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Introduction

This document outlines the roles and responsibilities of Graduate Students enrolled in the College
of Food, Agricultural, and Environmental Sciences (CFAES), establishing minimum requirements
for all students to assist in their graduate student education and to understand their expectations
and rights.

This document is intended to outline expectations for enrolled graduate students and clarify the
distinction between responsibilities held as a student and those needed to meet the requirements
of an associateship, or funding obligations. This document is also designed to assist students in
navigating their relationships with their advisors, supervisors, and other staff and faculty in the
University, to promote shared understanding of expectations between these parties.

This document was developed by the CFAES Graduate Student Advisory Council (GSAC) with the
CFAES Office for Research and Graduate Education. This document incorporates relevant policies
established by the university as well as best practices within the realm of graduate education.

The following principles serve as guidelines and minimum standards of behavior and conduct for
graduate students and departments in their mutual relations. Some of these standards may seem
obvious, however this document was also developed for the benefit of those who may not be aware
of these guidelines and standards.

Definition of Graduate Students

Graduate students are, first and foremost, students. Graduate students are important members of
the campus instructional and research teams. Graduate students are developing scholars and
researchers and thus require mentorship and mutual respect from faculty members to be
successfulin their degree programs.

Graduate students may serve in multiple capacities, as a student and/or employee, and thus have
rights and responsibilities which facilitate both functions. Graduate students often balance
coursework, research, and teaching responsibilities as part of their advanced education.

- Traditional student roles may include, but are not limited to:
o Students on associateship (*), either 9-month or 12-month appointment:
= 25% appointment (10 hours of associateship work per week)
=  50% appointment (20 hours of associateship work per week)
= 75% appointment (30 hours of associateship work per week)

= Primary associateship appointment types:
e Graduate Research Associate (GRA) focuses on conducting research
under faculty members' supervision.



e Graduate Teaching Associate (GTA) teaches and/or assists in
teaching courses, including leading classes or lab sections, grading,
and supporting students during office hours.

e Graduate Administrative Associate (GAA) primarily provides
administrative support such as program or project management.

o Students on fellowship: no associateship work expectation, but an increased
minimum of class hours per semester.

o Part-time students: may be employed full-time within or outside of the university,
completing their degree in addition to their work responsibilities.

o Self-pay students: those who are fully funding their own degree; may be employed
outside of the university.

(*) For detailed associateships definitions, please see the glossary at the end of the document.

Recommended Guidelines and Minimum Standards

1. Graduate students have the right to an excellent education and the best possible
preparation for their future careers. (Graduate School Handbook, Section 1, Administration
of Graduate Education, https://gradsch.osu.edu/all/graduate-school-handbook-gsh#book-
section-1).

2. Graduate students have the right not to be discriminated against based on gender, race,
age, family status, sexual orientation, disability, religion, political beliefs, country of

citizenship, or country of origin. (University Policy, Affirmative Action & Equal Employment
Opportunity, https://policies.osu.edu/assets/policies/Policy-AAEEQ. pdf)

3. Graduate students have the right to receive collegial treatment and should treat others in
the same manner. This includes freedom from invasion of privacy or any form of personal
harassment or otherwise disrespectful or non-professional behavior. (Graduate School
Handbook, Section 5, Academic and Professional Standards,
https://gradsch.osu.edu/graduate-school-handbook-gsh/gsh-section-5-academic-and-
professional-standards) (University Policy, Office of the Registrar, Privacy and Release of

Student Education Records, https://registrar.osu.edu/policies-information/privacy-and-

release-of-student-record-information-ferpa/)

a. Graduate students recognize their status as developing scholars and have the right
not to be exploited to the personal advantage of a faculty or staff member for
holding less authority or experience in the academic realm.

4. Graduate students have the right to clearly defined grievance procedures and informal
complaint procedures to resolve conflicts that may arise during their graduate program.
These procedures should be presented to graduate students when requested. Further
details on grievance procedures can be found in Appendix C.

Transparency

5. Graduate students may reasonably expect to have their degree requirements clearly
communicated at the outset of their graduate program, and any programmatic changes that
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may affect current graduate students should be clearly communicated in a timely manner.
Itis the responsibility of the program’s Graduate Studies Committee to publish the policies
and procedures for the graduate program and oversee all curriculum requirements and
changes, as outlined in the Graduate School Handbook (Section 13, Graduate Studies
Committee, https://gradsch.osu.edu/all/graduate-school-handbook-gsh#book-section-13).

6. Graduate students should expect to have concrete requirements and a reasonable timeline
for achieving their advanced degree. (Consult the Graduate Student Handbook for your
department to learn the course requirements and the steps (activities) required to achieve
graduation).

a. Students should reasonably be able to expect to graduate within the average time
for their anticipated degree, as outlined by their graduate program and advisor.
Graduate Advisors should be aware of their advisee’s expected graduation and
communicate clear expectations to achieve this agreed-upon timeline (Graduate
School Handbook, Appendix H.4, Graduate Advisor Responsibilities,
https://gradsch.osu.edu/graduate-school-handbook-gsh/gsh-appendix-h-graduate-

advising-best-practices).
Expected program timelines and time to degree information should remain public.

c. Whenrequested, prospective and currently enrolled graduate students should be
given appropriate information about the program's major milestones, such as
preliminary exams, comprehensive exams, proposal defenses, thesis defenses,
dissertation defenses, and graduation requirements, to the best of the advisor’s
and/or graduate program administrator’s ability.

d. Atimeline for degree completion should be discussed with your advisor(s) within
the first month of your program to ensure major degree milestones are planned.
General timelines for Master's and Ph.D. programs are available in Appendix D.

e. Students should communicate regularly with their advisor to ensure they are
following their set timeline and discuss any major problems or changes. Students
and advisors should discuss what timeline would work for them. It is suggested that
students meet with their advisor at least once per month.

7. Graduate students have the right to have their progress toward achieving an advanced
degree evaluated in an objective manner and based on criteria that are understood by the
graduate advisor and the student (Graduate School Handbook, Section 5, Academic and
Professional Standards, https://gradsch.osu.edu/graduate-school-handbook-gsh/gsh-

section-5-academic-and-professional-standards).

a. Agraduate student has the right to regular feedback and guidance concerning their
academic progress. It is suggested that students and advisors discuss progress at
least every semester. This meeting is an opportunity for both the advisor and the
advisee to check in regarding expectations, research progress and overall well-
being.

i. Best practice suggests that students should receive formal feedback,
similar to an employee performance evaluation, at least once per academic
year. Formal meetings may take place more often as needed, such asin the
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case of performance deficiencies that need addressed. Formal feedback
will be considered a periodic meeting between the student and advisor
where progress towards degree is discussed, along with other constructive
input on performance. Students should also be given an opportunity to
provide feedback to their advisor. Students and advisors should be informed
prior to this meeting taking place, ideally with deliverables to be discussed
(such as Program of Study progress, or attainment of major milestones) and
written evaluations provided to all parties to encourage transparency.

ii. Department or program specific requirements for annual evaluations can be
found in your department’s graduate program handbook. General guidance
on academic and professional standards can be found in the Graduate
School Handbook, Section 5 (https://gradsch.osu.edu/all/graduate-school-
handbook-gsh#book-section-5).

b. Student evaluations should be factual and specific. Concerns about unfair or
unreasonable student performance evaluations can be appealed as outlined in
Appendix C of this document.

c. Thereasons for unsatisfactory performance on programmatic examinations should
be stated clearly and within two weeks to the student in a written evaluation. Major
performance concerns should be addressed as soon as noted.

8. Graduate students should be given a fair opportunity to correct deficiencies in their
academic and professional performance. (Graduate School Handbook, Section 5,
Academic and Professional Standards, https://gradsch.osu.edu/all/graduate-school-
handbook-gsh#book-section-5).

a. Anyintentto dismiss a graduate student from a graduate program for inability to
maintain satisfactory academic progress towards degree must be preceded by
specific and timely written communication. If a student feels they have been
improperly dismissed, consult the grievance procedures outlined in Appendix C.

b. Note that there may be varying procedures for dismissal, outlined in the Graduate
School Handbook, Section 5.5, Academic and Disciplinary Dismissal
(https://gradsch.osu.edu/all/graduate-school-handbook-gsh#book-section-5)

Privacy

9. The Family Educational Rights and Privacy Act (FERPA) protects student confidentiality by
placing certain restrictions on the disclosure of information contained in a student’s
education records. Graduate students have the right to reasonable privacy in their
communications with professors, departmental staff, advisors, and department chairs. If
needed, a student can complete a Student Information Release form via Buckeye Link

(https://go.osu.edu/studentinformationrelease?terms=ferpa).

a. Generally, a professor should not discuss an individual student’s academic
performance or behavior with other students, except to the extent that it may affect
another student's academic performance or personal safety.
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b. Discussion of the student’s performance among faculty and administrators should
be of a professional nature and should be limited to the student’s academic
performance and fitness as a graduate student. The personnel involved and the
content of these communications should be limited to the bare minimum required
to achieve intended goals or solve the presented issue (i.e. graduate advisor,
graduate coordinator, graduate studies committee, graduate studies chair,
department chair, dean, etc.)

Professional, Academic, & Research Development

10.

11.

12.

13.

14.

Students should consult with their advisor and graduate studies committee to determine
what courses to take. If the graduate program of study allows, graduate students should
have the ability to enroll in relevant classes offered by another department or graduate
program, provided they have consulted with their graduate advisor or graduate studies
committee, space is available, and they meet the prerequisites. If a student is concerned
about their ability to enroll in appropriate courses, they may follow the procedures outlined
in Appendix C.

Graduate students have the right to be respected as a person of merit and developing
scholar upon gaining admission to a graduate program. This includes an understanding that
different students may have varying skills, career goals, and needs to be successful.

A student’s choice to pursue an academic or non-academic career path after graduation
should not negatively impact the student’s progress, performance appraisals, or any related
administrative decisions.

Graduate students may reasonably expect to receive training on and to actively participate
in the following activities, provided by their advisor, graduate program, or the wider
university:

a. Adequate safety training for field and lab work, including how to use equipment
safely and correctly. A trainee always has the right to ask for additional guidance or
instruction, or to refuse to do work that they do not feel comfortable performing,
especially if there is a safety concern.

b. How to properly develop a research project, including designing studies, data
collection, data evaluation, and proper statistical analysis.

c. How to submit an academic article for publication in a professional journal.

d. How to participate in relevant professional and academic associations and
conferences, including workshops and networking events.

Graduate students have the right to co-authorship or proper acknowledgement appropriate
to their level of contribution. Assigning authorship on a scientific or scholarly manuscript or
creative expression performs a dual role — it apportions credit for the contribution of each
individual while also explicitly assigning responsibility. Faculty and graduate students
should agree as early as possible upon authorship positions. See University Authorship
Guidelines for further details (https://research.osu.edu/sites/default/files/2024-
06/0ORC_Authorship-Guidelines_Aug2021_508.pdf)
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Representation

15. Though not required, graduate students may reasonably expect their thoughts and ideas to
be included in policy decisions made at the department/graduate program level that may

directly or indirectly affect them or their progress to degree. As a best practice, this provides
forincreased communication of student ideas and concerns, as well as for enhanced
training as developing professionals. Further, the Graduate School strongly recommends

that at least one current graduate student serve as a member of the programs Graduate
Studies Committee (Graduate School Handbook, Section 13, Graduate Studies Committee,
https://gradsch.osu.edu/all/graduate-school-handbook-gsh#book-section-13)

a.

The form of this representation may vary from program to program and issue to
issue, ranging from informal graduate student surveys to full-fledged voting graduate
student membership in decision-making committees. Ideally, and when
appropriate, student input should be sought prior to a final decision is made.
Graduate students may participate in representative councils at the program,
department, school, or college and university level and for their service to be
recognized by the campus faculty and administration. This may include, but is not
limited to, departmental graduate student associations, college advisory councils,
or the Council of Graduate Students. Students may also be represented through
elected or appointed graduate student representatives who serve on the university’s
Council of Graduate Students, the CFAES Graduate Student Advisor Committee,
and/or departmental advisory boards.

Student Associates/Employees

16. Graduate Associate appointments should be made in compliance with all university
policies and graduate associates should be provided with the terms of their appointment in
advance (Graduate School Handbook, Section 9, https://gradsch.osu.edu/all/graduate-
school-handbook-gsh#book-section-9) (Graduate School Handbook, Appendix E,

https://gradsch.osu.edu/all/graduate-school-handbook-gsh#book-section-19)

a.

Graduate student employees can expect their appointments to follow the
appropriate hour-rule for their associateship, as outlined above. For example,
students on a 50% graduate associateship appointment can be expected to work no
more than 20 hours per week outside of their academic requirements for the degree.
“Itis important for the student, the advisor and the academic unit employing the
GA, to understand that the student s to work a maximum of 20 hours per week on
duties that are not directly related to their graduate degree.” (Graduate School
Handbook, Section 9.1, General Information, https://gradsch.osu.edu/all/graduate-
school-handbook-gsh#book-section-9).

“For many GRAs, their appointment duties overlap with research for their own
dissertations or master’s theses. In these cases, it is difficult to separate the
number of hours devoted specifically to the associateship. It is the responsibility of
the faculty member to clarify expectations, including policies related to publication
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and intellectual ownership.” (Graduate School Handbook, Appendix E, Graduate
Associate Appointment Policies and Procedures,
https://gradsch.osu.edu/all/graduate-school-handbook-gsh#book-section-19).
Graduate employees must be compensated at no less than the minimum stipend
established by the Graduate School (Graduate Associate Minimum Stipend) and
appropriate benefits set by the university (Graduate School Handbook, Section 9.2
Terms of Appointment, Reappointment, or Termination, also found here:
https://gradsch.osu.edu/faculty-and-staff/graduate-associate-appointments)
Graduate employees have the right to refuse to perform tasks not related to, or that
conflict with, their academic and professional development, or tasks beyond their
contractual obligations.

“Under no circumstances should graduate students serve as “volunteer” GAs where
they are expected to provide service with no stipend, at a stipend not
commensurate with the expected load, or without an appropriate payment of tuition
and fees. Course credit cannot be awarded to a student performing in the role of a
GAin lieu of a stipend.” (Graduate School Handbook, Section 9.2, Terms of
Appointment, Reappointment, or Termination, https://gradsch.osu.edu/all/graduate-
school-handbook-gsh#book-section-9)

Graduate employees have the right to reasonable time off, as defined in their
graduate program handbook. If time off procedures are not explicitly defined within
the graduate program handbook, students should refer to the Graduate School

Handbook and discuss with their supervisor. (Graduate School Handbook, Appendix
F, Guidelines for Time Off, https://gradsch.osu.edu/graduate-school-handbook-
gsh/gsh-appendix-f-guidelines-time-graduate-students-appointed-gas-fellows)

Graduate employees do not accrue vacation or sick leave. Rules regarding time off
during semester or term breaks or other times are determined by the Graduate
employees' appointing unit/ graduate department.

Graduate employees are not required to work on legal holidays noted on the
university calendar. When university offices are required to maintain services on
certain holidays and graduate employees are scheduled to work on a holiday, they
must be given an alternate day off.

Paid time-off: Each appointing unit can determine the policy or guidelines for
graduate student paid leave. Any leave in addition to legal holidays is optional, but
strongly encouraged by the Graduate School.

Sick Leave: A period of one to three consecutive days at a time for up to a maximum
of three times for personal and/or family illness each spring or autumn semester
may be taken. Sick days do not accrue beyond a semester. Many graduate
employees have nine-month appointments and thus sick leave would not be
granted in the summer term. If the student is a summer graduate employee, fellow
or trainee, then 1-3 days off up to twice per summer term is recommended as
needed.

Personal Leave: A period of up to 10 business days per year (two weeks per year) for
vacation and/or personal reasons may be taken. Personal leave does not accrue.
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m. Professional Development Leave: It is recommended that at least 5 business days
per year be allotted for professional development activities such as attending
workshops or attending and presenting scholarly work at national and international
meetings. Travel to conferences is encouraged when funds are available.

n. Parental Leave: Up to three weeks of leave may be granted for childbirth or
adoption. Up to three additional weeks for health recovery of the birth parentis
recommended. One suggested allocation would be to use remaining sick-leave,
personal leave, and professional leave followed by paid leave for up to three or six
weeks as applicable. Parental leave should be discussed and planned with the
advisor and appointing unit.

o. Unpaid Academic Leave: In some cases, a funded graduate student may request to
take a period of time off from both academic program and appointment
responsibilities (e.g., academic leave for pre-candidacy students). A funded
graduate student should discuss options with their advisor, Graduate Studies
Committee Chair and administrative supervisor. Students who are approved for an
academic leave should understand that the time of leave is unpaid, and what
impact, if any, the time off will have on their expected funding opportunities upon
their return to their graduate programs. Funded graduate students’ academic leaves
must be on file with the Graduate School.

p. Self-funded students who take time off from their studies (i.e., are not registered for
classes) are not eligible for the leaves of absence.

g. Continuous Enrollment. All students who successfully complete the doctoral
candidacy examination are required to be enrolled in every autumn and spring
semester (summer term is excluded) until graduation. These students must be
enrolled for at least three credits per autumn and spring semester. These
registration requirements can include research hours. This policy is effective for all
students. Post-candidacy doctoral students are not eligible for academic
leaves. They may apply for a leave of absence due to medical or military reasons, or
during periods in which the University has declared a University State of Emergency
Section 7.7.

r. If performing work duties as part of an associateship, graduate students should be
given the appropriate technology and equipment to successfully perform these
duties. Depending on the needs of the research, equipment may include: a work
desktop / laptop, peripheral accessories, access to software, or equipment for data
collection and/or analysis. This should be provided by the appointing graduate
program, or respective lab supervisor, and facilitated by OSU IT as appropriate.
Students may also be assigned desk space suitable for performing these tasks.

s. Graduate students have the right to engage in lecture planning and delivering
lectures if in a teaching assistant (TA) position.



Key Responsibilities

17. Graduate students must abide by all university policies including those which support a
diverse intellectual community. Members of the institution may not discriminate against
students, faculty, staff, or administrators on the basis of gender, race, age, family status,
sexual orientation, disability, religion, political beliefs, country of citizenship, or country of
origin (University Policy, Affirmative Action & Equal Employment Opportunity,
https://policies.osu.edu/assets/policies/Policy-AAEEQ. pdf).

18. Graduate students must behave in a professional manner, respecting their fellow graduate
students, undergraduate students, faculty, staff, and administrators.

19. Graduate students must devote appropriate time and energy to make progress towards
achieving their advanced degree.

20. Graduate students must respect and uphold all relevant university policies regarding
professional conduct (see University Code of Student Conduct:
https://trustees.osu.edu/bylaws-and-rules/code)

Communication

21. Graduate students have the responsibility to provide accurate and honest reporting of
research results and to uphold ethical norms in research methodology and scholarship.

22. Graduate students have the responsibility to communicate with individual faculty,
departments, and the university administration in a timely manner. Graduate students are
expected to respond within two business days, during normal working hours.

23. Graduate students have the responsibility to communicate regularly with faculty mentors
and advisors, especially in matters related to research, progress, concerns, and problems
within the graduate program.

24. Graduate students have the responsibility to take the initiative in asking questions that
promote their understanding of the academic requirements and financial particulars of
their specific graduate program.

25. If a graduate student can no longer reasonably fulfill their obligations, they have the
responsibility to communicate this to their faculty advisor or supervisor as soon as
possible.

Service

26. Graduate students have the responsibility to contribute to the public service aspects of the
mission of this public university, at a level appropriate to their ability and opportunities
offered.

a. When providing such a service, graduate students will do so with the care,
consideration, diligence, and professionalism outlined in the University code of
conduct.

27. Graduate students are encouraged, but not required, to provide service to their program,
their department, school or college, and the university community to the extent that each is
able.
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a. This mayinclude, butis not limited to: the recruitment and retention of fellow
graduate students and faculty members; the hosting of, attending, and participating
in conferences; and other relevant decision-making committees.

Student Associates/ Employees

28

29

30.

31.

32.

33.

34.

35.

36.

37.

. Graduate employees have the responsibility to carry out their job responsibilities in a
conscientious and timely manner.

. Graduate employees have the responsibility to perform their duties in accordance with all

relevant University, state government, and federal government rules and regulations.

Graduate employees have the responsibility to accurately report their hours worked

whenever requested or required to do so.

Graduate employees have the responsibility to work or be available to work on the days and

at the times outlined in their appointment letter or contract, or at times explicitly discussed

and agreed upon with their faculty advisor or supervisor.

Graduate employees have the responsibility to recognize that failure to perform their job

responsibilities in a satisfactory manner may constitute cause for disciplinary action or

dismissal.

Graduate employees have the responsibility to fulfill their teaching and research obligations

to the best of their knowledge, training, and ability.

Graduate employees will do their best to meet these expectations to ensure stability for

faculty, programs, and departments.

Graduate employees will endeavor to provide high quality teaching to undergraduate

students.

Graduate employees will endeavor to provide valuable research and support to the faculty

and fellow graduate students.

Graduate employees will endeavor to contribute to the academic development and the

social environment of the department or program in which they are pursuing their advanced

degree.

11



Appendix A. Graduate Advisor Responsibilities

Faculty Advisors hold the following responsibilities:

Ensuring that graduate students receive information about requirements and policies of the
graduate program (e.g., advising graduate students on developing a program plan, including
appropriate course work, research or creative activity, and on available resources).
Providing training and oversight in creative activities, research rigor, theoretical and
technical aspects of the thesis or dissertation research, and in professional integrity and
research ethics (e.g., advising graduate students on the selection of a thesis or dissertation
topic with realistic prospects for successful completion within an appropriate time frame
and on the formation of a guidance committee; helping graduate students to develop
professional skills in writing reports, papers, and grant proposals, making professional
presentations, establishing professional networks, interviewing, and evaluating
manuscripts and papers; and encouraging graduate students to stay current in the literature
and ideas in the field).

Providing regular, timely feedback on the progress of graduate students toward degree
completion (e.g., providing feedback on research or creative activities, course work, and
teaching, and constructive criticism if the progress does not meet expectations, completion
of annual written evaluations).

Helping graduate students develop into successful professionals and colleagues (e.g.,
encouraging students to participate and disseminate results of research or creative
activities in the appropriate scholarly or public forums; writing letters of reference for
appropriate fellowship, scholarship, award, and job opportunities).

Facilitating career development and exploration where possible, including advising
graduate students on appropriate job and career options, as well as on the preparation of
application materials for appropriate fellowship, scholarship, and other relevant
opportunities.

Providing for supervision and advising of graduate students when the faculty advisoris on
leave or extended absence.

Assisting the graduate student in navigating disagreements among the graduate committee
or lab members.

Faculty Advisor/Mentor Behavior and Expectations with Graduate Students

1.

Faculty are expected to uphold high standards of professional behavior and treat all
mentees, advisees, and students with respect and fairness.

Faculty are expected to uphold the University’s Shared Values to facilitate successful
research, education, and training.

Faculty are expected to foster positive relationships with mentees and trainees,
emphasizing guidance, encouragement, constructive criticism, professional development,
and mutual respect.

Faculty are expected to be aware of and utilize university services and resources to help
their mentees succeed. Resources include HR conflict resolution, the CFAES Office for
Research and Graduate Education, the Graduate School, and the Office of Ombuds
Services. Additional resources can be found in the final section of this document.

Faculty are expected to regularly discuss expectations with mentees (including all types of
Graduate Associates/ GAs) and trainees and provide them in writing. As a best practice, it is
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recommended that an annual review be conducted for all graduate students/advisees
where yearly performance and expectations can be discussed.

6. Faculty Advisors/Mentors must adhere to Graduate Advising Best Practices as outlined by
the Ohio State University Graduate School handbook.

Appendix B. Graduate Advising Best Practices (GSH
APPENDIX H)

- Graduate Advising Best Practices Overview H.1
- Communication and Graduate Advising H.2

- Graduate Student Responsibilities H.3

- Graduate Advisor Responsibilities H.4

- Graduate Program Responsibilities H.5

Graduate Advising Best Practices Overview - H.1

Graduate advising is best understood as a relationship between graduate student and faculty
advisor where both parties can expect that the other party will follow best practices in fulfilling their
responsibilities as graduate student or advisor.

The relationship between a graduate student and advisor is one that can have a great impact on the
academic achievements and life of a graduate student. This relationship can greatly encourage the
academic pursuits of the graduate student, proving to be one of the most influential interactions of
the scholar’s life. A relationship in which mutual expectations are not understood, however, may
diminish a graduate student’s potential.

This document outlines the minimum expectations for best practices in graduate advising at The
Ohio State University. It is meant to be a spring-board for each graduate program to discuss,
develop, or reevaluate its local advising expectations and practices. This document was created in
2012 by the Council of Graduate Students in consultation with the Graduate School and approved
by the Graduate Council.

Communication and Graduate Advising - H.2

As valued members of the Ohio State community, graduate advisors and graduate students should
actresponsibly and be treated with respect. Regular and clear communication is essential to good
graduate advising, especially when students are completing their studies at a distance. Itis
recommended that as much communication as possible occur in person or over the phone to
enhance clarity, reduce ambiguity and misunderstanding, and to resolve conflict. Written
communication, e.g., via mail and e-mail, is appropriate, especially to document situations and
potentially contentious issues. Problems that arise should be addressed immediately and clearly
so that both parties can work to remedy issues in an expedient manner. Graduate students and
advisors should recognize that social media can blur the line between professional and personal
lives and should be used only if deemed appropriate by both parties. It is recommended that
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graduate students and advisors meet between weekly to monthly depending on circumstances.
The full graduate committee should meet twice a year, or annually in some circumstances.

Graduate Student Responsibilities - H.3

Conduct academic pursuits in an ethical manner and develop professionally.

Uphold Ohio State’s Code of Student Conduct.

Uphold academic integrity for all coursework, including distance learning courses. Academic
integrity is a commitment to five fundamental values of education: honesty, trust, fairness,
respect and responsibility.

Pursue opportunities that advance career as a graduate student and beyond.

Take ownership of academic progress and perform duties in a conscientious and timely
manner.

Keep aware of Graduate School policies by reviewing both Graduate School and local unit
handbooks, especially during the periods prior to the start and end of semesters and terms,
GA appointment processing, Graduate School fellowship acceptance, administration of
candidacy and final examinations, the semester of graduation, and commencement.
Identify and meet all stated University deadlines, policies, and procedures, including those
of the Graduate School (e.g., enrollment and graduation deadlines).

Devote significant and productive time toward degree completion.

Stay abreast of requirements for degree completion through active and regular discussions
with advisor.

Communicate career goals and concerns related to academic progress clearly.

Initiate communication with the advisor.

Respect the responsibilities of the advisor.

Maintain open communication with advisor.

Communicate need for time off or reasonable accommodations for health conditions and
familial responsibilities.

Allow sufficient time for the advisor to provide feedback in advance of deadlines.

Maintain professionalism by keeping up with graduate student responsibilities even when
advisor is not present.

Explore and utilize all campus resources that the student may find beneficial to them.
Examples of campus resources include, but are not limited to, the Office of Ombuds
Services (https://ombuds.osu.edu/), Counseling and Consultation Service
(https://ccs.osu.edu/), and the Student Advocacy Center (https://advocacy.osu.edu/).

Graduate Advisor Responsibilities - H.4

Conduct advising in an ethical manner, including when recruiting advisees.

Communicate with the co-advisor, the student’s candidacy or dissertation committee and
the Graduate Studies Committee regarding the student’s program of study.

Communicate clear intentions, expectations, and requirements to potential and current
advisees, including the amount and duration of funding support available to advisees.
Address problems immediately so both parties can remedy issues expediently.

Maintain open lines of communication with graduate students, including those enrolled in
distance programs, and interact with graduate students in a professional manner.
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- Communicate clear expectations for time to degree completion and publication
expectations.

- Provide periodic and regular evaluations of progress toward degree.

- Provide timely written feedback on advisee’s professional writing (article drafts, dissertation
chapter drafts, etc.).

- Give students appropriate credit for their work (e.g., as reflected in author strings in journal
articles or books).

- Aid in preparing students to be the best professional they can be.

- Initiate conversations about academic progress and stay current about degree requirements
and procedures.

- Initiate conversations with advisee about career goals.

- Support traditional and non-traditional career goals.

- Help graduate students develop professional skills that will make them competitive for
employment in their given field.

- Encourage students to take part in activities that will enrich their academic development,
e.g., by participating in professional conferences and other networking activities.

- Respect advisees’ academic and non-academic commitments and responsibilities.

- Provide prompt and honest feedback on student’s work.

- Allow reasonable time for students to prepare requested materials.

- Do not require that a student continue to provide a service (e.g., teaching, laboratory
management, mentoring of other students, etc.) under terms that can hinder a student’s
degree completion.

Graduate Program Responsibilities - H.5

Establish graduate advising best practices that pertain specifically to the local graduate program
and its graduate degrees.

- Maintain an updated graduate program handbook that is aligned with the practices in the
Graduate School Handbook, including the steps and processes for students to complete
degree requirements and grievance procedures for graduate students and advisors.

- Create and maintain an easily accessible online list of information for graduate students that
contains links to the Graduate School Handbook and other relevant links (e.g. eRequests and
travel requests) and university resources.

- Provide yearly written review of performance for graduate students and advisors.

- Maintain clear communication with students and advisors and facilitate the communication
between students and advisors, particularly during adverse events or tense
communications. Enable students to have access to a formal and unbiased grievance and
arbitration process.

- Hold ayearly orientation to familiarize new students and faculty with the graduate program
and the university.

- Outline all steps a student and/or advisor may take to resolve issues at the local and/or
college level. Many graduate programs have local procedures for resolving grievances, such
as discussions with an advisor, supervisor, Graduate Studies Committee Chair, department
chair, or college dean.
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Appendix C. Options for Conflict Resolution

The University offers a number of resources to help resolve conflicts that may arise during a
graduate degree program. The below information should help you determine what resources are
available to you, depending on the type and level of concern. Any graduate student who is unsure of
what steps should be taken can speak with the OSU Graduate and Professional Student Ombuds,
or contact the CFAES Office for Research and Graduate Education.

Typically, a student should work with their primary supervisor/ advisor as a first step to resolving a
conflict.

If a satisfactory solution is not found, or the concern is with the student’s advisor, the student
should contact the appropriate Graduate Program Coordinator, Graduate Studies Chair, or
Department Chair.

If a solution is still not found, or the problem concerns the Department Chair, the student is
encouraged to reach out to college-level administration (either the CFAES Graduate Education
Program Manager, the Associate Dean for Research and Graduate Education, or the Student
Services Specialist within Faculty and Staff Affairs).

In cases where the student wishes to remain anonymous, the OSU Anonymous Reporting Line can
be used.

Anonymous Reporting Line: https://secure.ethicspoint.com/domain/media/en/gui/7689/index.html

For academic disputes that cannot be resolved locally, including those of course registration,
academic authorship, grades, examinations, or program dismissal for lack of academic progress,
contact the Graduate School. Official grievances can be filed with the graduate school via this link:
https://osu.az1.qualtrics.com/jfe/form/SV_bmjRNHAMKZuQxlqg

Disputes about academic authorship or academic matters within the Research Data Policy should
be directed to the Office of Research Compliance (https://research.osu.edu/about-
us/administration-and-units/office-research-compliance).

Authorship guidelines: https://research.osu.edu/sites/default/files/2024-06/ORC_Authorship-
Guidelines_Aug2021_508.pdf

Research Data policy: https://research.osu.edu/sites/default/files/2022-02/Policy-FINAL-
Research-Data-20220204.pdf

Allegations of scholarly misconduct may be reported to the Committee on Academic Misconduct
or the Office of Research Compliance.

For concerns related to student employment/ associateship appointments that cannot be resolved
locally, contact the Graduate School.

Workplace complaints may also be reported to Employee and Labor Relations or via the university’s
Anonymous Reporting Line.

16


https://secure.ethicspoint.com/domain/media/en/gui/7689/index.html
https://gradsch.osu.edu/graduate-school-handbook-gsh/gsh-appendix-d-graduate-student-grievance-review-guidelines
https://osu.az1.qualtrics.com/jfe/form/SV_bmjRNHAMKZuQxIq
https://research.osu.edu/about-us/administration-and-units/office-research-compliance
https://research.osu.edu/about-us/administration-and-units/office-research-compliance
https://research.osu.edu/sites/default/files/2024-06/ORC_Authorship-Guidelines_Aug2021_508.pdf
https://research.osu.edu/sites/default/files/2024-06/ORC_Authorship-Guidelines_Aug2021_508.pdf
https://research.osu.edu/sites/default/files/2022-02/Policy-FINAL-Research-Data-20220204.pdf
https://research.osu.edu/sites/default/files/2022-02/Policy-FINAL-Research-Data-20220204.pdf
https://oaa.osu.edu/academic-integrity-and-misconduct
https://orc.osu.edu/
https://gradsch.osu.edu/graduate-school-handbook-gsh/gsh-appendix-d-graduate-student-grievance-review-guidelines
https://hr.osu.edu/services/elr/
https://secure.ethicspoint.com/domain/media/en/gui/7689/index.html

For concerns pertaining to discrimination, students may contact the Office of Institutional Equity,
as outlined below.

The Ohio State University is committed to preventing and responding to all forms of harassment,
discrimination and sexual misconduct. The university’s Office of Institutional Equity (OIE) was
created to coordinate the university’s response to all complaints of harassment, discrimination,
and sexual misconduct. Any student, faculty, staff, or covered third party subjected to harassment,
discrimination, or sexual misconduct, may report the incident to OIE. Concerns may be reported to
OIE via the online reporting form, available at equity.osu.edu, or by contacting OIE.

Office of Institutional Equity

1501 Neil Ave. Columbus OH, 43201
Phone: 614-247-5838

Email: equity@osu.edu

For concerns pertaining to disabilities, contact the ADA Coordinator, who coordinates the
university’s compliance with the Americans with Disabilities Act (ADA) and ensures that the
university responds appropriately, effectively, and equitably to ADA issues, including disability-
based harassment and discrimination.

Email: ada-osu@osu.edu

For concerns about sex or gender-based discrimination, including sexual misconduct, contact the
Title IX Coordinator, who coordinates the university’s compliance with Title IX and ensures that the
university responds appropriately, effectively, and equitably to Title IX concerns, including sex-and
gender-based harassment and discrimination, which includes sexual misconduct.

Email: titleIX@osu.edu

For concerns about discrimination based on race, color, ethnicity, or other statuses protected
under Title VI, Title VII, and Section 1157 of the Affordable Care Act, contact the AA/EEO
Coordinator, who coordinates the university’s compliance with Title VI, Title VI, and Section 1557 of
the Affordable Care Act, and ensures that the university responds appropriately, effectively, and
equitably to Title VI, Title VII, and Section 1557 concerns.

Email:aa-eeo@osu.edu

Appendix D. Time to Degree
1. Graduate Time to Degree for OSU programs can be found at

https://dataviz.rae.osu.edu/t/public/views/CoalitionDashboards_0/GraduateAdmissions?iframeSiz
edToWindow=true&%3Aembed_code_version=3&%3Aembed=y&%3AloadOrderID=0&%3Adisplay_
count=no&%3Adisplay_spinner=no&%3AshowAppBanner=false&%3AshowVizHome=no
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2. Forrecommendations on what “timely manner” means, please refer to Faculty Rights and
Responsibility document.

Appendix E. Glossary

Associateship: Paid research, teaching or administrative roles for graduate students.

Graduate associateships are the primary source of financial assistance provided to graduate
students at Ohio State. These take the form of graduate research associateships (GRA), graduate
teaching associateships (GTA) and graduate administrative associateships (GAA).

Graduate associateships are awarded by graduate programs to support the research, teaching and
administrative needs of each graduate program. Recipients are selected by the graduate program.
Most graduate associateships provide full tuition and fee authorization covering all instructional
and general fees, including non-resident fees, a stipend and subsidized health insurance.

Source: https://gradsch.osu.edu/faculty-and-staff/graduate-associate-appointments

Percentage of Appointment: must be equated to the number of hours the graduate student is
expected to work.

A student who is appointed for 50% can be expected to work no more than 20 hours per week.
These 20 hours must include all duties necessary for the completion of the student's teaching
assignment (i.e., office hours, in-class time, grading, and preparation time) and/or research
assignment (i.e., research meetings, literature searches, preparation time, data collection, data
analysis, and report preparation). Research that directly contributes to the timely completion of a
graduate student's thesis or dissertation does not fall under this rule.

Responsibility for monitoring eligibility for GA appointments is the joint responsibility of the Dean of
the Graduate School and the Graduate Studies Committee. It is also the Graduate Studies
Committee’s responsibility to ensure that GAs are only performing the work associated with their
specific type of appointment (e.g., GRAs should not teach courses, etc.).

GRAs on 50 percent appointments should spend approximately 20 hours per week on their
appointment duties and should be aligned with their academic learning for their degree. For many
GRAs, their appointment duties overlap with research for their own dissertations or master’s
theses. In these cases, it is difficult to separate the number of hours devoted specifically to the
associateship. It is the faculty member's responsibility to clarify expectations, including policies
related to publication and intellectual ownership.

Sources:
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GSH Section 9 - Graduate Associates (9.1-General Information, and 9.2- Terms of Appointment,
Reappointment, or Termination) https://gradsch.osu.edu/all/graduate-school-handbook-gsh#book-
section-9

GSH Section 10 — Graduate Fellowships (10.1 Types of Fellowships, 10.5 Terms of Appointment and
Termination) https://gradsch.osu.edu/all/graduate-school-handbook-gsh#book-section-10

GSH APPENDIX E - Graduate Associate Appointment Policies and Procedures
Student: Any person currently taking coursework and/or thesis and dissertation credits.

Student Employee: Any person who is a student and is either on an appointment (research
associateship, teaching associateship, administrative associate, fellowship, external trainee) or is
otherwise employed by the university for pay.

Appendix F. Reference Documents and Resources

e Graduate Handbook: https://gradsch.osu.edu/all/graduate-school-handbook-gsh

e University Policy for Student Employment: https://hr.osu.edu/wp-
content/uploads/policy1010.pdf

e Ohio State’s Student Code of Conduct: https://trustees.osu.edu/bylaws-and-rules/code

e Ohio State’s Academic Integrity: https://oaa.osu.edu/academic-integrity-and-misconduct

e Family Educational Rights and Privacy Act (FERPA): https://registrar.osu.edu/policies-
information/privacy-and-release-of-student-record-information-ferpa/

e CFAES Graduate Education Grievance Procedures (This document also provides links to
departmental graduate program handbooks, which outline specific procedures within each
graduate program): https://grad.cfaes.ohio-state.edu/resources/grievance-procedures

Campus resources

Office of Ombuds Services: The graduate and professional student (GPS) ombudsperson is an
independent, confidential*, impartial, and informal resource for all graduate and professional
students for resolving issues and conflicts, and for exploring options and making important
decisions. The primary mission of the GPS ombudsperson is to support graduate and professional
students in addressing issues and challenges they may face in their academic and professional
careers at OSU. The GPS ombudsperson addresses issues and challenges that students may face
with faculty and advisors, within their programs or within the university at large, with the goal of
supporting a positive learning and work environment and advancing fairness and equity for
graduate and professional students. The GPS ombuds also serves postdoctoral scholars.
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https://ombuds.osu.edu
Email: gradombuds@osu.edu

Counseling and Consultation Services: CCS provides individual and group mental health
services, psychoeducational prevention and outreach programming to currently enrolled
undergraduate, graduate and professional students. We also work with spouses/partners of
students who are covered by the Student Health Insurance Benefits Plan.
https://ccs.osu.edu

Email: sl-ccs@osu.edu

Student Advocacy Center: We are committed to helping students navigate Ohio State's structure
and to resolving issues that they encounter at the university. Our purpose is to empower students to
overcome obstacles to their growth both inside and outside the classroom.
https://advocacy.osu.edu

Email: advocacy@osu.edu
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