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POLICY ON RESEARCH ETHICS
DEPARTMENT OF MATERIALS SCIENCE & ENGINEERING

The effectiveness of the research infrastructure throughout the world is based on the personal and
professional integrity of the people involved. The basic assumption that is central to all research
endeavors is that researchers have done what they say that they have done. The Department of
Materials Science & Engineering is part of that infrastructure, and the research conducted here
must withstand the highest scrutiny. Consequently, we must all ensure that our scholarly work is
conducted and reported with the highest ethical standards. We must be careful in our record
keeping and diligent in our efforts to always attribute credit where it belongs. In particular, we
must guard against any activity that would bring the integrity of the department or the
individuals within it into question. Among the activities to be avoided are:

* Falsification of Data — ranging from fabrication to deceptively selective reporting of
results or methods, including the purposeful omission of conflicting data with intent to
falsify results;

* Misappropriation of Other’s Ideas — the unauthorized use of privileged information,
however obtained; and

 Plagiarism — representation of another’s work as one’s own. The following website link
has a great deal of information in defining and giving examples of plagiarism:
www.plagiarism.org. In the Clemson University graduate announcements plagiarism is
described “as a form of academic dishonesty that includes copying of language, structure
or ideas of another, and attributing the work to ones own efforts.”

Please review the Graduate School’s academic integrity policy at:
mwmmmcmow.o&go.ooa\wommoﬁﬁo@no,\mbomwomgms%aoooaﬁomﬁbﬁ@mmﬁcoH

Note that there is no mention of intent or deceitful intent. This means that if you submit
plagiarized work, even if this is unintentional, it is still plagiarism. Ignorance of the
rules is no excuse for breaking them.

It is the responsibility of every member of Clemson University to enforce the academic
policy (see Graduate Announcements). .

The following are examples of situations that are considered plagiarism:

e To use ideas (i.e., to steal them) from someone else and pass them off as if the
ideas were your own is plagiarism.

e To take a source of material, words, diagrams or results and pass them off as your
own is plagiarism.

¢ To copy someone else’s work and submit it as your own is plagiarism.

* To copy words and ideas without giving appropriate credit is plagiarism.

e If you quote someone but do not use quotation marks this is regarded as
plagiarism.

T
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STATEMENT OF AGREEMENT'

Department of
Materials Science & Engineering

I, the undersigned, have reviewed the 2016 — 2017 version of the MS&E Graduate Student
Marnual and agree to abide by all of the policies, procedures and guidelines discussed herein.

§§g ch._m_,.(
d

(Printed Name) (Date)

(Signature)

* Document collected and maintained by the MS&E Program Manager.
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INTRODUCTION

WELCOME to the Clemson University Department of Materials Science & Engineering
(MS&E). This manual is intended to familiarize graduate students and their faculty advisors
with the operational aspects of this department. As such, it serves as an informational source and
a catalog of departmental procedures and requirements that will affect graduate students. The
requirements specified herein are in addition to those described in the “Graduate School
Announcements”, which may be found on the Clemson Graduate School website at
www .clemson.edu/graduate/.

The faculty of MS&E has adopted these policies. Since policies can be modified each year, the
policies in this manual apply to students joining MS&E during the year for which this manual is
valid.

All new students are required to attend the orientation sessions held by the Department of
Materials Science & Engineering and the Graduate School. Information from these orientations
help students to select their specific research areas and will allow them to choose their advisory
committee members responsibly. Dates and times of orientation meetings are announced each
semester.

We hope this manual is useful both to graduate students and their faculty advisors. Any
inconsistencies or omissions should be brought to the attention of the Program Coordinator.

Jurisdiction/Authority

This document is subject to periodic review and revision by the MS&E faculty. Each graduate
student is subject to the policies in effect at the time of beginning their program. If policies
change, a student may petition in writing to both the student coordinator and the chair of the
Graduate Standards Committee to change to their graduation requirements to the new policies.
This petition will be stored within their file.
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GRADUATE PROGRAM PERSONNEL

Department Chair, Materials Science & Engineering
Prof. Raj Bordia (161 Sirrine Hall, rbordia@clemson.edu)
Department Chair, Materials Science & Engineering — decides matters involving resources
available to graduate students; has final approval on assistantship and fellowship offers;
is the final authority on regulations and procedures pertinent to the Graduate Program.

Graduate Program Coordinators and Committee

Prof. Igor Luzinov (299 Sirrine Hall, 656-6541, luzinov@clemson.edu)

Chairperson of MS&E Graduate Standards Committee — makes recommendations to the
Department Chair regarding graduate admission offers along with other members of the
Graduate Standards Committee; coordinates graduate student recruitment activities;
coordinates Ph.D. comprehensive exams.

Prof. Gary Lickfield (161 Sirrine Hall, 656-5964, 1gary@clemson.edu)

Graduate Program Coordinator — works with students that have been accepted and have
officially entered the MS&E graduate program; acts as the initial advisor in first semester
course selection for those graduate students who have not yet selected a research advisor.

Program Assistance

Ms. Heather Cox (162B Sirrine Hall, 656-1512, hlcox@clemson.edu)

Program Manager — manages and maintains student records, coordinates student service
program needs for undergraduate and graduate students, and distributes graduate student
forms and alerts for meetings, fellowship and job opportunities. Interacts with the
Graduate School on other matters including student status, assistantships, and
fellowships. Also serves as primary liaison with alumni and industry partners.

Ms. Shelby Sheriff (161 Sirrine Hall, 656-3187, sshelby@clemson.edu)

Office Manager — assists the Department Chair of MS&E with his duties; coordinates fellow
administrative assistants, schedules conference room and distributes keys to Olin Hall
and Sirrine Hall.

Ms. Tonya Bledsoe (161 Sirrine Hall, 656-6900, bledsoe@clemson.edu)

Accountant — in charge of payroll, travel vouchers, purchase orders/requisitions for general
orders and other graduate student financial matters, and Buyways training; receives
requests for military leave.

Ms. Diane Swope (161 Sirrine Hall, 656-5900, dswope@clemson.edu)
Administrative Assistant — assists all departmental personnel with their responsibilities.

Technical Assistance

Ms. Kim Ivey (Lab G73 Sirrine Hall, 656-5968, ikimber@clemson.edu)

Analytical Lab Manager — manages the daily operation of the MS&E Analytical Lab located
in G73 Sirrine Hall including, daily operation of the Thermal Analysis, Spectroscopy and
Chromatography instrumentation. Serves as the instructor for laboratory sections
(graduate and undergraduate) utilizing the analytical equipment. Provides research
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Registration for New Students

REGISTRATION

Prior to registration for the first semester of study, beginning graduate students must

report to the Graduate Program Coordinator. He/she will be their initial academic advisor

and will help them plan their initial program of study. See “Graduate Program
Personnel” for current Coordinator.

Registration Procedures

The Office of Registration Services provides an online guide: www.registrar.clemson.edu/

Enrollment Limits Maximum/Minimum Credit Hours

(Y2 time)

_ Fall & Spri S

| pring ummer _ i
Student Category Semesters | Semester 6-Week Session
| Full-time Students 15/12 12 63

% -

| Graduate wwmmaﬁmam 15/9 15/6 63

| (Va time)

.W Graduate Assistants 12/9 12/6 63

M

10
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MS&E GRADUATE COURSES

GRADUATE COURSES

RECOMMENDED PRE-REQUISITES

A\M? m\ MSE 8100 Fundamentals of Materials Science

gt 3 9 VSE 8190 Inorganic Materials Characterization
7 @cﬁ Techniques

MSE 8200 Deformation Mechanisms in Solids

MSE 4220/6220 Mechanical Behavior of Materials

MSE 8210 Fracture and Fatigue

SPC™ /| MSE 8250 Solid State Materials Science

é%«oé..\\

&

MSE 4020/6020 Solid State Materials

“MSE 8260 Phase Equilibria in Materials Systems

MSE 3260 Thermodynamics of Materials

N\ .\\ MSE 8270 Kinetics of Phase Transformations
N Ny
29

MSE 3270 Transport Phenomena

MSE 8280 Phase Transformations in Materials
Science

MSE 3270 Transport Phenomena

MSE 6570 Color Science

MSE 4150/6150 Introduction to Polymer Sci & Eng

MSE 8510 Polymer Science I

MSE 4150/6150 Introduction to Polymer Sci & Eng

MSE 8520 Polymer Science II

MSE 4150/6150 Introduction to Polymer Sci & Eng

MSE 8400 Analytical Methods in Textile and
Polymer Science

MSE 8610 Fiber Physics I .

MSE 4610 Polymer & Fiber Science II1

MSE 8620 Fiber Physics II

MSE 8660 Fiber Formation

MSE 4610 Polymer & Fiber Science 111

12
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Minimum Degree Requirements for M.S. in MS&E

Course Credit Hours

24 Hours*

Core + Other courses required

4 core + 4 other=§

Master’s Research MSE 8910

6 hours (Grad School requirement)
plus Thesis completion

Credit Requirement (Total Course Plus

A minimum of 30 credit hours past the

Research Credit Hours): bachelors*
Exams Thesis Defense
Seminar 1 presentation**

*Does not include MSE 8000/8010 Materials Research Seminars
## Student must register for MSE 8010 to receive credit for seminar presentation

Course Deficiencies

The MS&E Graduate Program is not designed to be a “remedial or entry-level” program;
therefore, students are expected to have the appropriate technical background prior to
entering these programs. If course deficiencies are identified and/or if remediation is
specified as a condition of a student’s admission, it is important that the remediation
requirements be met early in the program in order to provide the student with background for
graduate level courses. Normally, these deficiencies are removed by taking and passing
specified required courses during a normally scheduled course offering. However, these
courses do not count toward the total number of semester hours of graduate credit (exclusive
of MSE 8000/8010) required for graduation.

Core Courses

Students are required to take at least six (6) of their eight (8) courses from MS&E graduate
courses which are chosen by the student in consultation with their advisor and advisory
committee members. Of the six (6) MS&E courses, four are required core courses which are
indicated below. Students are required to maintain a minimum 3.0 overall GPA in order to
graduate with a M.S. degree. All students must also enroll in MSE 8000 Seminar in
Materials Research every semester, with the exception of the semester they present in
seminar and are enrolled in MSE 8010 Graduate Student Seminar in Materials Research.

Mandatory Courses:
MSE 8100 Fundamentals of Materials Science (3 credits) (3,0)
MSE 8260 Phase Equilibrium in Materials Systems (3 credits) (3,0)
MSE 8270 Kinetics of Phase Transformations (3 credits) (3,0)

14




ST

(0°¢) (suparo ¢) uonewrio 1291 0998 ASA
(0°¢) (suparo ¢) I1 SOISAY{ 1991 0798 S
(0°¢) (supaio ¢) 1 sO1sAY{ 1991 0198 SN
(0°¢) (supa10 ¢) I] 900G IOWAIOJ 0758 ASIA
(0°¢) (supaio ¢) | sousIog WA 0158 TSN
(0°¢) (smparo ¢) 90USIOG S[BLISIRIA] UL SUOIRULIOJSURL], 95 d 0878 ASIA
(0°¢) (s3IpaI> ¢) 90UBIOG S[RLISTRIA 91BIS PIOS 0ST8 ASIA
(0°¢) (sype1d ¢) andiye,] pue smyoel] 0178 ASIA
(0°¢) (s1pa1o €) SPI[OS UI SWISTUBYIIN UOHBWLION( 0078 ASIA
”mw%mz Eo(ﬂ momHDoO ﬁo@ﬂwgoooam ﬁwﬁoﬁﬁuﬁx\

(0°€) (sups1o ) sanbruyos ], HONEZIINORIEY) S[BLIJRIA] OTUeSIou] 0618 ASIA
(0°¢) (s11pa1o §7) 9oUBIOG ISWATOJ PUE S[IXS, UL SPOYRIA [BOBATRUY 0048 TSI
:(8U0 95007]0) $9SINOY) UOTIBZIISIOLILY)) PUE [BONATRUY




Curriculum Development — Plan of Study — GS2 Form

The GS2 is a set of electronic forms that serve to appoint the graduate advisory committee and
notifies the Graduate School of the classes the student will take to fulfill the degree requirements.
It is important to note that any class listed on one’s GS2 must be completed before
graduation. If changes are necessary, a revised GS2 must be filed. This form may be found
in the student’s iRoar portal entered via https://iroar.clemson.edu/registration.php.

The student’s advisory committee must approve all the courses by electronically signing the
student’s GS2. All students are expected to develop an area of study with the advice and consent
of their advisory committee.

The planned course of study, once approved, must be submitted to the Graduate School via the
completion of the electronic GS2 found in iRoar. The GS2 must be completed as soon as the
student talks with his/her advisor and determines the course of study he/she will pursue, and is
due at the beginning of the second semester.

Procedure to Compete GS2:

1. Log into iRoar

2. Choose the “Student” tab

3. Under the “Registration” drop down, select “GS2 Committee Selection”

4. Fill out the form with your Committee Chair’s information along with your other
committee members’ information. Once all information has been entered, submit the
form for approval by the Committee Chair and additional committee members.

5. Once approved, log back into iRoar and under “Student” = “Registration” select “GS2
Plan of Study”

6. Using the student’s anticipated graduation date for completion of research hours, their
advisor’s input and research emphasis as guidance, the student should fill in the form.

7. Once completed, the form will be electronically submitted to the necessary parties for
approval.
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Conclusions
In this section, the main challenging steps of research procedures have to be briefly
discussed and their strong and weak points must be mentioned. The results of the
conducted research have to be delivered in a concise form and the proposed mechanisms
explaining the results should be clearly articulated

Significance
This section should be a brief summary of why it is important to conduct the proposed

research. What are the results and how will they benefit the Materials Science &
Engineering community?

Helpful Hints
e Students should use the recommended Graduate School format desired for

references, font and other formatting items.

e Whenever possible, use the active voice as the use of the first person is generally
discouraged in technical writing.

e Avoid starting sentences with numbers. Numbers less than or equal to ten should
be spelled out. Numbers of 11 or more can be represented by Arabic numerals.
However, if referring to an exact amount such as 1.0 mL, use numerals.

Graduate Diploma Application
Students apply for graduation through their iRoar account. Choose the "Apply for
Graduation" link under the "Student Record" menu. The graduation application is required
for any student intending to graduate, not just students planning to walk at graduation.

Thesis Deadline
A first draft of the thesis should be completed well before the date of the final oral
examination. A final draft (approved by the advisor) should be submitted to the advisory
committee at least two weeks before the oral exam. Consult your advisory committee for
specific requirements.

Final Oral Examination
The final oral examination is given at least three weeks before the date on which the degree
is to be conferred. This is given under the authority of the student’s advisory committee in
accordance with Graduate School deadlines. The committee will have been given final draft
copies of the thesis a minimum of two weeks prior to the exam.

The chair of the student’s advisory committee will schedule the examination that is
administered by the committee. During the examination, the student will be expected to
orally present the findings of the research, support various aspects thereof, and be questioned
on integrated knowledge of related coursework. The Graduate School will be notified of the
date, time and place of the examination at least ten days prior to the date scheduled. At the
same time, members of the MS&E faculty, the Graduate Standards Committee, the Dean of
the Graduate School, and MS&E students will be invited to attend the examination.
Procedurally, the examination normally consists of a 30-45 minute presentation made by the
student followed by questions posed, first by those in attendance and second by the members
of the student’s graduate advisory committee.
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POLICIES AND PROCEDURES FOR NON-THESIS MASTER’S DEGREES

Important: Please follow the “Non-Thesis M.S. Student Checklist” on page 61 to make sure
that you are on the track to complete your degree requirements.

Introduction
These policies supersede any policies outlined in graduate manuals written prior to the
current semester. Academic regulations pertaining to the various degree programs are
published in the “Graduate School Catalog,” the “Graduate School Policy Handbook” and
on-line at www.clemson.edu/graduate/students/policies-procedures/index.html.

Introduction
The non-thesis option will require a minimum of 30 credit hours (exclusive of seminar hours)
and be followed by the submission of a publishable report on topic approved by the student’s
research advisor.

Selecting a Research Advisor
All beginning M.S. students are asked to confer with each MS&E faculty member in whose
general area they may have an interest. Upon having done so, the student selects a research
advisor subject to the consent of the selected faculty member. The students research
advisor/chairperson of their committee must hold a full-time faculty appointment at Clemson
University. The student subsequently begins to formulate research plans with the advice of
their advisor.

Advisory Committee

For a non-thesis masters, no additional committee members are required. If the student and
their advisor decide that the students should have an additional committee member(s), the
following guidelines should be followed. The student, working with his/her advisor, selects
an advisory committee. The advisory committee should be chosen by the beginning of the
student’s second semester. The advisory committee shall consist of members who hold
faculty appointments at Clemson University. A majority of the committee shall hold
tenure/tenure track faculty appointments in the Department of Materials Science &
Engineering. Part-time visiting and other nontenure-track faculty employed by Clemson
University, Emeriti faculty, and Adjunct faculty may serve as advisory committee members
but may not serve as chair. If the student has declared an emphasis in another field, at least
one of the committee must be from the faculty of the program of the emphasis area.

The student’s advisory committee will perform the following functions:

Provide advice and consent in the selection of course work by the student;

Assist in supervision of the student’s research program;

Meet with the student six months prior to the final oral examination to review progress;
Approve the student’s publishable report when requirements are met; and,

Initiate recommendation to the Graduate School for awarding of the degree.
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Analytical and Characterization Courses (choose one):
MSE 8400 Analytical Methods in Textile and Polymer Science (4 credits) (3,0)
MSE 8190 Inorganic Materials Characterization Techniques (4 credits) (3,0)

Additional Recommended Courses from MS&E:
MSE 8200 Deformation Mechanisms in Solids (3 credits) (3,0)
MSE 8210 Fracture and Fatigue (3 credits) (3,0)
MSE 8250 Solid State Materials Science (3 credits) (3,0)
MSE 8280 Phase Transformations in Materials Science (3 credits) (3,0)
MSE 8510 Polymer Science I (3 credits) (3,0)
MSE 8520 Polymer Science II (3 credits) (3,0)
MSE 8610 Fiber Physics I (3 credits) (3,0)
MSE 8620 Fiber Physics II (3 credits) (3,0)
MSE 8660 Fiber Formation (3 credits) (3,0)

Curricalum Development — Plan of Study — GS2 Form

The student should develop a plan of coursework with the assistance of the research advisor.
This should be done by the end of the first semester. This plan is formally submitted to the
Graduate School via the GS2 Form (See_Curriculum Development - Plan of Study - GS2
Form on page 16).

Graduate Diploma Application
Students apply for graduation through their iRoar account. Choose the "Apply for
Graduation" link under the "Student Record" menu. The graduation application is required
for any student intending to graduate, not just students planning to walk at graduation.
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Minimum Degree Requirements for the Ph.D. in MS&E

Total Hours of Courses 16 hours*
Core Courses Required 5
Doctoral Research - MSE 9910 18 hours (Grad School)

A minimum of 60 credit hours past the

Credit Requirement (Total Course Plus bachelors or a minimum of 30 credit hours

Research Credit Hours): past the masters*
Comprehensive and Dissertation Defense
Exams . .
(Final Examination)
Seminar 2 Presentations**

*Does not include MSE 8000/8010 Materials Research Seminars
** Student must register for MSE 8010 to receive credit for seminar presentations

Core Courses

Students pursuing a Ph.D. in MS&E are required to take the following courses which will
result in the completion of five (5) core courses. Decisions about which courses to take,
where applicable, should be made by the student in consultation with his/her supervisor and
advisory committee. Students are required to complete the first four (4) core courses by the
end of their third fall/spring semester and all five (5) core courses within their first two @)
years. In order to be qualified to take the Comprehensive Exam, they must have taken at least
four (4) of their core courses.

Mandatory Courses:
e MSE 8100 Introduction to Materials Science
e MSE 8260 Phase Equilibrium in Materials Systems
e MSE 8270 Kinetics of Phase Transformations

Analytical and Characterization Courses (choose one):
e MSE 8400 Analytical Methods in Textile and Polymer Science
e MSE 8190 Inorganic Materials Characterization Techniques

One additional MSE 8000 level course.

24




ST

“VdD 0S°€ © 9A0qe 10 0} [EnDbo SeMm $95IM02 "'l TOY} JO 93BIOAR U} J1 PIISPISUOD
¢ (30U ,,,u,,n_ WmB SOSIN0D 9SO} JO VJO HOY] CUeXd oAIsUeyeIdwod oy 10§ sjuewermbal
" 9SIMO3 2109 [[I[NJ 01 SN JSY} SULMp USNe] SISMOD SN UEILFRSIAEFD AeW JUSps oU)
“JISIOATU[) TOSWIL)) e JSIA JO 1uatmreds(] o) WOl SN JI9U} PIAIOAI Sy JUSprs JT "Wexy
aatsueyerduwio)) oy Sundurene 01 toud paje[durios (f) MOJ ISIY Y} YiLm KIISIOATU[) UOSUIA))

18 gSIAL JO JuatmIeda(] SU} UI SSSSETO 9100 (§) 9AL oy} 23e[duoo [[iS ISTUL SY/3Ys ‘uonmnsuy
ISIOUE 18 93130p SIONSB]N B PSUIRIqo IO JIOM 9SIMOD oqeredwoo pajerdwod sey juspms & Jj

-30180p “(1Yd 10F 9[qIS1[ 2q 0} Aprs Syenpeid JoU/SIY SULMPp UNe)} SISSE[O [[e
10 VO [[eIPA0 ()¢ WINIITUII B UTRIUTRW JSTUL JUSPIS U, "HI4D250Y S[VIIVI Ul IDUIIS
quapnIs pnpvan (108 TSI Ul PI[]oIu2 24D PUD JDUNHIS Ul quasaid Aoy si123souias
oyl fo uondsoxa 2yl ypm ‘41sowids Aiodd youpasay SIPMADW Ul ADURUIS (008 HASIW
w1 jo4us OSIp ISMWl SJUZPIS [ “UOTRUTEXY SAIsueyerdwo) ‘qyd Sui el 03 permbsaz
V4O Wiy oy} Sune[noed Ul pasn o 10U [[IA SISINOO 9sey) Ul sopeid oy} ‘IoASMOY
‘moye) 9q Aew ‘JUOpMS Y} O} SPUSUIUIOOAT copTUIIOo/I0sIATedNS oY) YOTYM ‘SeSIMOd 1910




PH.D. COMPREHENSIVE EXAMINATION

Qualification and Eligibility Requirements for Students to Take Comprehensive Exam
Doctoral students are required to have a minimum GPA of 3.45 in four (4) of their core
courses in order to be eligible to take the comprehensive examination. Students must have
taken four (4) of their five (5) courses by the end of their third fall/spring semester.
Additionally, students must make their first attempt at the comprehensive exam by their
fourth fall/spring semester. Qualified students must declare eligibility by submitting the form
“Declaration of Qualification for Ph.D. Comprehensive Examination” found on page 29.

Students who do not achieve at least a GPA of 3 .45 after completion of four (4) of their core
courses may not take the comprehensive examination and will be dismissed from the Ph.D.
program.

Students will have two (2) attempts at both thé written and the oral portions of the
comprehensive exam. All attempts must be completed by the end of the student’s sixth
fall/spring semester and within twelve (12) months of the submission of the proposal.

Those students not meeting this time deadline will be:
1. Required to complete the M.S. degree in MSE prior to seeking re-admission to the
Ph.D. program; or
2. Dismissed from the Ph.D. program if they have already earned the M.S. degree at
Clemson.

Content of Comprehensive Examination and Expectations

The candidacy/comprehensive examination will consist of: (1) a written dissertation
proposal; and (2) an oral exam. The examination will be conducted and administered by the
student’s advisory committee plus one external examiner appointed by the graduate standards
committee. The supervisor can advise the student on topic and general content of the
proposal but has no say in the pass/fail outcome of either the written proposal or the oral
examination. It is expected that the written document will be solely the work of the student.
Students will be expected to have an in-depth knowledge in their selected research area
including relevant literature, experimental methods, and fundamental assumptions and
limitations. In addition, students are expected to be ready to answer all pertinent questions in
this topic area based on the courses taken at the time of the examination that the examining
committee deems relevant to the area of proposed research. Students must also be prepared to
answer basic questions about materials science and engineering or polymer and fiber science,
which are representative of a senior undergraduate major in the area. Suitable texts that cover
these concepts will be recommended to students when necessary. The students must also be
able to critique approaches and methodologies used by them and others cited in the literature.
If the outcome of the candidacy/comprehensive examination results in a “fail” the student
will have one chance to retake the candidacy/comprehensive examination.

Results of the Comprehensive Exam are communicated to the Graduate School through the
GSSD. At the end of the Comprehensive Examination, the form should be signed by the
committee indicating either a pass or a fail and submitted to both the MS&E Program
Manager and to the Graduate School.
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Formulation of Ideas & Research” found on page 34) to the Graduate Standards
Committee Chair (the 1% attempt): before January 15

e Review of proposal by the student’s committee members and the external
examination chair. All reviewers will calculate a score and the external examiner will
average the scores and submit comments/scores to the Graduate Standards Committee
Chair by February 13™.

¢ Feedback to the student on the written proposal by the Graduate Standards Committee
Chair: by February 15%

o The student should meet with each member of the examination committee for
additional comments concerning the written proposal and topics: before March 15™

e Oral examination is to be scheduled for the first attempt (if “pass” the written exam in
the 1% attempt): before April 1%

e If the student receives a “fail” in the first attempt of the written proposal, he/she
should complete the following--
o Resubmission of a written proposal: before May 15™
o Receive feedback from committee members/external reviewer (of the 2™ attempt

of the written proposal): before September 1%
o Prepare for the Oral exam — the first attempt (if “pass” the written exam in the
second attempt): before January 15™

o If the student receives a “fail” in the first attempt of the oral exam, the time for the
second attempt will be suggested by the committee. This second attempt must be
completed before January 15% of the following year, or less than one year from the
start date (to satisfy a Graduate School Regulation).

Timeline for selection and approval of the three oral exam topics will be:

e The student should work with the major advisor and advisory committee to select
three initial oral examination topics, and submit them along with the written proposal
by September 15" or January 15%

o Then the examination committee, led by the external chair, will discuss and confirm
the three topics, and submit them to the Graduate Committee chair, along with the
feedbacks of the written proposal by October 15™ or February 15"

e The Graduate Committee chair will assemble all examination topics for all
candidates, and submit them to the full faculty for approval.
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2. Guidelines for the Ph.D. Research Proposal
Each member on the student’s advisory committee (including the research advisor), as well
as an additional external faculty examiner appointed by the Graduate Standards Committee
Chair, will evaluate the written proposal and provide a numerical score (0-100) and optional
additional comments. Each committee member is asked to use the following rubric when
marking the oral proposal.
Introduction Section:
e [5 Pts. Possible
e Reviewer should identify if the student satisfactorily communicated the project
motivation, objective and tasks.
Background Section:
e 20 Pts. Possible
e Reviewer should identify if the student satisfactorily communicated that he/she
conducted a literature review, preliminary experiments, analysis of preliminary
results and showed critical analysis.
Research Plan Section:
e 40 Pts. Possible
* Reviewer should comment on the details on planed research, technical language,
rigor of analytical methods and/or engineering analysis
Potential Original Contribution and Impacts on Science & Engineering:
e [0 Pts. Possible
References:
e 7/ Pts. Possible
Technical Writing Quality:
e § Pts. Possible

The external evaluator will collect and average all scores. A proposal will receive a “Pass” if
the average adjusted score is greater than or equal to 60%. A proposal will receive a “Fail” if
the average adjusted score is less than 60%. The average numerical score, along with the
verbatim comments, will be sent to the student.

The written document should reflect an effort by the student and not be the work of the
research advisor. It is expected that the Comprehensive Exam research component will be
paralle] to, but not necessarily identical to, the candidate’s dissertation. To ensure this, the
candidate’s research proposal cannot be identical to research previously proposed by the
advisor, e.g., to an external funding agency and must clearly identify the candidate’s work.
The candidate may, however, use the same research hypothesis and design new
experimental/computational/modeling pathways to validate the hypothesis or objective. The
advisor must work with the student on the direction of research, points of clarification,
essential grammar and technical style, and on improving the structure of the document.
However, it is up to the student to produce the majority of the document and the student is
the one responsible for the final product. Specifically, the student is responsible for the
writing of the document. The advisor must provide mentoring guidance regarding
formatting, and editing for clarity of the content.

30




1€

pue sonbruyos) oy} puBSIOPUN [[IM ISP U} JEYY OS USAIS oG PINOYS punoidyorq
JUOTOINS  '9AR0S[qO [OIEeseI oY) 03 paye[ar we[qord oY) 9AJ0S O} Aysnoraard
oUOp U9sq SBY Jeym SUIQUOSOp ASAMS OINJBIS)] B JO )SISUOD PINOYS UONDIS SIYJ,

punoIsyeyg

*a1qIssod se AJaSIOU0D S8 USNLIM 9q
pmoys swL, Teos sup ysiduoooe 01 A1essa0su syse} ofroads o) SUIqLIOSIP SUIPNO
UE TRIM POMOJ[OJ 9q PINOYS SIY], ‘IXoU pajeretial oq pinoys joefoxd ot jo Te03 oyf

- AI8SS909U

SI [OIBSSaI STY) AUM PUBR S[IOM S} I0J UOTBATIOW MOA puejSIdPUN AJIBS[O PINOYS
IopesI oY, “JUIodMOIA JIWSPEI. IO TejusiOIIAUS “TeorSoT0UN00) ‘[eIoURUY € WO 11
9q ‘coueiroduul JO 29 O} PIISPISUOD ST 100fo1d oty Aym ure[dxs pINoOYs UOONPOIUT YT,
UOIJEAIJOTA] PUB UOI}ONPOXIU]

"4 pley ur y wojqoxd
01 , prety woy gy poypewr A1dde oy st resodoid sty) JO 2ATOS[QO YOIBASAI SYL, e
-~ amoaftoo 3A0xd 03 st [esodoid STl JO SATOS[QO YoTEISAI BT, @
"B Jo AoeInooe
e UrIM 0 g I9jewered oImseaw o) ST [esodoid ST} JO 9A1D9[GO YoTeasaI oYL e
‘7 stsoynodAy 159} 03 s1 [esodoxd STy} JO 2ATIOS[GO YOIBISAI YT,  ©
:(a1q1ssod oIe SUOYRLIEA I9U10) SULIOY SULAMO[[0F ST} Ul UM 9q Kewr 2A193[q0
[oIeasaI 9] "Op O} PUSIUI NOA 1By PUEB)SISPUN 0] S[qB oG P[NOYS JSHUSIDS POULIOIUL
Aue Jey) YONS UOPHM oq PINOYS JUSWeIS [eRIUL SIYL oAnoe[qo oy ysijduoooe
0} uove) oq isnui Jeyy yoeoidde oty 0} APOSIP SUO SPES] SAN0S[GO PIRIS-[M Y
9A1392[q O YI1EISY JO JUIWNIEB)S

vV

Aem

Surmor[oy o ur 9[qissod se 8s0[o e permonns 3¢ pnoys esodord Sy} JO SUORIAS SNOLILA
o) “uonewnioyur jo odA) pue Anuenb Ul JuSYXe oWOS 0) Area [[M sresodord yoreasay S[IUM

“91Ep 0} SUOISN[OUOO PUE S)NSAI Y} SSNOSTP 0] PUE ‘U LLISPUN HI0M [EONSI09;

10 [eonoerd ‘eiusumiodxe oyy pue welqoid oiseq oy AnoEy 0} SJEIMUNUIWIO]
) ‘Tesodoxd

pres Jo osusjep Jelo ot} 10f [esodord YoIessal Sy} WO WONBULIOJUL oreurdoxdde as)
‘resodoxd [oreasaI UaILImM AJSSIOUOD B JUSSAI]

‘SUOTSN[OUO0D MEIP PUB SUOLESIISOAUI IISY) WOL poonpoid eyep oy} 1o1droruy

‘sterqoid 1ons 01 suonnjos

Teuoner 1s988ns J0 eonpoid pue swa[qoid 2AJos pue szAeue 03 Aiiqe oy doeasg
‘sgurpury moy Ajdde A[[eonio pue A0AMS SINJRISH] B A EMOpU()

“y10Mm 2ATESNISOAUT Yons we[d pue SZ[Ue3I0 O} SAWBHIUL pUe AIIqe I19y) A1ensuowsJ
“woTyezIeLoads JO €oTe o) Ul UOISIATdNS TNTITUIUT (iim

o1do) uesoyd & uo 30af0xd yoressar oyroads © Sunyepepun Jo ojqeded ore A5y} MOUS

o« b =

o o

‘B

:01 Ayrumroddo oY M JUSPIS Y 9pIa0Id 0} POPUSIUL ST esodoxd yoreasay 9],

-suondooxa 0U ‘99110 UOHEUIWIEXS J} 0} dpeul
oq uBd AJEnuUopyuod x0y jsonbax ou snyy pue orgqnd st asuoyop [esodoxd goaedsax Y,




approaches described in the research plan. This section should show evidence that
the student is well read in the subject and can critically review the works of other
authors.

Following the literature review, the author should present preliminary data and
provide analysis of the findings. The data presented should support the research plan
and provide additional motivation for the project.

Research Plan

In this section, the work to be carried out should be described in detail. This will be
an expansion upon the research tasks listed in the introduction. The student should
demonstrate a clear plan that will have a high likelihood of accomplishing the
research objective. The student should consult with the faculty advisor to insure that
the presented plan will be meaningful and capable of producing reliable results. In
addition, the student should comment on any limitations in the plan and alternative
methods if the initial plan is unsuccessful.

Potential Original Contribution and Broader Impacts for Science

This section should contain anticipated results and potential scientific merits and
impacts. The proposal should indicate the student’s potential for an original
contribution to the field. The resulting impact of this work should be described from
the prospective on how this particular work enhances our understanding of natural
phenomena as scientists and engineers.

References

Any references to books, journals, patents, and theses must be referenced. References
to websites will not be accepted. Concrete website information is often based on
more substantial papers, journal articles or internal industry research, and these
should be located for reference.

The student may adopt a commonly used reference style in the field (please check
professional journals in the field for examples). The full title of the articles should be
included.

Statement on Personal Contribution to the Formulation of Ideas and Plan of Research

A statement is required expressing the students contribution to the formulation of the ideas
for this proposed work. The ideas of others should be noted alongside those of the student.
This form can be found on page 34 and should be turned in with the written proposal to the
Graduate Standards Committee Chair electronically.

Formatting of Research Proposal

The proposal has a basic format and should be no more than 5,000 words as determined by
Microsoft Word (approx. 15 pages long). This length is determined excluding appendices,
graphs, charts, tables, and references. Proposals longer than this limit indicate that the student
is unable and/or incapable of being brief enough to provide a proposal of a specified length.
Proposals longer than those specified may be penalized, especially if content is judged to be
'padding' which could have been shortened or omitted.

32




‘Ieolo Ul USPLM e
*A[Teoruono9[e Iey)

€<

yst[8ug snongiqureun

sodoid oy pue passardxo Arreor8o] oq pmoys ordo resodoxd oyf,

NS0 oY) 0} papIuIgns oq 0} ey sordo} eamy) i SUOTE resodoxd oy,
SIOQUIRJA] 991 1THTO) 0} [esodoxg TP JO ARAIPR(

“Juepnys ayp 03 papraod oq [ od£) STy} JO WOTIR[OIA

wo sSurarem ISUMNJ ON| “AIISISATU[) UOSWRL) pue weidord RSN U WOY uorsndxo
orqissod pue 103fo1d payrey € STt *A[[eWLION] "9IOAS AT SUIOUSIRYel ayenbopeur pue wstreide[d
103 sonreued oY, "PopUS NI0M Pajo Y} PUE weSoq SHOM UMO IOU} SIoUM 0} St UOISTHUOD
ul SunjnseI ‘uoIssnosip oY Ul Kjerenbope 11 9oUSIefel O} [rej Mq SHOM s;uosred IaTOUR
Sunjonb ore Aoy} yey} ParEOIpUl SABY Syuepnys 9ISYM. ST Surouadafa4 aponbapvu] ‘wisgao13vid
JO SUONIULp S} IOF SUOTETNEI OTUIOPEIE AJISISATU() UOSWIS[) JuBAS[eI AUe pue  Jenuej
yuepnyg syenpelin SN, W €T soged o) 01 19721 9sB3[d “poyiqryoid AOLS ST wSLAD1I3V]J

Furuexd)oy] enbopeu] pue WSLIBISE]d

“1X@) 9} UL SUOISIOA ATRTINS Auo gy xipuadde

U UT pepnouT oq PIOYSs "3 ‘SI[qE} ‘gyreyo ‘o[qIssod IOAUSYM (7 uonods ul I3 PIN x
sejousp) ¢ omJ1g "3'9 UONIIS Yore wys A[9ATNOSSTUOD patequnu ‘IS 19n9q ‘10 ‘resodoxd
o) NOYSNOIY) A[PAINOSSUOD PIISGUINT aq p[noys 030 ‘suorenba ‘Speyo ‘syderd ‘surerder(q

Aressof3 & yim 93ed

, "SuLIa) JO
& opn[oul OS[e P[NOYs TUapMs o4} ‘%o OT) WI Pasn 9q 0} dIe SUOLRIASIqqE

yons [e1eAds JI (qSD) v pomayS 042425 G5 9xo1 oY) JuIMOI[OF sosauored
ur wAuoIoe oy} Y o Sunum Ay Aq PoULP Areniul oq pInoys pesn swAuoIoR AUy

*109U$ aTj} JO W0R0q

pue doj (YouT 1) W ST Pue SpIs JWBL S UO (soypuI §/°0) W O “OPIS Jof 9y uo (4ol

1) W G Ises] 1€ 3o

uidrewt e SUIABI] ‘roded prepuels Uo Furoeds o[qnop s (UBTOY MIN

SouIL], “BOTRATH ‘reury) ooeyedLr INIOd Tl piepuels Sursn ‘padfy 9q s resodoid oy [,




PH.D. COMPREHENSIVE EXAMINATION STATEMENT OF
TOPICAL AREAS AND
PERSONAL CONTRIBUTION TO THE F ORMULATION OF IDEAS & RESEARCH

Topical areas selected for my comprehensive exam were compiled by me after discussion with
my advisor and committee members. They are:

1. Insert description
2. Insert description
3. Insert description
I, (type name), developed the submitted research proposal with the help

of (insert faculty, staff, collaborators who aided
development). My most significant contributions were

(insert and describe contributions to
proposal development). .

Student’s Full Name

Student Signature

Date

Confirmed by:

Advisor’s Name (please print)

Advisor’s Signature

Submit to the current Graduate Standard Committee Chair along with copy of proposal by
listed deadline.
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The advisory committee may divide Q&A into different sections or conduct them in any
order that the committee sees appropriate.

At the end of all the presentations and once the committee has asked all questions that
they desire, the candidate will be asked to leave. The committee will use that time to fill
out a rubric to help determine the “pass” or “fail” status of the presentation. The
committee (plus the Chair of the Examination Committee) will then vote by secret ballot.
The committee chair will then collect the ballots and determine the outcome of the exam.

Examination Topics to be Covered in Addition to Research
Three topic examination presentations will also be given by the student at their oral
exam. The student should prepare 5-15 slides on each topic (including a discussion of
how the basic theories in these topical areas are related to the proposed dissertation
research). The total presentation for the three topics should not exceed 30 minutes.

The procedure to formulate the three examination topics will be the following:

e The Ph.D. student should initiate discussion with each of his/her advisory committee
members (other than research advisor and the examination chair/external evaluator) to
formulate at least one topic.

e The Ph.D. student should then work with his/her research advisor to assemble the
three topics (and make necessary revisions if there are topical overlaps).

e Finally, the three examination topics should be forwarded to GSC Chair along with
the written proposal by October 1°.

o The external examiner will be the coordinator and make the decision on the selection
of these topics (based on the committee’s opinions). The three examination topics
will be then submitted to the chair of the MS&E Graduate Standards Committee by
October 1% along with results of written exam.

Pre-defense advisory committee meeting
Approximately 12 months before the expected final oral defense, an advisory committee
meeting should be held. This purpose of this meeting is for the candidate and the
committee to discuss the expectations for graduation.

Application for graduation and diploma
Students apply for graduation through their iRoar account. Choose the "Apply for
Graduation" under the "Student Record" menu.

Dissertation
A first draft of the dissertation should be completed well before the date of the final oral
examination. A final draft (approved by the advisor) should be submitted to the advisory
committee at least 2 weeks before the oral exam. Consult your advisory committee for
specific requirements.

Final Oral Examination
An oral examination, to be given at least three weeks before graduation, will serve to
examine the student on his/her dissertation research. A broad and penetrating
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PREPARATION OF THESIS OR DISSERTATION

Planning Dissertation Timeline :
The deadlines for the tasks depend on the date of anticipated graduation and are posted at the
Graduate School website www.clemson.edu/graduate/students/deadlines.html. A list of the
deadlines also can be obtained by contacting the Graduate School. Failure to meet any of
these deadlines will result in postponement of graduation.

Sufficient time must be allotted for writing the thesis or dissertation. It is highly encouraged
and recommended that the student fully completes his/her thesis/dissertation before leaving
the university. Experience shows it is very difficult to complete a thesis or dissertation after
leaving the university.

Writing the Thesis or Dissertation
The writing process usually begins toward the end of the research period. The document
must be written in a format that is acceptable to the Graduate School (M.S. or Ph.D.) The
formatting rules that should be followed are outlined at the following website:
www .clemson.edu/graduate/students/theses-and-dissertations/index .html

Review and Approval
As a result of the final oral examination and review of the written document by the advisory
committee, the student may be required to do more work. After a successful final oral
examination, the committee members will provide any comments or corrections that must be
made to the thesis or dissertation.

Duplication
A minimum of one bound copy must be made for the research advisor. Additional copies

can be made for the student's personal use and for advisory committee members by request.
Once the student determines the number of copies needed, s/he should call to schedule an
appointment with the Printing Service Center. Unbound copies are produced at the Printing
Services Center, but the student must pay for the binding of hardbound copies at the Bursar's
Office, located in Sikes Hall. At the appointment, the student will need to pay the
duplication fees and describe any special services required (offset printing, photos, etc.). The
student can pay for duplication by personal check either directly to the Printing Services
Center or at the Bursar's Office and then present a receipt for that payment to the Printing
Services Center. The cost for duplication depends on the length and the number of copies
requested. Duplication usually takes no longer than one week.

For all current policies, procedures, deadlines, and regulations regarding theses and
dissertations, consult the Graduate School website: www.clemson.edu/graduate/
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New graduate assistants must report to a departmental Administrative Assistant and complete
the following: information sheet, tax forms (federal and state), and I-9 form. Students will
need to provide proof of nationality, social security number, age, etc. An appointment will be
made to see the college HR representative, who will assist student in completing the
necessary paperwork to get on payroll.

International students should have their offer letter with them upon arrival. The student
should then see the appropriate Administrative Assistant in 161 Sirrine Hall. The student will
then be provided with the employee verification form to take to the International Office
where they will be instructed on how to obtain a Social Security Number. The Administrative
Assistant will also provide them with the paperwork that they must take with their signed
Social Security card to the Foreign National Payments Coordinator (call for appointment:
656-5589, E-208 Martin) who will complete the necessary paperwork to assist them with
getting on the payroll. When making the appointment, students should ask what forms they
should complete prior to the appointment.

For complete information on employment requirements for international students, make an
appointment at the Office of International Services (656-3614, Long Hall) or visit their
website: http://www .clemson.edu/administration/ia/services/index.html. Electronic forms are
available under the “Forms and Documents™ tab in the sidebar.

Termination of Pay

Pay for any session will end when the student leaves Clemson University or is no longer
available for work assignments. Normal termination dates for the Spring and Fall semesters
for students not continuing into the next session is graduation day. The student’s research
advisor or the Department Chair must approve any deviations from these dates.

Reduction of Pay

Normally, 20 hours per week will be submitted on each payroll for each half-time graduate
assistant. However, less than 20 hours may be submitted for a student, with the pay reduced
accordingly, if the amount of time worked by the student conmsistently deviates from the
required 20 hours per week average. Due to the procedure in which time sheets are currently
used, it may be necessary to implement any pay reductions in the pay period following the
one in which the work deficiency actually occurred. Pay also may be withheld from students
who violate the vacation policy, as stated above in the section on "Vacations."

Summer Enrollment

Students receiving any assistantship or fellowship must enroll in a minimum of six credit
hours for the full Summer Session. Any student not on an assistantship but using faculty time
and/or university facilities (including any student actively working on a thesis or dissertation)
should register for a minimum of one credit hour each session. Only students not active and
not physically present at Clemson University need not register.

Students without Assistantships

Students who enter a graduate program in the Department of MS&E without an assistantship
can apply for future consideration with the Department Chair.
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GENERAL DEPARTMENTAL INFORMATION

Information
Students should not hesitate to ask questions concerning MS&E policies and procedures.
The Graduate Program Coordinators’ task is to assist students with such questions.

Notices :
Notices of interest to graduate students will be emailed directly to the students and often
posted on the MS&E bulletin boards in Sirrine and Olin Halls as well. To ensure receipt of
MS&E mailings, each student should have a current address, email address, and telephone
and/or cell phone number on file with the department. MS&E also maintains a mail slot for
each graduate student, the location of which will be shown to him or her upon beginning with
the department.

Paychecks
Students must set up a direct deposit for stipend checks through the University system. This

action is mandatory! New students going on the payroll for the first time may have a one-
month lag before they will be paid. This will be paid out after their termination from the
University.

Keys
The key(s) issued to students are for their use only. Keys must never be loaned to anyone

else, even another graduate student. Failure to observe this rule may result in withdrawal of
key privileges. See the “Quick Reference Guide” for the current key distributor. There is a
deposit required for every key issued.

Building Security
It is necessary to maintain the security of the buildings at all times. During normal working
hours all entrances will be kept unlocked. At all other times all outside doors will remain
locked and should not be propped open. All students entering or leaving the building should
ensure that the outside doors remain locked. The computer rooms and labs should always be
locked when unoccupied.

Parking
Ample parking is available. Parking on campus requires a permit that can be purchased at
Parking Services (656-2270).

Emergencies :
The Clemson University Police Department (656-2222) is to be called for all major

emergencies: fire, medical, police. They will ensure that the proper authorities are
dispatched.
¢ In case of tornado warning, take appropriate shelter. Use stairwells; do not use the
elevators.
e In case of fire, exit the building immediately. Use stairwells; do not use the elevators.
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Fax Machines
Students may use the department facsimile machines for official MS&E business purposes
with authorization from their advisor.

Telephones
Graduate students making research-related long distance calls at the request of an advisor

should use the advisor's nine-digit authorization code. Students are authorized to place long
distance telephone calls only with the permission of the appropriate advisor or with their own
personal calling card.

Telephone Numbers to Know

Registration Services (E-205 Martin Hall) 656-2305
Graduate School Office Admissions (Sikes Hall) 656-3195
Enrolled Student Services (E-209 Martin) 656-5339
International Student Services (Long Hall) 656-3614
Payroll Office (Adm. Service Bldg.) 656-5585
Student Development (707 Edgar Brown University Union) 656-2582
Graduate Student Govt. (702 Edgar Brown University Union) 656-2697
CCIT Computer Center (Ground Floor of Student Union) 656-3494
Campus Police (Orange Aid Building, near Gate 10) 656-2222
Student Locator (Edgar Brown University Union) 656-3311
Files

Graduate students should not access department files. Students should contact the Program
Manager if they need information from an MS&E file.

Photos
At the start of each semester, photos of beginning students are taken for the MS&E directory,
and also, more importantly, for the potential recommendations later in life.

MS&E Library
The department libraries located in both 158 Sirrine Hall and 204 Olin Hall are available for
use by all students, staff and faculty of the Department of M&SE.

Receiving Supplies
Supplies will normally be delivered to 161 Sirrine Hall. When they are checked in, the
student’s name will be indicated on the outside of the package. It is helpful to the
Administrative Assistant receiving supplies if students let them know they are expecting a
package(s).
Note: Do not pick up any box that has not been checked in.

Recycling and Resource Recovery
MS&E faculty, staff, and students, out of a spirit of environmental sensitivity, collect and
recycle materials when possible.
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appear on the travel voucher. All signatures must be original. No stamped signatures will be
accepted.

Travelers are expected to exercise the same judgment when making travel arrangements and
expenditures that a prudent person would exercise if traveling on personal business and
expending personal funds. Excess costs, circuitous routes, delays or luxury accommodations
unnecessary or unjustified in the performance of an assignment are not considered exercising
prudence.

Travel by commercial airlines will be in coach or tourist class.

Transportation to or from points of arrival and departure will be by the most economical
method.

Expenses for Spouses or Other Individuals when Student Travels
Reimbursements to an individual may cover only those expenses pertaining to that
individual. It may not include expenses pertaining to other individuals, regardless of who
paid the expense. Travel expenses for spouses, friends, or other individuals not traveling on
official University business are not reimbursable.

Unauthorized Travel Costs
Employees will be responsible for unauthorized costs and any additional expenses incurred
for personal preference or convenience. No reimbursement for reduced fare advance
purchase tickets charged on a personal credit card will be made to employees prior to the
completion of travel since direct payment by CU is available using the department purchase
card.

Travel Meals
Maximum expense reimbursement rates are variable. There are two maximums: first, for
official travel within the State of South Carolina; second, for official travel outside of the
State of South Carolina. See the Administrative Assistant for current, applicable maximums.

When the daily limit for meals is exceeded due to the cost of an official banquet, the excess
will be allowed provided that a receipt and proper explanation for the banquet charge
accompanies the travel voucher. .

If an individual on non-overnight travel receives reimbursements for meals, this amount
could be considered income and be reported on their W-2 tax form. For instance, meals on
day trips are subject to tax withholding except when a business purpose for the meal can be
documented. If claiming reimbursement for such business meals, documentation should
include the name and affiliation of the person sharing the meal and the nature of the business
discussed.

An individual must be in travel status (more than 10 miles from their residence or official
headquarters) to be eligible for reimbursement of meals.
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Taxi fares and reasonable tolls will be reimbursed to the individual. Receipts must be
furnished if claiming airport, hotel or parking garage parking of more than $5.00.

No reimbursement will be made to operators of state owned vehicles who must pay fines
for moving or non-moving violations.

Travel by Rental Cars
The contract for Rental Cars varies from year to year. Please check with the Administrative
Assistant in charge of travel before renting a car. If there is no rental agency on state
contract, students are encouraged to shop cost efficiently for a rental car just like for anything
else. Charges for automobile rental are allowed when it is more economical than alternative
methods of transportation or is the only practical means of transportation.

If it is necessary to rent an automobile while in travel status outside the United States, it is
recommended the collision damage waiver insurance be obtained. The charge and the
applicable tax will be included on the automobile rental statement submitted with the request
for reimbursement. DO NOT obtain additional coverage while in travel status inside the
United States.

Conference/Convention Registration Fees

Registration fees in the amount necessary to qualify individuals to attend conventions,
meetings, conferences, etc. can be reimbursed from research advisor or department funds if
approved prior to departure. These fees can be paid using the department purchase card or
by completing a Direct Purchase Voucher and sending it to Accounts Payable ten days to two
weeks before the deadline of the meeting. If registration fees are not prepaid, and rather are
paid at the time of the meeting registration, reimbursement will be made after the trip is
completed.

Receipts
Students must submit a receipt per expenditure of $5 or more, except for meals, tolls and

portage. All receipts and paid bills should be originals. If originals are not available, a
memorandum, approved at the next level in the approval process, must accompany the travel
voucher when it is submitted.

Final Checkout
Graduate students leaving for any reason should do as follows:
e Turn in all keys to current key manager (see “Quick Reference Guide”)
e Return all equipment and supplies to appropriate locations
Clean assigned laboratory space
Clean assigned office space
Submit an electronic version of the thesis or dissertation
Return all books and journals to the department library
Inform the Program Manager of the impending departure and schedule an exit
interview

No student will be cleared to leave until these procedures have been completed.
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Nothing, including carts, is to be stored or left in the hallways.

All laboratory chairs are to be cleaned weekly, more frequently if required.

All laboratories are to be left clean and orderly prior to departing for the day.

When conducting wet research in the laboratories, plastic containment trays are to be

used, insofar as possible, to capture spills.

e All samples, bottles, standards, etc. are to be dated and identified as to contents and
person responsible. The contents are to be properly disposed of and the bottles
cleaned when no longer needed.

e Safety Data Sheets (SDSs) should be requested from chemical vendors. These need
to be kept in the lab where the chemical is stored.

o Chemicals in the laboratory should be segregated and must be safely stored.

e A record of use is to be maintained for all hazardous chemicals in laboratory.

e All analytical balances are to be left clean after each use.

e Avoid working alone in a building; do not work alone in a laboratory if the

procedures being conducted are hazardous.

Lights are to be turned off whenever vacating a room.

All memos, notices, etc. are to be posted on the official bulletin boards.

All areas are to be maintained clean and free of refuse.

All refuse that cannot easily be placed in a trash receptacle is to be carried to and

placed in the appropriate dumpster.

e Key codes to all doors are to be kept strictly confidential within the MS&E
community. Any hint of a breach in confidentially is to be reported immediately.

e Recycled paper and cans are to be placed in the appropriate containers.

Personal Protective Equipment (PPE)
PPE is used to protect workers from exposure to hazards. Common PPE used in the
laboratory includes safety glasses (or splash goggles), lab coat and gloves. Additional PPE
may be required based on the hazards present. All PPE must meet OSHA requirements.

PPE used in the lab depends on the hazards present. Minimum attire required for being in the
laboratory (including visitors) is long pants, closed-toe shoes and safety glasses (or
prescription glasses with side shields) unless an exception is made by the appropriate
department representative. If hazardous chemicals or biohazards are used, then lab coats and
gloves compatible with the hazardous materials being used are also required.

Additional information for PPE can be found at the Research Safety website.

Hazardous Waste Management

As mentioned above, anyone that generates any chemical waste must take hazardous waste
training. Many labs in MS&E generate chemical waste. Failure to adhere to the EPA and
DHEC regulations regarding chemical waste disposal can lead to stiff fines to the university.
Refrain from disposing of chemical in the trashcan or down the drain. Follow the directions
given in both the Hazardous Waste Training and the MS&E Hazardous Waste Management
Plan for proper disposal of chemicals. Questions about disposal should be directed to the
faculty advisor.
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PURCHASING PROCEDURES

Purchasing Chemicals
All students will follow this procedure for purchasing chemicals and supplies.

Introduction to Purchasing

Advisors must approve orders for all research supplies and equipment required by MS&E.
An Administrative Assistant in 161 Sirrine orders general office supplies, books, etc.
Students may contact vendors in order to obtain prices, availability, technical help, or other
information but may not place the order. Purchase orders (telephone orders) are limited to
$2,500 and under including freight and special handling, but excluding tax. Any order that
exceeds $2,500 (Purchase Requisitions) must be put on a Purchase Order and sent to the
University Purchasing Department. All chemicals or supplies are to be ordered from primary
vendors, if possible.

Primary Vendors
The State of South Carolina has awarded contracts for laboratory equipment and supplies to
the following: VWR Scientific Products; and Fisher Scientific Company (limited items).

Purchase Orders and Purchase Requisitions
Any student wishing to order laboratory supplies, equipment, etc. must use Clemson
buyWays. Detailed information is available in a handout located in Sirrine 161 as well as at:
https://solutions.sciquest.com/apps/Router/Login?OrgName=Clemson&tmstmp=1374638582

792.
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treatment plan developed that focuses on the student’s strengths and addresses the presenting
problem.

Student Disability Services (SDS)

MS&E is committed to assisting all students in making their college experience successful
and positive. If any graduate student has documented disabilities, SDS will help coordinates
the provision of reasonable accommodations (text to voice, extended time, etc.). If a student
would like to discuss testing for identifying a disability, then SDS can help the student
identify resources. Please note that any diagnosis (with appropriate documentation) could be
considered a disability if it has a severe impact on the students performance (this could
include ADD, diabetes, learning issues, mobility issues, etc.).

Military Leave
The Graduate School has ruled that a graduate student on military leave will not receive a
stipend for the period of that leave. Students planning to take military leave should notify the
Administrative Assistant of the inclusive dates. Short periods of approximately one week
can be taken as regular vacation with no interruption in pay. Students leaving the campus for
six weeks to attend summer camp must obtain written permission from the Dean of the
Graduate School to be excused from the continuous enrollment provision.

Campus Parking
Parking on campus is restricted and requires a permit that can be purchased at Parking
Services, located in G-01 Edgar Brown University Union (656-2270).
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MS&E Graduate Student Annual Progress Report (Section 1)

To be completed each year and submitted to the Program Manager

Name Print:

Signature:

Date:

CUID:

Program (please select):

M.S.
Ph.D.
Start Date:
Courses: Semester Taken Grade
Overall GPA:

For Ph.D. students: Please indicate the five (5) core courses (using “*”") and the GPA for these
five core courses = (must > 3.45)

MSE 8010 seminars (Minimum requirements: 1 for M.S.; 2 for Ph.D.) — Please list date/title:

1.

2.
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MS&E Graduate Student Annual Progress Report (Section 3)

th .
N o0 be completed by E@ 157 each year and submitted to the Program Manager
B e e o L L T L R L R L L R L T A A A R MO SORCRT RN

To be completed by the student’s research advisor:
(printed name of the research advisor)

This student’s performance is (circle one):

Excellent Very Good Good Fair Poor

Additional Comments (Comments are optional for Very Good/Good performance ratings; and
mandatory for Excellent and for Fair/Poor performance ratings)

(signature of research advisor)
(signature of student)
(date)
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11

Thesis Defense

At least three weeks
prior to date on which
degree is expected
(see website)*

Student should keep
one copy, submit one
to the Program
Manager, and Enrolled

Services.
. About two weeks
12 Approval of thesis before graduation By student
by Graduate School .
(see website)*
Final Checkout Before graduating or
13 (please refer to p. Bre & By student
48) before leaving Clemson
Duplication of At least two weeks
14 P thesis before graduation By student

(see website)*

* Graduate School Deadlines website: www .clemson.edu/graduate/students/deadlines html
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If you are in the Ph.D. program, please complete/update the following table.

Ph.D. Student Checklist

advisory committee

the 3™ semester

research advisor and
committee

WHAT WHEN HOW/WHO DATES
(fill these in
yourself, for
your own
, record)
Selection of research | Before the end of the 1 Notify Qamac.mﬁ
advisor semester Program Coordinator
and Program Manager
Appointment of Before the beginning of In consultation with

In consultation with

Preparation of plan | Before ﬁm beginning of research advisor and
of study the 3" semester .
commuittee
Filing of plan of Before the beginning of | Student submit GS2 via
study the 3™ semester iRoar
Apply to Graduate
Standard Committee
Comprehensive After completion of four | Chair who will appoint
exam: written (4) core classes Comprehensive Exam
proposal (see page 22) Committee to be
responsible for proposal
review.
Comprehensive After written proposal is | Comprehensive Exam

committee meeting

final examination (or

exam: oral exam accepted Committee
GS5 Form to be
Admission to After completion of completed by
Doctoral Candidacy Comprehensive Exam Comprehensive Exam
Committee
Typically ~12 months (at
Dissertation Jeast six months) before In consultation with

research advisor and

before defense consult your dissertation committee
committee)
(Current deadlines can
Apply for Graduation | be found on the Graduate By student via iRoar
and Diploma School website)*
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