RMA-K August ’07, revised August ‘10
Guidelines for Graduate Students


Welcome to UB and to the hydrogeochemistry research group!  I am delighted that you have decided to join my research team and to pursue a graduate degree at UB.  This document outlines general expectations for: 1) conducting research in our laboratory and, 2) for the successful completion of a graduate degree.  Think of this as a syllabus for the research part of your degree – a list of guidelines and expectations. In addition, many students enter a relationship with a thesis adviser without a clear idea of what they can expect so I have compiled this handout to give you some information about what I expect of you as a student and what you can expect of me as an adviser. Please read this document over and let’s plan to discuss it. 
A number of forces will influence the way that we tailor your experience at UB. These include your reasons for pursuing an advanced degree and your future goals. When selecting a thesis topic, it is important that we choose a topic in which you have keen interest and in which I am interested and knowledgeable.  One of my goals for your experience here will be to guide you to do all aspects of ‘good science’ as you work on your thesis project, and in so doing, learn the process of science as you complete your project.  I hope that you leave UB with experience and knowledge that will help you succeed in your chosen profession.

Responsibilities
I have two roles in our relationship. As your thesis advisor, my main role is to provide direction, advice, and experience to guide you in completing your project.  I will provide assistance with: project design, literature search, lab and/or field procedures, data analysis and interpretation, and writing.  I will also work with you on giving various types of informal and formal presentations of your work and other aspects of professional development.  My other role is to serve as the project manager for each of the projects ongoing in our research lab. In this capacity, I am responsible for making sure that our projects are completed within budget and on time, and, in this role, I serve as your direct supervisor. These two roles are generally complementary, although that may not always be obvious to you. 
Your primary responsibility is to make sure that your project gets done! As a member of our group, it is your responsibility to conscientiously collect, record, interpret and report on research in a timely manner. I also expect that you will contribute to a positive and collaborative working environment in our research group – one in which innovation is encouraged. Through formal reviews and informal discussions, we help each other develop as scientists as well as expand our scientific skill base. 

Finally, in order to make progress, you will have to deal effectively with project organization and task management. Each semester, we will identify, and commit to words, reasonable goals to be completed by the end of that semester. These statements will serve to guide your progress. We will revisit the goals periodically. I expect that you will use a planner and that you will bring it with you every time that we meet!

Time and Financial Support 
I expect you to regard graduate school as a ‘full time’ job (with room for both vacations and overtime) – more on ‘full time’ below. If you are supported on an RA or TA appointment, the time commitment should average 20 hours/week. I am certainly aware that there will be short-term fluctuations in these numbers, but these should be average. In most cases, I’ll ask that you generally keep track of your time on these tasks so that I can make informed decisions about the labor involved in the tasks that I am asking you to complete – in other words, I expect that we will work together on managing your time on these tasks. Academic year appointments cover the full semester (roughly Aug 16-Dec 31 or Jan 1-May 15). You’ll note that these appointments include the ‘ends’ of the semesters. I certainly expect that you will take vacations – these are important junctures to recharge your mind. But, it is important to recognize that the duration of the paid appointments includes weeks that are considered as academic ‘vacations’ (=no class weeks), and, as an RA or TA, I expect that you will work during some/many academic 'vacations'.   I expect that you will generally be available during the full appointment period unless we agree to other plans in advance.  The primary reason that I insist that you arrange for vacation time in advance of finalizing plans is because many deadlines do not respect ‘no class’ days. Discussing vacation time in advance ensures that your contributions to deadlines will be available when they are needed. Another way of stating this is to say that I expect that you will be available to meet with me on regular work days during normal business hours (excluding course conflicts) unless we make other arrangements in advance. 
It is important to recognize how we ‘butter our bread.’ Our research support is derived entirely from agencies or organizations that require our group to produce and disseminate research results. Therefore, while your thesis is a valuable result for you (and of great value to our group!), it is (to be blunt) generally irrelevant to the funding organization. They view results with the following priority 1) high impact journal publication (or project completion report in some cases), 2) low impact journal publication, 3) international conference publication, 4) other publications (book chapters, theses, etc). From their perspective, the support is not for your thesis, but for results and conclusions that move the science forward. Even during periods in which your salary is not supported by one of these organizations, they help to support your project through their support of our facilities, supplies, and ‘experts’ (e.g. Indra and Sungwook). Some work that I require you to do will not contribute directly to your thesis, but will contribute to the success of the overall project and the success of our group. These are important contributions that keep us working to move our projects forward together. Simply put, if our group produces high quality research results, then we will be able to obtain funding for future students. If we do not produce and disseminate research results, our group will not be able to obtain research funding in the future. 

In most cases, an RA appointment will have significant overlap with your thesis. However, it is important to recognize that the RA support can include many responsibilities that are distinct from your thesis. Similarly, there are likely to be work requirements for students given a TA appointment that benefit the Department, but are not related to your specific course assignment. These tasks often include preparation and organizational work at semester ends, for example.

I expect that courses will require 15-20 hours/week (during M.S. or during the first two years of the Ph.D.). If you have a TA or RA appointment, it should also average 20 hours/week. You can see that the above totals are, in fact, nearly a full time job! But, in order to complete graduate studies, you need to complete your thesis. To complete your thesis research, you will need to make progress on it most weeks during your degree (10-20 hours). The math works out that graduate school is frequently MORE than a full time job. Hence my emphasis on defining a thesis topic that is inspiring for you. 
Advising


I will do my best to provide advice and instruction on your project to guide you through your thesis as you need it. I find it useful for us to schedule a regular ‘check in’ meeting (approximately every week or two, depending upon the stage of your thesis) to discuss progress towards your goals and do our best to remove obstacles. The ‘Thursday reports’ that you have been completing have got you into a good habit of stating goals and evaluating progress that will help me help you and will help you make progress. I expect that you will be able to budget your tasks reasonably, work independently, and learn when it is time to ask for assistance or discussions. I expect that you will be well prepared for our check in meetings so that we make really good use of that time together. In addition to individual meetings, the intermittent meetings of our research group and project focused meetings provide great opportunities for you to learn from your peers and to receive feedback in an informal setting. 

As you know, this year I will be physically located at NSF. I will be checking emails from UB most evenings and weekends and will do my best to respond to short questions within a day. If necessary, give me a call at NSF with a short question or to let me know that we need to find time to talk at greater length about an issue. There may be times when I am unable to have a lengthy conversation. I thank you in advance for your sensitivity when I need to meet an urgent deadline.   I will also try to be sensitive about your personal and professional deadlines. 
Publishing, authorship and your thesis

The scope of a good MS project is a journal publication. A PhD should contain the data and interpretations for at least three high quality journal publications. Each manuscript should contain a substantive new contribution to the science. We will do our best to scope the projects according to these targets. 

I expect that you will write your thesis, including completing the data analysis for it. However, as members of public institution (and recipients of federal research funds=taxpayer $$) it is our responsibility to share the good work that we complete by publishing it in the more broadly accessible literature. Unlike thesis generation, which is a single author activity, manuscript preparation is a joint endeavor that will include me as well as other students and/or post docs, as appropriate. It is my hope that you will take the role of first author on your publication(s) (provided that your work is publishable). This means that you do the majority of the writing, editing, data analyses and so on, as well as revising and responding to review comments. In the event that – for what ever reason - I end up doing most of the writing and/or interpretation, then it is appropriate for me to be listed as the first author on the manuscript. If you are unable to translate your thesis into manuscript(s) within a reasonable period of time following completion, then I or someone else in the group will assume the lead author role.

Finally, not all MS thesis projects or portions of doctoral dissertations comprise stand-alone manuscripts for lots of reasons. In many cases, the best way to present the results from a group of experiments is to combine the work of several members of our research group. I’ll make decisions about these situations when they arise. If you made a substantial intellectual contribution to the manuscript, then you will certainly be included as a co-author and asked to contribute to the manuscript accordingly. The person whose work is predominant will be given the opportunity to take the lead on such a manuscript. If your contributions to a project were to complete important tasks but you did contribute substantive intellectual work, then your contribution will be noted in the Acknowledgements. 
Lab and field equipment, physical resources

Our lab is a pretty nice resource chock full of equipment to do pretty neat experiments.  I encourage and expect that you with use this facility a LOT. A few random thoughts about lab and field research activities that are important to me. 

· Safety always comes first.  Always know the safety requirements of the work that you are doing and wear appropriate protective gear for the project that you are undertaking (eye protection, gloves, lab coat and close-toe shoes are generally appropriate for lab work, for example).

· Keep a detailed notebook of ALL of your research activities. It is vital that you keep detailed lab and field notes.  Although it may seem redundant or unimportant at times, it will help you during project, it will help me help you interpret your results, and it will help me use your work to help the next student after you leave.  (I somtimes refer to notes I made in my lab or field notebooks years ago.)

And regarding equipment:

· I am confident that you will use our equipment with care and address any troublesome or broken equipment. Of course equipment breaks, even when used gently. This is part of research. Always address equipment that is broken or that you suspect isn’t working properly. By ‘address’, I mean organize getting the equipment repaired with advice from me, Indra or Sungwook. We may guide you to repair it yourself or to arrange for a professional repair. 
· Remember, when it comes to lab equipment, brute strength is generally NOT the answer!  
· If other students or faculty want to borrow things from the lab:  (1) if it is a common item, leave a note with the person's name and the date it was borrowed in the place of the item or (2) if it is an expensive or difficult-to-replace item, consult with Indra or me before lending it out.
· Safeguard the equipment in our lab by locking all the doors every night and during other extended periods (hours) when the lab will be empty. 

Professionalism

During your time here, I hope that you will develop as a professional.  This includes:
· always treating others and their scientific ideas with respect and tolerance (even if you disagree) 
· taking responsibility for your own actions and duties 
· a willingness to ask questions when you don't know the answer and 
· helping others with reasonable tasks when asked.
Criticism can be a sensitive issue and I will try to provide you constructive criticism and I expect that you will provide your fellow students and me the same.

Pet peeves that you should know about
· Wasting resources (including your time and my time!) Particularly, spending time, intellectual energy and physical resources on an experiment that you do not complete.
· When I (or Indra or Sungwook) can’t find the supplies that I need in the lab to do something because someone used them up and didn’t replace them.
· When I find broken equipment put back on the shelf.
· If you lack initiative and/or a willingness to learn to solve problems to the extent you can.
· I don’t read the ‘0’ draft – you do. If you haven’t read it, don’t expect me to.
· Don’t make the same mistake twice – AKA learn from mistakes.
· Don’t make me say it twice.
Miscellaneous


Phone:  There is a telephone in the ‘post doc area’ that is enabled for long distance. Long distance is solely for work-related purposes. Use skype to phone me in DC when possible to save $$.  


Computers and printing:  The computers and printers in our lab are primarily to support research projects. Please use the UB printers as your primary printers for course related materials and limit course related printing in the lab. Please let Indra know if one of the lab computers is acting up.
Back up:  your data and work, please! 

Colloquium:  You are expected to attend and encouraged to ask questions at the department-sponsored colloquium that meets most weeks.

Committee meetings and other requirements: You are required to meet with your committee each semester during a designated week as assigned by the DGS. It is your responsibility to set up these meetings and to complete other degree commitments as required by the Department and University, including proposal, thesis, various paper work, etc.
Lab supplies: If you use up the SECOND TO LAST one of something commonly used in the lab, you are responsible for making sure that more is ordered before we run out.

NSF &UB: I am keeping NSF and UB work physically separated. UB work is on my UB laptop and NSF work is on my NSF desktop. Please continue to use UB email for most of our correspondence. 
I expect that you will do an excellent job and I hope that the process is fun and intellectually challenging!
Richelle

P.S. You can always call me at NSF if you need to (703)292-4740 or after work on my cell at (716)795-8553.
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