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Introduction


Welcome to the Graduate Program in Physiological Optics at the University of Missouri-St. Louis.  We are delighted that you selected our College for graduate studies and wish you success.  This student handbook is intended to serve as a resource for you throughout your years in the program.  It contains helpful information about the policies, procedures, guidelines and regulations that you will need to know as you pursue your graduate education.  You are expected to be familiar with the information in this handbook and to refer to it when questions arise.  If in doubt about the meaning of any policy, please consult with the Director of the Graduate Program.  You are also expected to be familiar with the regulations of the UM-St. Louis Graduate School, which may be found at http://www.umsl.edu/divisions/graduate/ .  

The campus Graduate Student Handbook may be found at:

http://www.umsl.edu/divisions/graduate/students/Handbook.htm
Acknowledgments:  Special thanks go to the following individuals for sharing their handbooks for graduate students:  Dr. Kent Keyser, Director of Graduate Study for the School of Optometry, University of Alabama Birmingham, Dr. Jayne Stake, Director of the Graduate Program in Clinical Psychology at UM-St. Louis, and Dr. Albert Derby, Chair of the Biology Department at UM-St. Louis.

Educational policies, procedures, regulations and requirements

1.  Advisors


As you know, you were assigned an academic advisor when you were admitted to the program.  This assignment was primarily based on the research interests you listed in your application for graduate study.  

Advisors have a dual function.  They serve as the student’s major research advisor, and they provide general advisement and mentoring.  Students should consult their advisors regularly.   It is primarily the student’s responsibility to initiate regular meetings with the faculty advisor.  Students are expected to be prepared for such meetings and to appear at the scheduled time.  

If a student’s interests change or if the faculty advisor feels that the student’s direction no longer falls within his or her area of expertise, the student and advisor should discuss whether a change of advisor is warranted.  If either the student or advisor finds that appropriate resolution is not found, the Director of the Graduate Program should be informed of the impasse. The Director of the Graduate Program must be notified in writing of any request to change advisors.  If a student or advisor is uncomfortable discussing this issue with the other, he or she is encouraged to meet with the Director of the Graduate Program to facilitate a resolution of the situation.

Each student will have a committee appointed to supervise and evaluate their thesis or dissertation.  The student’s advisor will normally chair that committee. Additional members of the committee will be selected in consultation with the student and advisor. Committees are appointed by the Dean of the Graduate School upon the recommendation of the Graduate Program Committee in the College of Optometry.  

Students should expect that their advisors (and members of their thesis or dissertation committees) will normally require two weeks to read drafts of their work.  When a faculty member will require more than two weeks to provide feedback, he or she will inform the student and indicate when the paper will be reviewed.  A faculty member who will require more than two weeks to provide feedback should also inform the student’s advisor and the Director of the Graduate Program.

2.  Assistantships


Typical teaching assistantship duties include the following: leading small group discussions in connection with an academic course, consulting with students on course assignments and tutoring them on course material, teaching laboratory sections, and grading examinations.  Continuation of the graduate assistantship is dependent on satisfactory performance of the assistantship duties; failure to meet the obligations of the assistantship satisfactorily will jeopardize the student’s eligibility for future funding.  Assigned duties normally begin the week before the start of classes and extend beyond the end of classes.  Scheduled absences must be approved by the student’s advisor, the Director of the Graduate Program and by the instructors of the course(s) to which the student is assigned.

Graduate students funded by the College of Optometry are normally offered 0.5 FTE teaching assistantships for their first year in the program and renewal of that offer is contingent on normal academic progress.  For 0.5 FTE appointments, assistantship duties require approximately 15-20 hours a week.  Students in the Clinical Fellow/M.S. program will normally be offered a 0.7 FTE appointment as Clinical Instructor and renewal of that offer is contingent on normal academic progress; these appointments will include clinical teaching and precepting and involve a more substantial commitment of time.  For M.S. students, satisfactory academic progress includes the completion of a satisfactory thesis proposal by the beginning of their second year of study.  For Ph.D. students, satisfactory academic progress includes the completion of a satisfactory dissertation proposal by the end of their fifth semester of study.  Failure to make satisfactory academic progress will jeopardize the student’s eligibility for future funding.  The total period of support for M.S students is not expected to exceed two years, and the period of support for Ph. D. students is not expected to exceed four years. 

Students with 0.5 FTE or more appointments receive a waiver of both resident and nonresident tuition costs; students with 0.25 FTE appointments pay resident tuition.  These appointments do not include waivers of the incidental fees paid by all students.  To receive stipends and tuition waivers, students must enroll in at least 6 units during the Fall and Winter semesters.  In the Summer semester, students must enroll in at least 3 units to receive full tuition waivers or in at least 1 unit to receive non-resident tuition waivers.

3.  Length of the program

M.S. students are expected to complete their work within two years of enrolling in the program, and Ph.D. students are expected to complete their work within four years of first enrollment.  Students in good academic standing who encounter unanticipated obstacles in achieving these goals must consult with their advisor and with the Director of the Graduate Program in order to determine if support can be obtained for a longer period.  In no case will the College fund an M.S. student for longer than three academic years or a Ph.D. student for longer than five years.  

Students should also be aware that the UM-St. Louis Graduate School requires that all work for an M.S, degree be completed within six years after the first graduate program enrollment.  All work for a Ph.D. must be completed within eight years of the first doctoral course enrollment.

4.  Program of study 

Students are normally expected to complete the Core Courses during their first year in the program.  In the event that a Core Course is not offered in the first year, students should enroll in that course the first time it is offered.


As stipulated by the UM-St. Louis Graduate School, courses applied toward graduate degrees must be approved for graduate credit.  Several courses in the O.D. program have been so approved.  Students wishing to enroll in a course in the O.D. program should consult the Director of the Graduate Program for a current list of courses approved for graduate credit.  Students may also apply one upper-level undergraduate course toward their graduate degrees with the approval of the Director of the Graduate Program and the course instructor.

5.  Delayed grades


http://www.umsl.edu/divisions/graduate/faculty/rulesingle.html#Delayed
Delayed grades are assigned in classes, seminars, and directed readings courses when all work for the course has not been completed at the end of the semester.  The required work must be completed within two regular semesters after the end of the course or a grade of “F” will automatically be assigned by the registrar’s office.  After that time, the grade can be changed only if both the instructor and the Dean of the Graduate School consent to the change.  Students should, therefore, make every attempt to complete the work for any course in which they have a delayed grade as soon as possible.

6.  Evaluation


Students’ progress is discussed in formal evaluation meetings of the Graduate Program Committee at the end of each academic year.  The purpose of the evaluations is to inform students of any apparent shortcomings so that they will have an opportunity to correct any deficiencies and be made aware of possible consequences of the failure to make such corrections.  Thus, evaluations are designed to maximize the probability that students will complete the program successfully and in a reasonable period of time.  

Faculties who have concerns about a student’s academic progress during an academic year, will bring those concerns to the attention of the Director of the Graduate Program.  An earlier evaluation meeting will be held if either the advisor or the Director of the Graduate Program believes one is warranted.  A summary of the results of the evaluation is provided in a letter to the student.  The letter becomes part of the student’s file.  If the student feels that any of the material included in the letter is in error or requires clarification, he or she should submit a letter supporting this position and may request that it be included in his or her file.  

7.  Academic Probation
http://www.umsl.edu/divisions/graduate/faculty/rulesingle.html#Probation
As required by UM-St. Louis Graduate School, students will automatically be placed on probation if their grade point average falls below 3.0 or if they receive grades of “C” or below in any two courses.  Students may also be placed on probation when the majority of the members of the graduate faculty perceive significant weaknesses that may jeopardize satisfactory completion of the program.  Students are terminated from the program when they fail to show adequate academic progress, including completion of satisfactory research proposals.

8.  Leaves of absence


http://www.umsl.edu/divisions/graduate/faculty/rulesingle.html#LoA
Students who have personal difficulties that prevent their participation in the program may request a leave of absence.  In most cases, leaves of absence are granted for no more than one year.  To obtain a leave of absence, the student must write a letter of petition to the Director of the Graduate Program.  Upon approval by the graduate faculty in the College of Optometry and Director of the Graduate Program, the request will be forwarded to the Dean of the Graduate School for approval.

9.  Support Services

Graduate students benefit from the many support services and activities of a major University.  All services offered are included in the UM-St. Louis Bulletin, the UM-St. Louis School of Optometry Bulletin and the UM-St. Louis Faculty Handbook.  A complete listing of services can be found online at:

http://www.umsl.edu/services/counser/counseling.html
10.  Good research practices

The College of Optometry is committed to the highest ethical standards in the conduct of research.   Guidelines can be found on-line at

http://www.umsl.edu/%7Eoptrgarz/documents.htm#Anchor-GOOD-35882
under the “good clinical practices” document.  

Special attention should be paid to the regulations involving vulnerable populations, including (but not limited to) minors and students within the College.


Any eye examinations needed to establish entrance criteria for a study must be conducted under the direct supervision of an optometrist licensed to practice in the state in which the examination is conducted.  Visual screenings performed for research must also follow established guidelines of the College.

11.  Master’s degree


M.S. students must satisfactorily complete all of the Core Courses, a total of 15 additional credit hours, and an M.S. thesis.  Each student will have a committee appointed to supervise and evaluate their thesis research.   Committees are appointed by the Dean of the Graduate School based on the recommendation of the graduate faculty in the College of Optometry in consultation with the student, the student’s advisor.  The student’s advisor will normally chair that committee. With the approval of their advisor, they may take up to 10 credit hours of graduate research credits for their thesis work.  The remaining 5 credit hours may consist of any elective courses approved by the advisor, subject to the regulations of the UM-St. Louis Graduate School.

The student shall file form M-1, Program for Master’s Degree before completing the first 20 hours of graduate coursework.  Students should only list on the M-1 courses for which they expect to have a grade before the time of graduation.  No course in which a student expects to have a delayed grade should be listed.  

Thesis research should not be undertaken until both the student’s committee and the Director of the Graduate Program have accepted the thesis proposal.  The Director of the Graduate Program will file the M-2 form, Appointment of Thesis, Examination, Paper or Project Committee.  The thesis proposal must include an introduction to previous literature in the area of interest as well as a detailed and carefully reasoned rationale for the proposed research.  It must be clear how previous work in the area leads to the proposed research.  The proposal must also include a detailed account of the proposed methods and a description of the proposed methods of analysis.  When the thesis proposal has been accepted, any approvals for research using human or animal subjects must be secured before the research can begin.  For any research that is conducted in the Center for Eye Care, or with Center patients (including optometry students) or with Center equipment, you must have certain documents on file with the Center administration                      prior to initiation of any data collection including: 1.  a copy of the research protocol and consent form,  2.  a copy of the IRB application and positive approval notification,  and 3.  copies of signed patient consent forms must be available.

Students must be enrolled for at least one credit hour during the semester of graduation.  No later than six weeks before the end of the term in which all requirements for the degree will be met, the student should file form M-4, Application for Master’s Degree.

12.  Comprehensive examinations for Ph.D. students

Students will normally take written comprehensive examinations in the semester after completion of all Core Courses.   Each Ph.D. student will have a Comprehensive Examination Committee, which is appointed by the Graduate Dean upon recommendation of the Director of the Graduate Program in consultation with the student’s advisor.   The Director of the Graduate Program will file a D-1 form, Appointment of Comprehensive Examination Committee.

In the College of Optometry, comprehensive examinations may be taken up to three times by a given student.  Students may not retake comprehensive examinations within two months of having failed and must satisfactorily complete their examinations within two semesters of their first attempt to pass the comprehensive examination. 

While it is advisable for students to complete their comprehensive examinations before beginning to devote substantial effort to dissertation research, students should begin planning their dissertation project as early as possible.

13.  Dissertation


Each student’s dissertation advisor is appointed by the Dean of the Graduate School upon the recommendation of the Director of the Graduate Program in consultation with the student.  The chair of the dissertation committee must be a member of the Doctoral Faculty and is normally the student’s academic advisor.  The Director of the Graduate Program, the student  and the student’s advisor will discuss other members of the committee; recommendations for committee membership will be based primarily on the potential for the faculty member to offer substantial expertise in the area of interest. Faculty responsibilities on other thesis and dissertation committees will also be considered.  The goal of these discussions is to create an expert committee whose members are able to give timely advice to each student.  Upon completion of these consultations, the Director of the Graduate Program will file the D-2 form, Appointment of Doctoral Dissertation Advisor, and the D-4 form, Appointment of Dissertation Committee.


Dissertation proposal.  Students are required to complete and submit an acceptable dissertation proposal, together with the D-5 form, to the Dean of the Graduate School before a doctoral student completes the sixth semester of study, or before the student takes more than four hours of dissertation credit, whichever comes later. That is, students who have taken more than four hours of dissertation credit by the end of the sixth semester must have successfully filed their dissertation proposal by that point. Students who have taken no more than four hours of dissertation credit by the end of the sixth semester have a later deadline: the point at which they intend to take their fifth dissertation credit. 

Dissertation research should not be undertaken until a dissertation proposal has been accepted by the student’s committee and by the Director of the Graduate Program.  Dissertation proposals must include an introduction to the theoretical background and previous literature in the area of interest as well as a detailed and carefully reasoned rationale for the proposed research.  It must be clear how previous work in the area leads to the proposed research.  The proposal must also include a detailed account of the proposed methods and a description of the proposed methods of analysis.


Students should consult with their advisors in preparing the dissertation proposal.  When the proposal is satisfactory to the chair, the student should submit copies of the proposal to all members of the committee and to the Director of the Graduate Program.  The student should expect to receive feedback from each committee member and from the Director of the Graduate Program in about two weeks.  If there are substantial changes, the student should meet with the faculty member to discuss the changes being requested.  If committee members disagree in their suggestions, the student should meet with his or her advisor before undertaking revisions.  

The revised proposal, incorporating the suggestions for revision, should be distributed to the committee at least two weeks before the oral defense of the proposal.  When the proposal has been revised, any approvals for research using human or animal subjects should be secured before the research can begin.  Any research that is conducted in the Center for Eye Care, or with Center patients (including optometry students) or with Center equipment must have on file with the Center administration a copy of the research protocol and a copy of the IRB application and positive approval notification.  Copies of signed patient consent forms must be available to the Center administration.


Proposal defense.  Each student must schedule a meeting with his or her full committee for an oral defense of the dissertation proposal.  For the proposal defense, the student should be prepared to discuss the theoretical rationale for the proposal, the methodological details used, and plans for data analysis.  After the proposal has been accepted by the committee and by the Director of the Graduate Program, the student should file a copy of the accepted proposal and the D-5 form, Doctoral Dissertation Proposal, with the Dean of the Graduate School.


Dissertation research.  Up to 20 credit hours of graduate research may be counted toward satisfying the 60 credit hours required for the Ph.D.  During the course of dissertation research, each student should work closely with his or her advisor, consult members of his or her committee when their expertise is needed, and obtain approval from all committee members for any substantive changes in the research plan. The student is expected to seek guidance on data analysis but must perform all of his or her dissertation analysis.  With the permission of the committee, the student may enlist the help of others to enter data into the computer, compile data, code data and the like.


Completion of the dissertation.  Each student must be enrolled for at least one credit hour during the semester of graduation.  When the student’s advisor has approved the dissertation, the student should submit a copy of the complete dissertation to each member of his or her committee and to the Director of the Graduate Program.  Allow up to two weeks for them to provide feedback.  If committee members have substantive changes to suggest, meet with them in person to discuss the changes needed.  The student must resolve any differences of opinion among committee members before undertaking a revision, enlisting the help of the chair if necessary.  

When revisions have been complete, the student must submit a copy of the revised draft to each committee member, to the Director of the Graduate Program, and to the Dean of the Graduate School.  This copy contains an abstract of no more than 600 words.  The copy submitted to the Dean of the Graduate School must be accompanied by the D-6, D-7 (top half), D-8 and D-9 forms.  Form D-7 will be returned to the student.  The student is responsible for taking the signed D-7 form need to their oral defense for final signatures.

The oral defense meeting should be scheduled at least 3 weeks after filing the copy of the dissertation with the Graduate School.  The student should prepare for the dissertation oral defense as for the proposal defense and must be prepared to discuss the rationale, methods, results and interpretation of his or her findings.  Since the first part of the defense will be open to the public, the student should think about putting the topic into a more general context for the public portion.  At the conclusion of the public presentation, the student will meet with the committee to answer any questions they may have.  The committee may approve the dissertation at the end of this meeting or may require further changes before approving the dissertation.  In the vote of the committee, two negative votes are considered failing, even if these are outnumbered by positive votes.  An abstention is considered a negative vote.  If the committee votes to fail, a second oral defense can be scheduled.

If the committee approves the dissertation, the student must make any changes suggested and obtain the signature of the advisor on the D-10 form.  The student then takes three copies of the revised dissertation, form D-10, an extra copy of the abstract and title page, and the required microfilming fee to the Thomas Jefferson Library in order to file the dissertation.  

Each student will also need to complete the “Survey of Earned Doctorates” and return it to the Graduate School before commencement.

14.  Counseling, remediation, and dismissal of graduate students
Through distribution of this Handbook each graduate student is made aware of the various support services available to them across the campus.   A complete listing of services can be found online at:

http://www.umsl.edu/services/counser/counseling.html
The College also has an “open-door” policy and encourages graduate students to seek academic counseling through their advisor, the Director of the Graduate Program, the Dean, or the Office of the Vice Chancellor for Academic Affairs. In addition, the University offers confidential professional counseling through UM-St. Louis Counseling Services.  Counseling Services offers safe atmosphere where personal, academic or career concerns can be openly discussed and explored with a professionally trained counselor. The services are confidential and inexpensive, and are available to currently enrolled students, as well as to faculty, students and staff.

In order to maintain good academic standing students shall…. Have at least a 3.0 G.P.A., receive no more that 1 “C” grade each semester and show progress on the thesis or dissertation as described above… Carol to complete .If the need for performance remediation is indicated, it would begin with discussions between the student and the advisor on what changes might be made to correct the problem.  If this does not resolve the problem, the Graduate Program Committee will meet with the student and develop an intervention plan.  Students may be dismissed upon recommendation of the Graduate Program Committee and affirmation by the Director of the Graduate Program.  Subsequently, if required, the Director of the Graduate Program will meet with the Dean of the College of Optometry to determine if dismissal should occur.  Disciplinary letters and letters of dismissal are sent by The Director of the Graduate Program with a copy sent to the Dean of the College of Optometry and the Dean of the U.M.-St. Louis Graduate School. The student may appeal a notice of dismissal by filing a grievance with the UM- St. Louis Office of Academic Affairs. 

15.  Receiving, adjudicating, and resolving graduate student complaints

 Graduate students with a complaint should first speak with their advisor.   If a satisfactory resolution is not found, or if the student has a problem with the advisor, the student should bring the matter to the Director of the Graduate Program.   If there is not a satisfactory resolution, the Director of the Graduate Program may consult with the Graduate Program Committee.  Complaints brought to the Graduate Program Committee should be made in writing.  If the issue is not resolved at this level, students have the opportunity to meet with the Dean of the College of Optometry.  If the issues are not resolved by meeting with the Dean of the College of Optometry, the student has the opportunity to meet with the Dean of the Graduate School.  A notebook for recording the receiving, adjudicating and resolving of graduate complaints is kept in the Dean’s Suite in the College of Optometry.  Students have the right to pursue the matter through the campus grievance process if the complaint cannot be otherwise resolved. 

16.  Academic Honesty and Code of Conduct


All students enrolled in the program are subject to the UM-System code of conduct. Detail of the policy may be found at:

http://www.umsystem.edu/ums/departments/gc/rules/programs/200/010.shtml
It is strongly recommended that each student review and familiarize themselves with plagiarism in all of its forms. Many resources to assist students and faculty may be found on the www by going to the UMSL home page and searching UMSL for “plagiarism”. 

17.  Due process provided to graduate students on adverse decisions.

The University of Missouri recognizes the importance of providing a prompt and efficient procedure for fair and equitable resolutions of grievances with the University without fear of prejudice or reprisal for initiating a grievance or participating in its settlement. To the extent possible, all grievances should be settled through informal discussions at the lowest administrative level, and disputed matters should be processed as formal grievances only when either party feels that a fair and equitable solution has not been reached in the informal discussions.

 A grievance is defined as:  an allegation that there has been a violation, a misinterpretation, an arbitrary or discriminatory application of University policy, regulation, or procedure which applies personally to the faculty member, relating to the privileges, responsibilities, or terms and conditions of employment; discrimination has occurred on the basis of race, color, religion, sex, national origin, age, or disability, or status as a Vietnam era veteran; or, there has been an infringement of academic freedom.

The policies pertaining to the grievance procedures are provided in the University of Missouri-St. Louis Student Planner. These policies can be found online at:

http://www.umsystem.edu/ums/departments/gc/rules/grievance/390/010.shtml

I acknowledge that I have received a copy of this information and that I have read and understood it.

_____________________________                                 ____________________

Graduate student





Date

______________________________

Advisor






Date
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Wednesday, August 24, 2005

