· required, typical, or ideal deadlines/timelines for completion
· time limits (as applicable)
· eligibility requirements (as applicable)
· associated procedures and/or forms (hyperlinks are helpful)

Some programs may choose to capture this information in other sections of the handbook.

For examples of checklists, see the following program handbooks:

Curriculum & Instruction: Master’s & PhD
merit-www.education.wisc.edu/ci-handbook/#ms-checklist
merit-www.education.wisc.edu/ci-handbook/#phd-checklist

Genetics PhD: Requirements At-A-Glance
genetics.wisc.edu/current-ph-d-students

Integrated Program in Biochemistry (IPiB)
ipib.wisc.edu/education/handbooks

Population Health Academic Guide: MS/PhD
pophealth.wisc.edu/degree-programs/academic-guide


[bookmark: _Toc74219183][bookmark: _Toc119406481]Enrollment Requirements

You are responsible for following Graduate School policies related to course enrollment requirements and limitations:

Adding / Dropping Courses
grad.wisc.edu/documents/add-drop

Auditing Courses
policy.wisc.edu/library/UW-1224

Canceling Enrollment
grad.wisc.edu/documents/canceling-enrollment

Continuous Enrollment Requirement for Dissertators
policy.wisc.edu/library/UW-1204

Enrollment Accountability
grad.wisc.edu/documents/enrollment-accountability

Minimum Enrollment Requirements
policy.wisc.edu/library/UW-1208

If your program/department has more stringent or additional requirements than the Graduate School, add descriptive detail in this section accordingly (e.g., university special-student enrollment policies if applicable). Similarly, delete any policies above that do not apply to your programs (e.g., continuous enrollment for dissertators if this is a master’s program only handbook).


[bookmark: _Toc74219184][bookmark: _Toc119406482]Academic Exception Petitions

All programs should have a local process for handling academic exceptions for program requirements/expectations. Some examples of possible exception processes – both general and specific – are included below for inspiration and programs are encouraged to edit and cut/paste portions as needed.

Keep in mind that some academic exceptions may need to be approved by the Graduate School. For further information about this, contact the Director of Academic Services and see the following webpage: grad.wisc.edu/documents/exceptions

Examples of General Statements

	Example #1: Review by Director of Graduate Studies/Advisor

Academic exceptions are considered on an individual case by case basis and should not be considered a precedent.  Deviations from normal progress are highly discouraged, but the program recognizes that there are in some cases extenuating academic and personal circumstances.  Petitions for course exceptions/substitutions or exceptions to the Satisfactory Progress Expectations (academic or conduct) shall be directed to the Director of Graduate Studies or relevant committee chair (example Curriculum Chair). The following procedures apply to all petitions:
1. The specific requirement/rule/expectation pertinent to the petition must be identified.  
2. The student's academic advisor must provide written support for the petition.  
3. All course work substitutions and equivalencies will be decided by appropriate area-group faculty or curriculum chair.  
More generally, the Director of Graduate Studies, in consultation with the student’s advisor, may grant extensions to normal progress requirements for students who face circumstances (similar to tenure extensions) as noted in university regulations, this includes childbirth, adoption, significant responsibilities with respect to elder or dependent care obligations, disability or chronic illness, or circumstances beyond one’s personal control. Where warranted, the petition should provide good evidence of plans and ability to return to conformance with the standard and to acceptably complete the program. The normal extension will be one semester; anything beyond this will be granted only in the event of highly extraordinary circumstances. Extensions will be granted formally with a note of explanation to be placed in the student’s file.

	Example #2: Review by Exceptions Committee (adapted from Sociology)

The student may petition the Exceptions Committee for a waiver of any required course. The basis for such a waiver shall be evidence of previous work of the same level and content to be determined by the committee in consultation with the faculty member currently responsible for the course concerned. A requirement which is completed by waiver carries no credit toward the Graduate School's credit requirements nor toward the program’s credit requirement for the degree.

Exceptions Committee procedures are designed to encourage a student to work closely with an advisor and other faculty, who will be aware of the student's work and personal circumstances. A student petitioning for a deadline extension or waiver of any type must obtain an endorsement from his or her advisor, and/or members of the graduate committee. Advisors may petition the Exceptions Committee on behalf of their advisees. The Exceptions Committee may ask the advisor for further information beyond that written on the petition.

Students may ask the Director of Graduate Studies or other faculty members to advise them, to speak to the Exceptions Committee on their behalf, or to endorse their petitions. Students may consult with the chair of the Exceptions Committee or with the graduate advisor about Exceptions Committee procedures and standards, but the Exceptions Committee cannot substitute for an advising relationship.

Examples of Specific Statements

Example #3: Qualifying Exam Failure

A student who fails the Qualifying Examination may be offered a second opportunity to pass the qualifying examination or may be dismissed from the program. Petitions of a decision by the Thesis/Dissertation Committee must be made to the Exceptions Committee within two weeks or they will be final. The Exceptions Committee will make the final decision regarding a petition.

A student who has not satisfied the qualifying examination requirement within 36 months of entering the program will be dropped from the program, except by appeal in writing to the Exceptions Committee, which will make the final decision.

Example #4: Extension Requests (adapted from Sociology)

Students who have not completed the degree on schedule may request extensions. Requests for a one-semester/year extension can be made to the Exceptions Committee. The Exceptions Committee is authorized to approve these requests upon written justification from the student and their advisor. The student must describe the reasons for the request and provide a proposed timetable for completing all program requirements. The major professor must sign the request form and write comments endorsing the request. The request should be made as soon as the need for an extension becomes apparent. The Exceptions Committee may request additional documentation as needed.  Appeals or requests for additional extensions must be approved by the full program faculty. 


[bookmark: _Toc74219185][bookmark: _Toc119406483]Satisfactory Academic Progress

Your continuation as a graduate student at UW-Madison is at the discretion of your program, the Graduate School, and your faculty advisor. Any student may be placed on probation or dismissed from the Graduate School for not maintaining satisfactory academic progress, and this can impact your academic standing (detailed below), financial aid (see this policy page: policy.wisc.edu/library/UW-1040), or funding (consult your sources of funding, as applicable). Our program has its own definition of satisfactory academic progress and related procedures that supplement Graduate School policy, as described in this section.

[bookmark: _Toc74219186][bookmark: _Toc119406484]Definition

Information about how the Graduate School determines satisfactory academic progress can be found at this policy page: policy.wisc.edu/library/UW-1218. In addition to the Graduate School’s monitoring of satisfactory academic progress, this program regularly reviews the satisfactory academic progress of its students, defined as the following: 

Describe how your program determines satisfactory progress. Be sure to include URL references to pages in Guide when discussing curricular and policy requirements (e.g., Graduate School minimum degree requirements or program-specific requirements). You may also wish to reference the Policy Library (policy.wisc.edu) and the Graduate School’s Academic Policies & Procedures (grad.wisc.edu/academic-policies) if discussing particular policies/procedures that need further explanation than what is offered in Guide. Possible points to expand upon include:

· Expected timeline for course progression
· Annual reviews (strongly recommended by the Graduate School) which may or may not include revisiting advising compacts, IDPs, and academic progress reports/assessments Include details such as frequency, form, content, and participants of reviews, as well as examples, whenever possible.
· Expectations for quality scholarship and research

Describe how often and in what manner your program reviews satisfactory academic progress.

[bookmark: _Toc74219187][bookmark: _Toc119406485]Not Meeting Academic Expectations

Indicate the procedures and possible consequences students face when they do not meet your program’s academic expectations outlined above. Both of these elements should be described in detail. This may include, but is not limited to:

· Procedures for reviewing progress (e.g., annual review meeting)
· Timing and frequency of progress reviews
· Who makes the initial decision to dismiss a student for lack of satisfactory academic progress (e.g., SAP committee; graduate studies committee; special committee comprised of the graduate program coordinator, faculty advisor, director of graduate studies, and/or chair)
· What will happen if the student is determined to have a lack of progress (include procedural details and timelines as applicable)
· Process and timing of possible student responses to determination
· Appeal procedures (include deadlines and to whom the appeal should be directed) 

 Example:

Student progress will be reviewed through coursework or at Yearly Meetings. If the advisor and graduate committee (“Steering Committee”) find at the Yearly Meeting or at any other time that a student has failed to achieve satisfactory progress in the academic expectations set in this handbook, the student will be notified and given an opportunity to submit a response within a set time period (typically 2 weeks). The advisor and graduate committee will review the response within 2 weeks and determine if further action is needed. Students may be dismissed from the program. Students may, alternatively, be placed on probation for one semester and then reviewed by the Steering Committee following the probationary semester. Students placed on probation may be dismissed or allowed to continue based upon review of progress during the probationary semester. If a student wishes to appeal any decision stemming from this review process, they can do so within 2 weeks of the date of the decision letter through submitting a letter to the chair and requesting a new hearing with the addition of a faculty member external to the original Steering Committee.

Programs are encouraged to consult with the Graduate School’s Director of Academic Services for assistance and consultation in developing their specific dismissal procedures for lack of satisfactory academic progress.


[bookmark: _Toc74219188][bookmark: _Toc119406486]Personal Conduct Expectations

Review the following sub-sections and add supplemental descriptions of expectations for conduct in your program/department as well as any related procedures and sanctions. The sub-sections “Professional Conduct” and “Process and Sanctions for Violations of Conduct Standards” can be modified to serve the needs of your own program. Generally speaking, the content for the following sub-sections should remain as written but can have additional content added as needed:

· Academic Misconduct
· Non-Academic Misconduct
· Research Misconduct
· Hostile and Intimidating Behavior
· Grievance Process

Whenever possible, provide description of both expectations and possible consequences/procedures when expectations are not met or standards are violated.

[bookmark: _Toc74219189][bookmark: _Toc119406487]Professional Conduct

The Office of Student Conduct and Community Standards maintains detailed guidance on student rights and responsibilities related to learning in a community that is safe and fosters integrity and accountability. You are responsible for keeping aware of their policies and procedures, found at the following page: conduct.students.wisc.edu

Programs/departments are allowed to hold more stringent policies regarding students’ professional conduct. If those exist, describe those in detail here (or provide URL references if they exist elsewhere).

Possible points to expand upon include:

· Statement that the same expectations exist for faculty conduct
· Conduct expectations of a professional society or accrediting body
· Appropriate use of technology/internet
· Social media guidelines
· Avoiding plagiarism
· Writing standards (e.g., acceptable manuscript and citation styles)
· “Exit Pledge” that ties to program conduct expectations (for example, see bus.wisc.edu/mba/current-students/honor-code)

Example adapted from MPH and Communication Sciences and Disorders programs:

This program sees the following qualities as evidence of professional behavior by students:
· Understands and follows the UW Student Code of Conduct
· Shows respect for a diversity of opinions, perspectives, and cultures
· Accurately represents their work and acknowledges the contributions of others
· Aims to gain knowledge and contributes to the knowledge base of others
· Strives to incorporate and practice disciplinary ideals in their daily lives
· Demonstrates integrity; provides accurate information in resumes/CVs
· Challenges themselves in academic pursuits
· Follows research ethics including IRB protocols, documentation of research activities, protection of subject/client confidentiality, and follows HIPAA regulations
· Demonstrates commitment to an unbiased interpretation of data as well as related academic and professional endeavors
· Follows-through and pulls their weight in group activities
· Understands where collaboration among students is or is not allowed
· Does not plagiarize others or past work (self-plagiarism), cheat, or purposefully undermine the work of others
· Avoids conflicts of interest
· Interacts with peers, faculty, staff, and those they encounter in their professional capacity in a manner that is respectful and considerate
· Attends and is prepared for all scheduled meetings and classes, and honors agreed upon work schedules
· Communicates openly and offers prompt responses to inquiries
· Is careful in their use of available equipment, technology and resources
· Offers criticism in a constructive manner
· Welcomes feedback
· Is actively prepared for class and ready for questions and answers
· Notifies instructors at least one day in advance of a planned absence and takes responsibility for finding out what they missed
· Recognizes that the pursuit of knowledge is a continuous process and seeks guidance (when needed) as they adapt to change

[bookmark: _Toc74219190][bookmark: _Toc119406488]Academic Misconduct

Academic misconduct is governed by state law, UW System Administration Code Chapter 14. For further information on this law, what constitutes academic misconduct, and procedures related to academic misconduct, see: 

The Graduate School

Academic Policies & Procedures: Misconduct, Academic
grad.wisc.edu/documents/misconduct-academic

Office of Student Conduct and Community Standards

Academic Misconduct Website
conduct.students.wisc.edu/academic-misconduct

Academic Misconduct Flowchart
conduct.students.wisc.edu/documents/academic-misconduct-flow-chart

Describe any additional policies your program has in place regarding academic misconduct.

[bookmark: _Toc74219191][bookmark: _Toc119406489]Non-Academic Misconduct

Non-academic misconduct is governed by state law, UW System Administration Code Chapters 17 and 18. For further information on these laws, what constitutes non-academic misconduct, and procedures related to non-academic misconduct, see:

The Graduate School

Academic Policies & Procedures: Misconduct, Non-Academic
grad.wisc.edu/documents/misconduct-nonacademic

Office for Student Conduct and Community Standards

Non-Academic Misconduct Website
conduct.students.wisc.edu/nonacademic-misconduct

University of Wisconsin System (UWS)

Chapter 17: Student Non-Academic Disciplinary Procedures
docs.legis.wisconsin.gov/code/admin_code/uws/17

Chapter 18: Conduct on University Lands 
docs.legis.wisconsin.gov/code/admin_code/uws/18

Describe any additional policies your program has in place regarding non-academic misconduct.

[bookmark: _Toc74219192][bookmark: _Toc119406490]Research Misconduct

Graduate students are held to the same standards of responsible conduct of research as faculty and staff. Further information about these standards and related policies and procedures can be found at:

The Graduate School

Academic Policies & Procedures: Responsible Conduct of Research
grad.wisc.edu/documents/responsible-conduct-of-research

Office of the Vice Chancellor for Research and Graduate Education

Research Policies
research.wisc.edu/compliance-policy

Describe any additional policies your program has in place regarding research misconduct.

[bookmark: _Toc74219193][bookmark: _Toc119406491]Hostile and Intimidating Behavior (Bullying)

Hostile and intimidating behavior (HIB), sometimes referred to as “bullying,” is prohibited by university policy applicable to faculty, academic staff, and university staff. For further definition, policy, and procedures related to HIB see: hr.wisc.edu/hib. Students who feel they have been subject to HIB are encouraged to review the informal and formal options on the “Addressing HIB” tab of this website.

Programs are encouraged to include a statement explaining the standards expected by departmental/programmatic faculty and staff in regard to HIB/bullying and encouraging students to report HIB when it is experienced or observed. Reference “Incident Reporting” below for reporting procedures.

[bookmark: _Toc74219194][bookmark: _Toc119406492]Grievance Process

Each college or program on campus has a grievance process that students can use to address other concerns regarding their experience in the program. This program’s grievance process can be found detailed at:

[Insert link to your program’s “Policies” page in Guide.]

[bookmark: _Toc74219195][bookmark: _Toc119406493]Process and Sanctions for Violations of Conduct Standards

It is recommended that a program governance committee be in place specifically designed for the purpose of evaluating disciplinary action and/or dismissal cases. A possible committee example and description is offered below, but other structures/committees can also work.

Example: Advanced Standing Committee (ASC) (adapted from Sociology)

The Advanced Standing Committee (ASC) administers the regulations established by the faculty. It makes sure students are meeting the program expectations and imposes sanctions when appropriate. Faculty and faculty committees determine whether the quality of a student’s work and conduct are satisfactory, while the ASC determines whether the student is satisfying the academic requirements in a timely fashion and meeting program conduct expectations. Students who are falling behind academically or not meeting conduct expectations are first warned, then put on probation, and the n dropped from the program if they cannot complete the requirements or remedy their conduct. Within boundaries set by the faculty, the ASC is authorized to take account of individual circumstances and problems, and to grant extensions of deadlines and waivers of requirements.

To allow for transparency, programs are encouraged to expand on possible disciplinary action options either as a whole here or within each of the following sub-sections. Possible disciplinary actions might include but are not limited to:

· Written reprimand
· Denial of specified privilege(s)
· Imposition of specific terms and conditions on continued student status
· Removal of funding
· Probation
· Restitution
· Removal of the student from the course(s) in progress
· Failure to promote
· Withdrawal of an offer of admission
· Placement on leave of absence for a determined amount of time
· Suspension from the program for up to one year with the stipulation that remedial activities may be prescribed as a condition of later readmission. Students who meet the readmission condition must apply for readmission and the student will be admitted only on a space-available basis. See the Graduate School policy on readmission: policy.wisc.edu/library/UW-1230.
· Suspension from the program, ranging from one semester to four years
· Dismissal from the program
· Denial of a degree

[Delete the following first clause if your program does not have expanded disciplinary options listed above:] In addition to the program’s disciplinary actions, the Dean of Students Office may also have grounds to issue one or more of the following:

· Reprimand
· Probation
· Suspension
· Expulsion
· Restitution
· A zero or failing grade on an assignment/exam
· A lower grade or failure in the course
· Removal from course
· Enrollment restrictions in a course/program
· Conditions/terms of continuing as a student


[bookmark: _Toc74219196][bookmark: _Toc119406494]Incident Reporting (Hate, Bias, Sexual Assault, Hazing, Students of Concern, Bullying) 

The Dean of Students Office maintains a portal to report incidents of hate, bias, sexual assault, hazing, dating/domestic violence, stalking, missing students, and students displaying other concerning behaviors at UW-Madison:

Dean of Students Incident Reporting
doso.students.wisc.edu/report-an-issue

As noted above in “Personal Conduct Expectations,” students who feel they have been subject to hostile and/or intimidating behavior (i.e., bullying) are encouraged to review the informal and formal options for addressing this behavior (including filing complaints when desired) at:

Human Resources Hostile and Intimidating Behavior Website
hr.wisc.edu/hib


[bookmark: _Toc74219197][bookmark: _Toc119406495]Funding, Employment, and Finances

“Funding” is a term used to describe university employment or support to cover some or all of your costs of graduate education. It varies in kind, amount, and level of guarantee.

Provide an overview of the funding landscape in your program to help students plan their finances accordingly. You may wish to refer to the Graduate School Explorer data tools to find historical information on how your program’s students have been funded as you consider answering the following questions in this overview section:

· What funding options are available to students in your program?
· What types of funding do students in the program typically receive?
· What percent of students receive funding?
· How many years are students typically funded through the program?
· Are master’s and doctoral students funded similarly?
· Are international students eligible for all types of funding available to domestic students?
· Are students typically funded during the summer?

The Graduate School maintains policies related to graduate student funding/employment:

Maximum Levels of Appointments
grad.wisc.edu/documents/maximum-levels-of-appointments

Concurrent Appointments for Fellows/Trainees
grad.wisc.edu/documents/concurrent-appointments

Enrollment Requirements for Graduate Assistants
policy.wisc.edu/library/UW-1208

Eligibility for Summer RA, TA, PA, and LSA Appointments
policy.wisc.edu/library/UW-5089

[bookmark: _Toc74219198][bookmark: _Toc119406496]Guaranteed Funding (optional)

If your program offers guaranteed funding, describe that here. It may be helpful to include information about:

· Single-year versus multi-year guarantees
· Timing of notifications/confirmations for future year funding / renewals
· Nature and responsibilities of the appointment (when applicable)

[bookmark: _Toc74219199][bookmark: _Toc119406497]Finding Funding Without a Guaranteed Appointment

[bookmark: _Toc74219200][bookmark: _Toc119406498]Campus-Wide and External Sources

To help you find resources to pay for costs related to graduate education, the Graduate School provides a comprehensive overview of the funding process on campus as well as descriptions of the types of funding available, sources of funding, minimum stipend rates and benefits, and links to applicable human resources policies (e.g. GAPP) at: 

Graduate School: Funding and Financial Aid
grad.wisc.edu/funding

External Fellowship Database
grad.wisc.edu/funding/external-fellowship-database

UW-Madison Libraries Grants Information Collection
library.wisc.edu/memorial/collections/grants-information-collection

[bookmark: _Toc74219201][bookmark: _Toc119406499]In Our Program/Department (optional)

In addition to campus-wide and external sources of funding, our program/department offers sources of funding that are awarded on a competitive or need-basis. [Adjust this sentence as needed to reflect the funding structures in your program/department.] 

Consider expanding on the following, whenever applicable:

· Eligibility
· Criteria for determining assistantship/scholarship/fellowship awards
· Application procedures, materials, and timelines
· Timelines for selection and notification
· How students can confirm they are being considered for funding
· Nature of the appointment (e.g., assistantship vs. scholarship vs. fellowship, renewable or not, percentage of appointment, stipend levels, tuition remission, supervisor or line of report)
· Responsibilities of the appointment and related performance evaluation metrics/processes
· Documentation students should receive to confirm the award
· Person to contact for questions

For non-pooled (revenue) programs, describe student’s eligibility to accept assistantships. Example language is available in a link titled “UW-Madison Requirements and Processes for Academic Programs with Non-Pooled/131 Tuition” on this page: policy.wisc.edu/library/UW-1033.

Additionally, be sure to clarify any program/department policies related to appointments (or refer to a URL where that information can be found). Policies might include aspects such as:

· Orientation and training
· Evaluation
· Non-discrimination
· Grievance procedures
· Termination
· Health and safety
· Benefits (including sick leave, vacation, and leave of absence)

Be sure to reference GAPP as you develop this section as all GAPP policies must be followed for graduate assistants.

[bookmark: _Toc74219202][bookmark: _Toc119406500]Additional Policies & Resources

Graduate School Policy: Residence for Tuition Purposes
grad.wisc.edu/documents/residence-for-tuition-purposes

Employee Disability Resources
employeedisabilities.wisc.edu

Graduate Assistantship Policies and Procedures (GAPP)
hr.wisc.edu/policies/gapp


[bookmark: _Toc74219203][bookmark: _Toc119406501]Professional Development (optional)

When you participate in professional development, you build skills needed to succeed academically and thrive in your career. The following are professional development activities that we recommend for your consideration. Required professional development will be detailed in “Degree Requirements” above.

[bookmark: _Toc74219204][bookmark: _Toc119406502]On Campus

The Graduate School develops and curates a wide variety of resources for professional development, including a tool to assess your skills, set goals, and create a plan with recommended activities on campus (e.g., the popular “Individual Development Plan” or IDP) as well as programming to help you explore careers, prepare for a job search, build your network and learn from alumni, manage projects, communicate about your research, and much more. 

DiscoverPD helps master’s and doctoral students at UW-Madison advance their academic and professional goals with customized recommendations based on a skills self-assessment. The 400+ professional development recommendations available in the DiscoverPD database are available in a range of formats to best meet your diverse needs, including in-person, virtual, asynchronous, and synchronous opportunities. All of this can be found at:

Professional Development from the Graduate School
grad.wisc.edu/professional-development

The Graduate School communicates professional development opportunities through an e-newsletter, GradConnections, that all graduate students receive at their wisc.edu email. Graduate students in traditional graduate degree programs receive the newsletter weekly during the academic year and every other week in the summer. Graduate students in online degree programs receive the newsletter every other week during the academic year and monthly during the summer.

[bookmark: _Toc74219205][bookmark: _Toc119406503]In Our Program/Department

Describe recommended or optional opportunities for professional development in your program/department. These may include, but are not limited to:

· Workshops
· Resources (e.g., faculty advisors, a career library, school/college career center, alumni profiles, etc.)
· Student organizations
· Departmental governance (cross-reference with “How to Get Involved” section above)
· Leadership opportunities
· Optional curricular elements such as practicums, clinical experiences, field courses, or capstone projects
· TA mentoring and training
· Research-related training (e.g., responsible conduct of research, conflict of interest, data management, mentor/trainee relationships, publication practices, peer review, collaborative science issues, human subjects, research involving animals, etc.)
· Student awards for teaching or research
· Related interdisciplinary research centers

Be sure to provide enough detail that students will understand next steps to take to become involved in any of these activities, and/or include URLs to this additional information.

[bookmark: _Toc74219206][bookmark: _Toc119406504]In Our Discipline

Describe recommended or optional opportunities for professional development through professional meetings, conferences, and other related activities in your discipline. Be sure to also reference any policies for travel and reimbursements.
1
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