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Academic Guidelines and Policies
Clinical & Population Health Research
Graduate School of Biomedical Sciences

This document includes the Academic Guidelines and Policies developed specifically for the Clinical & Population Health Research program track of GSBS.  Students enrolled in the Professional Track or as MD/PhD have differing expectations and timelines to those outlined in this handbook (this will be noted where appropriate).  Where there are no specific guidelines in this document, the policies of the overall GSBS Online Handbook apply.  
If you have questions about the guidelines or policies from either document, please feel free to contact the CPHR Program Coordinator, Anne Michelson (ext. 68025 or anne.michelson@umassmed.edu) or the Associate Dean/Program Director, Carole Upshur (ext. 62858 or carole.upshur@umassmed.edu).
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Academic Guidelines and Policies
Clinical & Population Health Research
I.  First Year Advising Seminar


During the first year of enrollment in the CPHR Program, while students are becoming acquainted with faculty, they will receive general advising from a First-Year Advisor through individual meetings and a First-Year Advising Seminar.  The First-Year Advisor will be a faculty member who is not primarily involved with the first year coursework and rotations so that students can feel free to discuss any issues about courses or rotations confidentially. 
The First-Year Advising group session will convene at least monthly. Each session will provide the opportunity for review and discussion of courses and rotations; exploration of concerns; and discussions about curriculum content presented in the coursework. It will also be the forum for students to present ‘dry run’ materials they are preparing for coursework and it will be the required forum for students to present the products or outcomes from their research rotation experiences. Students will be expected to attend all sessions, and to present at least once each semester something about their research work in their rotations. In addition to these monthly mandatory group advising sessions, each student is encouraged to meet individually with the First-Year Advisor at least twice each semester to ‘check in’ about individual concerns and progress.

During the first year, it is expected that students will develop a sense of the research area they wish to pursue for their dissertation and begin to make tentative plans with interested faculty members that will culminate in the Proposal for Qualifying Paper Research Question and Thesis Mentor.
II. Student Research Seminar
 

The monthly research seminar serves as a forum for students across all years of enrollment to meet together to engage in critical review and discussion of clinical and population health research. Utilizing ongoing student research or a published article, students will have an opportunity to explore ethical, analytical, or methodologic issues in-depth in an informal setting.  Students in their second year and beyond will both present and lead discussions; a Faculty Advisor will supervise the seminars, offer guidance where needed and complete the Faculty Evaluation of Student Teaching where appropriate (see Teaching Requirement/Section III for details).  Students in all years are required to attend and participate actively in a majority of the Student Research Seminars each year. Attendance is monitored and any student who fails to fulfill this requirement may be referred to the Academic Standards and Policies Committee.
 

Students in the dissertation phase of their program enrollment (third year and beyond) should periodically present their ongoing thesis research, and then lead a group discussion concerning the ethics, methodology, analysis or implications of their work to solicit input and critical review from other students. Other sessions will use a journal club format where students will prepare a brief review and lead a discussion of a clinical or population health research article that has been distributed in advance.  First year students, while not required to present, are required to read the articles, attend the seminars, and contribute to the discussions.  Advanced students (end of second year and beyond) who lead a student research seminar receive credit toward the program's teaching requirement.
 

 

III. Teaching Requirement

All GSBS students must complete a teaching requirement in order to receive their doctoral degree. Documentation of teaching can be very helpful in the academic job market and most new PhDs are at an advantage if they have some teaching experience. This requirement is also necessary for continued development of the field and in helping new PhDs learn to teach and mentor the next generation of scholars.

CPHR Program students may fulfill their teaching requirement by completing eight teaching sessions (minimum of 20 minutes each) and by attending and contributing to eight CPHR student presentations. While this is the minimum effort needed to meet the teaching requirement, students are encouraged and expected to take every opportunity to teach, attend and participate in other student presentations, and support their fellow students throughout their doctoral training.

Teaching sessions can be completed in the following ways:

1) CPHR Student Research Seminar: present thesis research in progress, or a research paper or specific research topic, and lead a discussion for the monthly CPHR Student Research Seminar

2) New Student Recruitment: present either qualifying paper methods and findings, or thesis research in progress, to new student recruitment or orientation sessions

3) Guest Discussant: participate as a guest discussant from the student perspective in the CPHR Scientific Writing course or Proposal Development Seminar 

4) Guest Lecturer/TA/Leader within CPHR courses: act as a guest lecturer (prepare and deliver appropriate research-oriented lecture), session TA, or session leader for a core or elective class session within the CPHR program

5) Guest Lecturer outside CPHR courses: prepare and deliver appropriate research-oriented lecture or other teaching session for medical, nursing, MPH or other students on campus (this could include lab/departmental presentations as long as UMMS students are in attendance).

NOTE: All sessions must be attended by a CPHR faculty member who has agreed to evaluate the student’s presentation.  Sessions delivered on or off campus where a CPHR faculty member is not present to evaluate the student’s session or where there are no students in attendance, do not meet the program’s teaching requirements and will not be counted towards fulfilling the requirement.
The attendance requirement can be fulfilled by attending and contributing to the following types of sessions:


     CPHR Qualifying Paper Presentations
     CPHR Dissertation Proposal Defenses
     CPHR Dissertation Defenses

In order to monitor completion of both these requirements a tracking form will be maintained in the CPHR Program Office. Students are responsible for ensuring that the designated CPHR faculty member for each teaching session fills out a Faculty Evaluation of Student Teaching form and returns the form to the CPHR Program Office and for signing the attendance sheets for student presentations and defenses.

Students need to plan to start fulfilling these requirements in the spring of their second year or the fall of their third year.  Students who are approaching thesis completion need to review their progress in meeting the teaching requirements and make sure they have fulfilled the requirements in a timely manner. These must be completed prior to graduation.  The status of meeting these requirements, including monitoring of attendance rates at other student presentations and participation at the Student Research Seminars, will be reviewed annually by the Academic Standards and Policies Committee.

IV. Guidelines for Public Presentation of Student Work
Submission and review of proposed presentations/publications:

Students are encouraged to seek every opportunity to submit presentations or publications to appropriate journals and meetings.  Students should discuss with their thesis mentors or their research rotation mentors their plans for submitting work developed under the mentor’s guidance.  Mentors are required to review and approve such submissions to meetings or for publication. Students should be aware that some publications and meetings may not be of the quality that mentors may want to support or endorse students to make submissions.

Identification of work completed independently or with prior colleagues:

Student work that is not reviewed and supervised by mentors at UMMS (e.g., work completed after matriculation at UMMS, but based on prior work, with other institution collaborators, or totally independently), must identify the outside or prior institution under which the work was performed; however students may identify UMMS as their current academic home.  

V.  Support for Student Travel for Presentations and/or Publication Costs
Financial support guidelines:

Support for student travel for posters and presentations at meetings, or for publication costs, should be provided by the CPHR faculty mentor with whom the work was performed, whether the qualifying/thesis mentor or the research rotation mentor.  Students should arrange in advance with the faculty mentor any financial support they will need to attend a meeting (or for publication costs) if the work is accepted.  

Once students have officially selected a qualifying/thesis mentor at the end of their first year in the program, the mentor, mentor’s lab/research project, or department is responsible for covering all incidental costs of the student if approved by the mentor, such as: ILL requests, software or other computing or analysis needs, cost of purchasing data sets, publication costs, and travel to meetings.

Work done independently but while a UMMS student can only be identified with UMMS and/or supported by UMMS funding if a UMMS faculty member reviews the content and quality of the work, and assures that the work meets UMMS IRB approval (e.g. whether or not it could be determined to be exempt research, it must be reviewed and obtain such a ruling from the UMMS IRB).  In these cases, the faculty member would be expected to provide at least a portion of the funding and to nominate the student for a CPHR student travel grant, if necessary, as indicated below.

Student work that is not reviewed and supervised by mentors at UMMS (e.g., work completed after matriculation at UMMS, but based on prior work, with other institutional collaborators, or totally independently), should be supported by the prior institution, other collaborators or the student’s own funds.  

Support for UMMS supervised work during Year 1 rotations:

The CPHR program will create a small, competitive fund for first-year students only, to match rotation mentor funding if meeting presentations/publications are developed as part of research rotation placements that are not expected to be the student’s thesis work (work done with their expected thesis mentor should be supported by the presumptive mentor). 

Students may apply for a travel grant of up to $500 to CPHR, or publication costs, by providing a copy of the accepted abstract/paper with all authors indicated and a letter of support from a CPHR faculty mentor approving the work.  The letter must indicate: 1) the faculty member has favorably reviewed the quality and content of the presentation; 2) the work has UMMS IRB approval and is appropriately identified; and 3) the portion of funding the faculty member is willing to cover.  The student must submit a budget for the total meeting or publication costs, indicating what portion will be covered by the faculty mentor.  Approved travel grants are for actual expenses incurred (up to the designated amount) and must be backed up with receipts.  A travel reimbursement form will be submitted on behalf of the student.

VI. Research Rotation Standards, Agreement and Evaluation


Research rotations are an important part of the CPHR program, giving students the opportunity to experience different research projects and allowing the faculty to assess the interests and aptitude of the students. Every CPHR student must enroll in three research rotations during their first year. Rotations present an opportunity for students to experience a research environment and to assess the appropriateness of various projects for their long-range goals and their dissertation work. The choice of rotations is made in consultation with, and approved by the Program Director and Academic Standards and Policies Committee. To facilitate and optimize the rotation experience, it is important that general standards be met by both the student and the Rotation Mentor.
Standards for Research Rotations:

· Students must meet professional standards of academic and scientific conduct, as outlined in the GSBS Honor Code (page 10 of GSBS Student Handbook) required to be signed by all students upon enrollment to GSBS, in all of their activities related to their research rotations. Faculty serving as Rotation Mentors have the obligation to assure all activities meet these standards, and students will be held accountable for appropriate professional conduct.


· Faculty supervising the rotation must provide students with an explanation of the rotation projects, their goals for the student’s work, and complete a Research Rotation Agreement form with the student prior to the start of the rotation. Rotation Agreements must specify both expected work products and the student schedule for work with the rotation supervisor. Rotation placements require approval from the CPHR Associate Dean. The rotations must follow the academic calendar of the program in hours per week and duration. Any requests for exceptions must be approved in advance by the Academic Standards and Policies Committee.

· Students should take no more than nine other credits simultaneously with a rotation during Fall I and Spring I semesters. Rotations are graded as Pass/Fail.


· The student and Rotation Mentor should meet regularly during the rotation, and at a minimum the equivalent of once per week for a half an hour to discuss the student’s progress in achieving their learning objectives and work products. 
· In addition to any agreed upon work projects, within one week of research rotation completion, the student must:

· Provide their Rotation Mentor a 3-5 page written report that summarizes: 

a) the work accomplished; 

b) the learning objectives achieved; and 

c) ideas they may be interested in pursuing in future potential work with the Mentor.

· Make a brief oral presentation of each research rotation experience to the First Year Advising Seminar that includes: 

a) the context and problem addressed in the research experience; 

b) the methods used; and 

c) questions or issues raised by the experience. 

· Complete a Student Evaluation of Rotation form that rates their learning experience and the supervision provided by the Mentor. 
The written rotation report and the evaluation form must be filed in the CPHR Program Office within one week after the completion of the rotation (no later than the last day of the semester).


· The Rotation Mentor must:

· Complete the Faculty Evaluation of Student Rotation form which includes assigning a grade for the rotation (high pass/pass/marginal pass/fail) as well as providing a constructive evaluation of the student’s work both on the form, and ideally in an individual meeting
· Forward the completed form to the CPHR Program Office for review and notification to the registrar of the completed credits within two weeks after the completion of the rotation (no later than one week after the last day of the semester).

VII. Process for Matching to a Research Area and Thesis Mentor


At the end of the Spring I semester, the student is required to identify a research area and Thesis Mentor. To accomplish this task, the student will write a 1-2 page reflection paper/application essay at the end of Spring I semester. The purpose of the essay is to explain the student’s rationale for selecting the research area and proposed Mentor(s). The student is encouraged to have preliminary conversations with appropriate possible Thesis Mentors before they complete their application so that the best possible match can be made. 

The essay must include: 
a) a brief summary and evaluative comments about thetwo research rotations the student completed in Year One;

b) a summary of other relevant educational, research and service experiences to date, and future plans, relevant to selection of a research area for dissertation work;

c) describe a logical connection between experiences and goals to the proposed research area;

d) describe preliminary thoughts about envisioned thesis research and discuss one’s first choice for a research center and Thesis Mentor for this work; and

e) describe one alternative Thesis Mentor and thesis work that would be appropriate if one’s first choice is not available. 

The essay is to be attached to the Application for Research Area and Thesis Mentor form and must be filed in the CPHR Program Office by the designated date. 
The Application will be reviewed by the Program Director and the CPHR Academic Standards and Policies Committee, who in consultation with the potential mentors, determine a match between student and Mentor. The Mentor will be asked to complete a written commitment to mentoring the student and acknowledgement of the financial requirements (Mentor Assignment Form).  This agreement must be filed by the end of the first week of Summer 1.  The CPHR staff will follow up with requesting a Thesis Mentor & Departmental Financial Agreement that needs to be filed by no later than August 1 of Summer 1. 
After the mentor assignment has been completed, students will start their third rotation (Summer I). One of the goals of the summer rotation will be to identify the research question and start the literature review for the Qualifying paper.  Along with the usual rotation agreement and evaluation forms, the student must submit a Qualifying Paper Research Question  form and attach their preliminary literature search by the end of the Summer I semester.

The third (Summer I) rotation is an opportunity to make a final decision about mentorship for the Qualifying Paper and thesis research.  At this point, if the student-mentor pair does not appear to be working, students and mentors can inform the Program Director and an alternative mentor and research area can be developed.  Students must complete the requirements for mentor selection and Qualifying Paper Research Question as outlined above by the end of the first week of Fall II semester to remain in good academic standing.

VIII. Guidelines for Forming a Thesis Research Advisory Committee (TRAC) 

Once students and Mentors have completed the official process to finalize the mentorship placement, students and their Mentors will then create a Thesis Research Advisory Committee (TRAC) consisting of a minimum of three GSBS faculty in addition to the Thesis Mentor (no less than four members in total). Due to the interdisciplinary and interdepartmental nature of the CPHR program, it is not required that members be affiliated with the CPHR program prior to appointment as long as they are designated GSBS faculty. TRAC members should be selected based on specific areas of expertise needed and typically should include at least one statistician/methods expert. The Mentor must file an application for appointment of the TRAC with the Program Director for CPHR (Qualifying Paper and Thesis Research Advisory Committee (TRAC) Selection form). Once approved, the TRAC commences its responsibilities with regard to reviewing and approving the Qualifying Paper Proposal, Qualifying Paper, and the Dissertation Proposal.

Clarification regarding TRAC Roles

The official group responsible for the academic standing of doctoral students is the TRAC (not the Mentor). The goal is for the TRAC to be an independent quality control group that both protects the students from mentors who are too demanding or exploitative, or alternatively, not providing enough guidance, and protects the mentors from students who have trouble meeting quality standards.

Special Role for TRAC Chairs

The TRAC Chair is the official representative of GSBS on all student matters related to Qualifying Papers and thesis work. Accordingly, the Chair can be called upon to adjudicate issues that may arise. The Chair is also responsible for convening the TRAC (either in person or virtually), conducting votes, and making sure, along with the Mentor, that the appropriate forms and paperwork are filed with the CPHR Program Office.

The Chair should stay in close contact with the Mentor and help make sure that the deadlines and academic policies are followed. The Chair should be aware of whether or not the student is 'on track', and be able to anticipate with the Mentor, prior to final deadlines, if the student is at risk of not meeting academic standards, and work with the Mentor and the Program Director to come up with options for addressing the student's situation.

Chairs need to be:

· faculty at the Associate Professor level or above;
· have either a full or adjunct GSBS appointment, preferably but not exclusively in the CPHR program;
· have a primary academic appointment at UMMS;
· are at least 50% time affiliated with UMMS versus another academic institution; and
· the Chair cannot be the Mentor.
The Chair and at least one additional TRAC member (with GSBS faculty appointments) must be appointed to the TRAC by the time the Qualifying Paper Outline vote is taken in the Fall II semester (three members in total). A full committee (four members) needs to be constituted by December 1 prior to the vote on the completed Qualifying Paper.

A full TRAC (minimum four members) must include:

· the Mentor (cannot vote on passing the Qualifying Paper or final Thesis)

· the Chair

· at least two additional internal members from among UMMS faculty (full or adjunct) with at least one member outside of the Mentor's primary academic department or division. 
At the time of the thesis defense (or earlier) one additional external (to UMMS) faculty member joins the TRAC to constitute the Dissertation Examination Committee (DEC). This person's curriculum vitae must be approved by the CPHR Program Director and Academic Standards and Policies Committee prior to appointment (see Section X., p. 12 for more information on appointment of the DEC). 

Faculty nominated as committee members who do not already have GSBS appointments can be nominated and participate ex officio until such time as the formal appointment is approved by GSBS Graduate Council. They will need to submit a GSBS/CPHR Faculty Application along with a current CV and complete the approval process before December in order to serve as a voting member of the TRAC to review the Qualifying paper. 

No more than one of the TRAC/DEC members in addition to the Mentor could have published anything with the student or have another major conflict of interest (see Section X. on p. 12 regarding the requirements for the external DEC member).
IX. Completing and Defending the Qualifying Paper
The purpose of the Qualifying Paper is for the student to critically and thoroughly explore some aspect of the existing literature on the topic that they are considering for their thesis research. Completion of the Qualifying Paper demonstrates a student’s familiarity with their research area, and will contribute to undertaking a full dissertation proposal in the spring semester of their second year.

Once the TRAC is formed, the student is guided by his/her Thesis Mentor in preparing a brief (1-2 page) outline for writing a qualifying paper in the Fall semester of Year Two.


The Qualifying Paper Outline should:
a) identify the research area/sub-area the student wishes to work in;

b) state the research questions that will be explored; and

c) identify the methodology for the paper (e.g. type of review, specifications for sampling the literature etc.).
The qualifying paper outline should be submitted to the TRAC by mid-September of the Fall II semester. It is the student’s responsibility to communicate with each TRAC member and provide copies of their work in a timely manner. Students should meet individually with each TRAC member to obtain feedback. The TRAC Chair can also decide to convene a meeting of the TRAC to discuss the student’s work.
If approved/minor revisions: The TRAC has one week to respond to the outline, agree on any recommendations or changes and record a vote of members approving the outline. The TRAC communicates approval, or approval with recommended changes, to the student in writing and completes the Qualifying Paper Outline Approval form to be filed with the Mentor and CPHR Program Office
If not approved/major revisions: The student has two weeks to resubmit a revised qualifying paper outline to their TRAC. If the revised qualifying paper outline is still not approved (2nd Qualifying Paper Outline Approval form needed), the TRAC will refer the student’s case to the CPHR Academic Standards and Policies Committee for academic review and action.
Qualifying Papers shall include:
a) a systematic/critical review of the literature in the topic area related to the student’s proposed thesis research;

b) a synthesis of, and a conclusion about, the state of knowledge on the particular topic;

c) a specific justification and explanation of important potential future research questions about the topic; and

d) be equivalent in scope, quality and length to a publishable manuscript in the field in which the student is working.

When the student and mentor believe the Qualifying Paper is complete, it should be submitted to the TRAC for review.  The paper should be submitted to the TRAC no later than early December of the Fall II semester.

Completion of the Qualifying Process
As with the paper outline, it is the student’s responsibility to communicate regularly with the TRAC and make sure all members have the final draft of their Qualifying Paper in a timely manner. Typically students should plan an individual meeting with each TRAC member to review progress BEFORE the final draft is submitted. The TRAC Chair can also call a meeting of the Committee to review student progress at any time.
The TRAC shall have two weeks to review and comment on the paper. The TRAC shall vote formally as to acceptance of the paper and shall inform the student, the Mentor and the CPHR Program Office (Qualifying Paper Outcome form to be filed with the CPHR Program Office). The TRAC vote MUST occur by the official end date of the fall semester.
If the TRAC does not approve the paper, but has recommendations to be implemented prior to another review of the paper, the student must complete these recommended revisions within two weeks and resubmit the paper to the TRAC (2nd Qualifying Paper Outcome form needed). All revisions and the final approval by the TRAC of the Qualifying Paper MUST be on file in the CPHR Program Office no later than the second week of January of the spring semester or else the student’s program status and stipend may be affected.

Once the TRAC has approved the paper, the student shall schedule an oral presentation of the paper. The oral presentation of the Qualifying Paper shall be in the format of a seminar, open to all faculty and students in GSBS.

The agenda for the Qualifying Paper Presentation is as follows:
	Public Presentation (as many as three students may present at this time – up to 1 ½ hours total)

	5 minutes
	Introductions: Program Director (or designated host) introduces the students presenting, the Mentors and TRAC members and greets audience

	8-10 minutes
	Student Presentation: Host keeps time track. Students should practice timing and delivery before their presentation and make sure to keep within the specified timeframe!

	5-10 minutes 
	Q & A: Host thanks student and asks for questions— questions can come from TRAC, students or other faculty

	
If more than one student is presenting, the Host will conclude the session for each student, call the next student up to present and then follow with another Q &A session. This repeats until all students have presented.


	5 minutes 
	End of Presentation Session: Host then ends the session and thanks the audience



The student must incorporate any formal recommendations of the TRAC, and take into consideration comments and suggestions from their seminar presentation, as they prepare a final revision of their Qualifying Paper. 
The final revision must be submitted to an appropriate journal for publication by March 1 of the Spring II semester; evidence of journal submission and a copy of the approved and revised Qualifying Paper must be filed with the CPHR Program Office. The final version of the Qualifying Paper may be coauthored with the student’s mentor.

X.  Policy on Student, Thesis Mentor, and TRAC Responsibilities
A student’s Thesis Mentor will provide primary guidance for the Qualifying Paper, Thesis Proposal, and Dissertation work for the next several years until degree completion.
Expectations with Regard to Graduate Research Assistantships 

During Year II, student mentees will have three major responsibilities: 
1) completion of required and elective coursework; 

2) completion of a Qualifying Paper and Thesis Proposal related to the Mentor’s research or expertise; and 

3) completion of general Graduate Research Assistant, mentor-directed tasks related to the overall needs of the Mentor’s projects.

Accordingly, mentee responsibilities and time allocation during Year Two (Sept – April) will be approximately:

· 10 hours a week of class attendance and related class assignments

· 15 hours a week devoted to Qualifying Paper or Thesis Proposal work

· 15 hours a week devoted to mentor-assigned tasks

Starting May 1 of Year Two, and until completion of the degree, mentees are expected to devote approximately:


· 20 hours a week working on their own thesis research
· 20 hours a week dedicated to mentor-assigned tasks
Part of the graduate training experience is for students to work with their Mentor on research that provides additional skills, competencies, and opportunities for future work beyond one’s own dissertation. Indeed mentors expect this work as part of providing the stipend, fees, and health insurance for students. Students need to commit to providing quality work to their Mentor and Mentor’s research projects, become active team members on other research and activities of the unit, and appropriately allocate adequate time within a full 40-hour work week to these tasks in addition to their own thesis work. Establishing a specific work schedule with the Mentor is recommended. Ordinarily the student should be working on campus in their designated space 40 hours a week, whether working on thesis tasks or mentor-assigned tasks. Such experiences will not only prepare the student better for future employment, they provide the basis for strong recommendations for future jobs, and as well can sometimes evolve into future positions once a student has graduated. 
The Mentorship / Graduate Research Assistant Agreement form allows mentors and students to clearly outline and agree on the time commitment, work schedule, and products required to meet general Graduate Research Assistant responsibilities. This form needs to be filed with the CPHR Program Office in Fall II, Spring II, Summer II and then annually beginning in Fall III. At the end of every semester, the Mentor will complete a Faculty Evaluation of Graduate Research Assistant Performance form that evaluates the student’s work as a graduate assistant.  
A Thesis Research Advisory Committee (TRAC) Meeting Report that evaluates the student’s academic progress should be completed twice a year starting in the semester after the student has defended their Thesis Proposal and continuing until the semester the student graduates.
Both evaluations should be discussed with the mentee and filed with the CPHR Program Office. The student must continue to perform adequately in both roles in order to stay in good academic standing.
Responsibilities of Mentor & TRAC to Thesis Student

Mentors assume major responsibility to guide student progress on Qualifying Papers, Thesis Proposals, and Dissertation work, help assemble and nominate the Thesis Research Advisory Committee (TRAC) and Dissertation Evaluation Committee (DEC), and make sure regular meetings of these groups occur within the framework of CPHR and GSBS policies. Accordingly, Mentors must be available for individual student sessions on a regular basis, and invest the time to critically review and guide student generated Qualifying, Proposal, and thesis work. Ordinarily this requires a weekly meeting, or other regularly scheduled time between the student and Mentor (or Mentor designated faculty or staff) of at least 4 hours a month. In addition, Mentors are responsible for providing adequate work space, equipment and supplies for the student to accomplish both their independent research work, and work contributing to the Mentor’s general research. 
Acceptance of a student by a Thesis Mentor implies a commitment to mentor the student such that by the end of thesis research, the student has produced a body of work, which represents a significant advancement to the field, and has resulted in and/or justifies publication in, an appropriate, peer-reviewed scientific journal as one or more first-author research articles . 

Finally, as specified by GSBS Policy, the entire TRAC must meet each fall and spring and complete a review of the student’s thesis progress that is filed with the CPHR program (Thesis Research Advisory Committee (TRAC) Meeting Report). In order to be maximally beneficial to the student, TRAC members should also be available upon student request for additional meetings throughout qualifying and thesis work.

Mentors should be respectful and facilitative of student qualifying and thesis work, balanced with appropriate expectations for students to complete tasks related to the Mentor’s overall research enterprise. Mentors should complete a formal discussion and understanding with students of their expected non-thesis related work at the beginning of the first three semesters of mentorship and annually thereafter, as well as conduct a brief performance evaluation at the end of each time period. 

Any issues regarding mentor or mentee satisfaction with Graduate Research Assistant responsibilities should be referred to the CPHR Academic Standards and Policies Committee.

XI. Dissertation Proposal

Once the student has completed and passed the Qualifying Paper (typically at the end of the Fall II semester) the student will transfer from core funding to PI funding mid-January of the Spring II semester.

In the Spring II semester of Year Two the student will be expected to prepare their Dissertation Proposal, working closely with their Mentor and TRAC. The Dissertation Proposal must follow the outline and requirements for sections a-e and g of the PHS 398/SF424 application for an R03 proposal. Up to 10 additional pages beyond the 15 typically required for an R03 application, may be required by the TRAC to allow full specification of methods. 
In addition the student should:

a) prepare a budget for any expenses required beyond their time as PI;
b) prepare a time line and work plan for completion of the dissertation, indicating key milestones (e.g. collecting or obtaining data, data entry, data analysis, writing, projected defense date); and
c) indicate whether a monograph or three publishable papers with an organizing overview will be the format for their thesis.
Scope of Work Constituting a Thesis
The completed dissertation manuscript can consist of a monograph, or three completed research papers. Students are expected to produce hypothesis testing work that uses original or secondary data. Papers that are proposing new measurement or epidemiological methods are acceptable as long as they are using original or secondary data in novel ways and showing how the work extends prior knowledge. Data used in thesis work can be original clinical, survey, or laboratory data, secondary data collected for other purposes, or qualitative data drawn from interviews, focus groups, or ethnography. Each of the three publishable papers, or monograph, must include an original contribution in terms of a research question (s), testing of one or more hypotheses, and original data analysis. Conceptual, review or methodological papers that are not using data are not acceptable. In rare circumstance, a meta analytical review may be appropriate depending on the rationale related to the other hypothesis testing papers and justification that this synthesis is making an important original contribution. 
Completion of Dissertation Proposal

Students should be working on draft sections of their Dissertation Proposal throughout the Spring semester of Year Two. However, final completion of the Dissertation Proposal rests with the student, Mentor and TRAC. Students are expected to have a complete draft of their proposal no later than early May of their second year. (If the student is not making satisfactory progress toward a completed proposal by June 1, the TRAC should meet and specify under which conditions the student will be allowed to continue stipend support). This draft can be expected to go through further revision and improvement after review by the Mentor and TRAC members, but should be distributed to the TRAC as a final proposal by mid-June, and be scheduled for public defense between mid-July and early August. 
It is the student’s responsibility to complete a sound final draft of their proposal that includes adequate detail in their analysis plan, a specific work plan, and a realistic time line. The student also needs to regularly communicate with all members of the TRAC as their proposal drafts progress. Students must allow adequate time (a minimum of three weeks) for TRAC review of their final proposal draft after distributing it and prior to scheduling a hearing. Students should not establish a hearing date until they receive feedback from the TRAC members that their proposal is close to approvable and may need only minor revisions. Students are responsible for coordinating the hearing date among TRAC members, their Mentor, and the CPHR Program Office. 
After the completed draft proposal has been distributed to the TRAC, students are required to meet with the TRAC as a group, or with each individual member, before their hearing so they can anticipate issues that might be brought up at the hearing and to satisfactorily prepare to address them. Students should incorporate the suggestions from their TRAC into the presentation, and can be required by the TRAC to incorporate them in a final proposal document. Once the TRAC agrees that the student is ready to defend, the Chair informs the CPHR Program Office by submitting the Approval for Dissertation Proposal Defense form. (The Program Office will make arrangements for the defense only after receiving the approval form.)
If after several revisions, the TRAC determines that the proposal is still not sufficient for public defense, the student will be referred to the Academic Standards and Policies Committee for review and adjudication, including possible program dismissal.

Students are strongly encouraged to rehearse their presentation several times with their Mentor and committee in order to focus on the appropriate level of detail in their presentation and complete the presentation well within the allocated time limit. The student’s final presentation should be emailed to the CPHR Program Office at least two business days before the scheduled hearing date.
Instructions for the Conduct of Dissertation Proposal Hearings
The student will present their Dissertation Proposal in a seminar open to the faculty and students of CPHR and GSBS. This is an important and formal step for the student. Accordingly, the student needs to be well prepared to both present and defend his/her proposed work. Each hearing will be hosted by the CPHR Program Director, or if unavailable, another senior CPHR faculty member. The Dissertation Proposal Hearing will have two parts: a public part and a closed-door part. The public hearing will be posted on the UMMS intranet and the campus community, all CPHR faculty and students are invited and encouraged to attend.

As the performance at the hearing is part of the student's academic evaluation, the Mentor should let the student answer the questions being asked. Mentors should refrain from 'bailing the student out' and addressing questions from the TRAC or audience on behalf of the student. The most useful role for the Mentor during the hearing is to take notes, keep track of the issues raised, and the concerns that the student was not able to handle well so that work on those issues can be incorporated into future mentoring activities.

During questioning, time will be allocated between the TRAC members and the audience. The TRAC has additional private time with the student for questioning; however since they are the most knowledgeable about the work and typically can ask the most critical questions, which are a key goal of the hearing, TRAC questions are important part of the public hearing.
Guidelines for conducting a Dissertation Proposal Hearing (approximately 2 hours):
	Public Hearing (one hour)

	5 minutes
	Introductions: Program Director (or designated host) introduces student, Mentor and TRAC members and greets audience

	20-30 minutes
	Student presents proposal: Host keeps time track and moves it along. Students should practice timing and delivery before the hearing!

	15-20 minutes 
	Q & A: Host thanks student and opens the hearing to questions from the TRAC members first, followed by the general audience — questions can come from TRAC members, students or other faculty

	5 minutes 
	End of Public Session: Host then calls the public session to an end, thanks the audience and asks all to leave except TRAC and student

	TRAC Meeting and Vote (one hour)

	25-30 minutes
	TRAC Q & A: TRAC addresses questions to the student

	15-20 minutes
	TRAC Discussion: TRAC asks student to leave; discusses decision while making brief notes on back of vote form of any need for revisions

	5-10 minutes
	TRAC Votes: TRAC then votes on disposition, completes and signs the Dissertation Proposal Outcome form and calls student back in to inform him/her of their decision (the form will be collected at this time)


Procedures for TRAC Vote and Outcome Documentation
The TRAC is expected to complete and sign the Dissertation Proposal Approval form before the end of the hearing. If there are members of the TRAC that cannot be present for the hearing, they must review the proposal prior to the defense and provide written comments including their vote decision to the TRAC chair by the hearing date (can be email). The missing member’s comments and vote must be attached to the form which will be collected at the end of the hearing. There are four possible dispositions: Approved; Approved with Minor Revisions; Not Approved: Major Revisions Required; and Not Approved: Referred to Academic Standards and Policies Committee.
If minor revisions are required: The most likely outcome should be minor revisions required. Brief notes should be made on the Dissertation Proposal Approval form at the time of the vote and within ONE WEEK, the Chair should prepare a memo to the student outlining the specific additions or changes in the proposal that the TRAC wishes to require. The Chair is responsible for drafting the memo, obtaining approval of the rest of the TRAC members, and then forwarding the memo to the student (copy to CPHR). 

The student MUST send a memo back to the TRAC chair (copy to CPHR) within ONE WEEK of receipt of the required revisions which describes how they will address the concerns raised by the TRAC. The student does NOT have to rewrite their proposal to fulfill the requirements of the program; however the TRAC can require rewrites of the proposal if they deem this a necessary step in the student’s academic training.
If major revisions are required: Students who require major revisions should also receive a written memo from the TRAC chair within ONE WEEK (copy to CPHR). The student will be given three weeks (date set in the TRAC memo) to revise their proposal and resubmit to the TRAC. They do not have to go through another public hearing, but MUST defend the revisions before the complete TRAC. The TRAC then votes and decides the disposition as above (TRAC files a 2nd Dissertation Proposal Approval form with CPHR Program Office).

A student whose work is totally unacceptable to the TRAC will be immediately referred to the Academic Standards and Policies Committee for review and adjudication, including possible program dismissal.
Timeline for Completing Thesis Work
It is ordinarily expected that students will take at least 18-24 months to complete their thesis work once they have an approved thesis proposal. Students who do not make adequate progress according to the approved proposal time line risk being dismissed from the program. Therefore it is important that students be both realistic and cautious in constructing their timelines for thesis work. A good guideline is to think about it taking 6-9 months to complete each paper, including conducting analyses, synthesizing results, obtaining feedback, drafting the manuscript, revising, again getting feedback and developing final revisions. While it is possible under unusual circumstances, such as when a student is bringing to bear original research started before thesis work to inform the thesis, or when a student is unusually independent and well prepared to conduct their own studies, to complete more quickly, this is not the typical expectation. 
Amendments or Changes in Proposed Research
If the student (and/or TRAC or Mentor) in the process of completing the work finds it important to make a major change in the study design, scope of work, sample size, or other major revision, an amendment should be officially filed. These amendments should always be reflected in a formal written memo among the Mentor, the TRAC Chair, and the student.  Official filing of the amendments with the CPHR office protects both the student and the TRAC members from misunderstandings about progress toward the degree and determination of completion and readiness for the thesis defense.
Post-Dissertation Proposal Hearing Responsibilities
Student Responsibilities: The thesis proposal process protects the student from being held accountable for work above and beyond what is stated in the thesis proposal and the formal changes filed with the CHPR office after the hearing, or any formal amendments. It also serves as a guideline that the student is making satisfactory progress on their degree. Students need to prepare realistic time lines to make progress on their work, and allow for appropriate revisions and rethinking in order to produce acceptable quality thesis research. It is particularly important for students to work closely with their Mentor and TRAC in terms of the supervision and feedback process. Students must recognize that faculty are busy and need time to review and give feedback; expectations for quick turn around when Mentors are working on grant applications, traveling for presentations, or have their own publication deadline are unrealistic. Students also have to make sure they are fulfilling their Graduate Research Assistantship duties performed on behalf of the Mentor or Mentor’s research team or Department. Satisfactory progress on thesis work AND satisfactory performance on Graduate Research Assistantship tasks are both required to maintain good standing in the CPHR doctoral program. (See Section X for review of Assistantship responsibilities.) 
TRAC Responsibilities: The approved thesis proposal (including work plan, timelines, and any revisions filed at completion of the proposal hearing) are the standard by which the student should be evaluated by the TRAC as the work progresses. The TRAC is required to meet twice a year to review the student’s progress and to determine when the student is ready to defend their completed thesis (TRAC Meeting Report form to be filed with Program Office after each meeting). It is strongly recommended that the TRAC convene several times a year and stay in close contact with the student and Mentor to monitor progress and anticipate any potential problems or issues in the thesis work. The TRAC should review drafts of each paper as they approach completion. Students must plan adequate time to provide for TRAC review and comments, as well as adequate time to incorporate, revise, and resubmit to the TRAC to develop a final, acceptable manuscript. TRAC members are responsible for establishing an appropriate review schedule with students and for fulfilling their review responsibilities within a mutually agreed upon schedule so students can progress adequately with their work.
Mentor Responsibilities: The Mentor is responsible for guiding and supervising the student thesis work, as well as established a job description, expectations, and evaluation of the student for Graduate Research Assistant responsibilities (see Section X). The Mentor should identify when review by the TRAC is necessary and jointly with the TRAC Chair, make sure the annual and other necessary TRAC meetings occur. The Mentor should call upon the TRAC to convene when there are important changes in the students research that may be required, when there are questions about the progress or adequacy of the work, and when the Mentor feels the student is approaching completion of the degree, to make sure there is adequate oversight by the TRAC over the student’s work. 
XII. Dissertation Examination Committee and Completion of the Dissertation

Once the student has an approved Dissertation Proposal, the TRAC has the option of requesting the Program Director appoint the Dissertation Examination Committee early in the process and involving the members in ongoing review of the student’s work). The DEC can also be appointed at the time a final draft thesis is completed by the student and requires review. The DEC must have a faculty member in a field relevant to the student’s work from outside the institution and shall not include the Thesis Mentor. The DEC must meet the GSBS requirements concerning restrictions on co-publication with the student. Ordinarily the external DEC member may not have published with the student or have any other major conflict of interest. Members of the TRAC except the Mentor, can serve on the DEC in addition to the external faculty member, if they have not published with the student.
Application for appointment of the DEC, including the external member, is accomplished by completing the Dissertation Examination Committee (DEC) Selection form (with required CV of the proposed external member) and forwarding to the CPHR Program Director for approval. The application must be received by the CPHR Program Office at least 90 days before the anticipated dissertation defense date. This will allow time for approval, or if not approved, to request a new nomination of an external member prior to the date by which DEC members will need to receive the student’s completed dissertation manuscript. 
Completion of Dissertation

When a complete draft of the monograph, or three research papers with an overview introduction, acceptable to the Mentor and TRAC are finished, the work shall be disseminated to the complete DEC. DEC members should have the completed work for review for a minimum of four weeks. Students are required to meet with the DEC as a group, or with each individual member to obtain feedback on any additional requirements and revisions. Such revisions can be required by the DEC to be made either prior to or after the formal dissertation defense. Once the DEC agrees that the student is ready to defend, the Chair and Thesis Mentor inform the CPHR Program Office by submitting the Approval for Dissertation Defense Hearing form. (The program office will make arrangements for the defense only after receiving this form.)
If after several revisions, the DEC determines that the Dissertation is still not sufficient for defense, the student will be referred to the Academic Standards and Policies Committee for review and adjudication, including possible program dismissal.

Students are strongly encouraged to rehearse their Dissertation Defense presentation several times with their Mentor and committee in order to focus on the appropriate level of detail in their presentation and complete the presentation well within the allocated time limit. Students are required to email their final presentation to the CPHR Program Office at least two business days before the scheduled hearing date. 
Dissertation Defense Hearings

The student will present their completed Dissertation in a seminar open to the faculty and students of CPHR and GSBS. Each hearing will be hosted by the CPHR Program Director, or if unavailable, another senior CPHR faculty member. The Dissertation Defense Hearing will have two parts: a public part and a closed-door part. The public hearing will be posted on the UMMS intranet and the campus community, all CPHR faculty and students are invited and encouraged to attend.

The Dissertation Defense is a professional presentation by the student who is wholly responsible for the content and addressing audience questions. Time will be allocated for DEC questions and those from the audience. An outline of the Dissertation Defense is below.

All members of the student’s DEC are expected to attend the hearing. An exception can be made in specific circumstances only for the external member. In this case the Thesis Mentor, DEC Chair and the External Member must submit certification of agreement with the DEC vote.

Guidelines for conducting a Dissertation Hearing (approximately 2 hours):
	Public Hearing (one hour)

	5 minutes
	Introductions: Program Director (or designated host) introduces student, Mentor and DEC members and greets audience

	20-30 minutes
	Student presents proposal: Host keeps time track and moves it along. Students should practice timing and delivery before the hearing!

	15-20 minutes 
	Q & A: Host thanks student and opens the hearing to questions from the DEC members first followed by the general audience — questions can come from DEC members, students or other faculty

	5 minutes 


	End of Public Session: Host then calls the public session to an end, thanks the audience and asks all to leave except DEC and student

	DEC Meeting and Vote (one hour)

	30-35 minutes
	DEC Q & A: DEC addresses questions to the student

	20-25 minutes
	DEC Discussion: DEC asks student to leave; discusses decision while making brief notes on back of vote form of any need for revisions

	5 minutes
	DEC Votes: DEC then votes on disposition, completes and signs Dissertation Defense Outcome form and calls student back in to inform him/her of their decision (form will be collected at this time)


Procedures for DEC Vote and Outcome Documentation
The DEC is expected to complete and sign the Dissertation Defense Approval form before the end of the hearing. If there are members of the DEC (typically only the external examiner is allowed to be absent) that cannot be present for the hearing, they must review the dissertation prior to the defense and provide written comments including their vote decision to the DEC chair prior to the defense (can be email). The missing member’s comments and vote must be attached to the form which will be collected at the end of the hearing, and the Certification of the External Member form must be completed and filed (see forms). There are four possible dispositions: Approved; Approved with Minor Revisions; Not Approved: Major Revisions Required; and Not Approved: Subject to Academic Dismissal.
If Approved or Approved with Minor Revisions
The DEC may decide to require additional work or written revisions. If the additional work is minor, the student shall have up to three months to complete the work and revisions and re-submit them to the DEC for final approval. The signature page on the final manuscript that includes all DEC member and Dean’s signatures verifies that the required changes have been completed.  The appropriately formatted and signed number of manuscripts must be filed with the CPHR Program Office, and GSBS before a student can graduate. Please refer to the GSBS Student Handbook

 for further requirements for degree completion and timing for graduation and commencement.  
Preparation of the Final Manuscript
Students must follow, in detail, the requirements for formatting and preparation of final dissertation manuscripts as described in the GSBS Student Handbook. 

Termination of Stipend Support and Graduate Check-Out
Stipend support normally ends 30 days after the date of the Dissertation Defense, even if the student chooses to take longer to complete any minor revisions. The Mentor is responsible for filing a Completion of Program – Stipend Termination Date form with the CPHR Program Office.
Once the student has completed all requirements, they must obtain the necessary signatures for the Graduate Check-Out form and file this with the CPHR Program Office.

If Not Approved; Major Revisions Required

The DEC shall refer the case to the CPHR Academic Standards and Policies Committee, which shall review the DEC comments within two weeks of receipt. The Academic Standards and Policies Committee will determine an appropriate time frame and process for the student revisions that involves the Thesis Mentor. A decision as to how long stipend support will be provided will also be determined. 
If Not Approved: Subject to Academic Dismissal
The student’s performance will be reviewed within 15 days by the Academic Standards and Policies Committee as well as the GSBS Dean’s office, including decisions about dates of termination of stipend support.
In the event that there is not a unanimous vote of the DEC to approve the Dissertation (with or without minor revisions), the matter shall be referred to the Academic Standards and Policies Committee for review and a decision.
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Student Funding & Benefit Information
This document is a supplement to the CPHR Academic Policies & Standards as well as the GSBS Student Handbook.  Its purpose is to outline the funding, benefit, and employment status information for CPHR graduate students once they transfer from school to mentor funding.  Although the policies below are the same for MD/PhD students enrolled in CPHR, their fee schedule differs (contact CPHR for MD/PhD financial questions).  These guidelines do not apply to Professional Track students.  All fees are set by the University and are subject to change. 
Graduate/Research Student Terms of Appointment:  By accepting an appointment, GSBS Graduate Students accept and agree to the terms of employment stated below, and to the policies, rules and regulations governing Graduate Assistants of the University as may be promulgated from time to time by the Board of Trustees under the provisions of Massachusetts General Laws, Chapter 75 and by the policies, rules and regulations of the University of Massachusetts Medical School.

Period of Appointment:  Graduate/Research Assistants receive an annual appointment which is renewed automatically each year until the student completes their degree requirements or withdraws from the school, so long as the student remains in good academic standing.  During the term of this appointment, the appointee may only receive compensation in addition to that specified herein from the University when written approval is obtained from his/her Thesis Mentor, and the Dean of the Graduate School.

Termination:  Appointments may be terminated by the GSBS Dean if the appointee 1) does not maintain satisfactory academic progress in accordance with GSBS standards; 2) is found guilty of an honor code violation, 3) does not perform his/her assigned duties satisfactorily, or 4) leaves the Graduate School or his/her Thesis Mentor.  If a person is on a visa, the International Student & Scholars office must be immediately advised in order to notify the appropriate government agencies.

Suspensions:  Students may be immediately suspended if, in the judgment of the Dean, the individual’s actions represent a threat to safety or a clear impediment to the work of a research lab.  After an investigation has been conducted, and the findings support the decision, the student may be terminated. Reinstatement is at the Dean’s discretion.  

Mentor Responsibilities: Once a student passes their Qualifying Paper, which is required to be completed by the beginning of the spring semester of Year 2 in the CPHR program, the student’s stipend, insurance and fees are then paid by their Thesis Mentor. The Thesis Mentor is responsible for these costs until the student either graduates or leaves the Graduate School. In general, these costs are paid until the student submits their final dissertation to the Associate Dean for approval & publication. The student has not completed all requirements for the PhD Degree until the Associate Dean and the Dean have approved the student's final dissertation. No student's stipend may be terminated without the Associate Dean's approval.

Student Status: Although GSBS students receive health, dental and disability insurance, they are considered non-benefited employees of UMMS. There are no UMMS HR fringe benefits associated with Graduate Students. They are not responsible for paying tuition (tuition is waived).  All Graduate Students are required to register each semester for one of the following courses:  Thesis Research or Graduate Research in addition to other courses as directed by the program office.  Failure to register for every semester may result in suspension of the student’s stipend.

Student Commitment to Research Activities: Students are considered equivalent to full-time employees of the mentor’s organizational unit. Although mentors and students may negotiate a modified or flex schedule that best meets both mentor and student needs, student schedules on campus should reflect a full-time commitment. Since students affiliate with departments that most closely match their own research interests, it is likely that the student’s academic research will overlap with the research being carried out by their Mentor; therefore it would not be unusual for students to spend more than 40 hours per week in their placements.

Evaluation of Satisfactory Progress: Graduate students have two distinct roles in which they are evaluated: research assistant activities and progress towards their thesis research.  At least once a year, students will be evaluated by their Thesis Research Advisory Committee (TRAC) on their thesis progress.  Their research assistant activities will be evaluated by their mentor each semester.  All evaluations must find satisfactory performance for the student to remain in good standing in the doctoral program.

Unscheduled Time Off: Graduate students do not receive “sick days”. Students may need occasional time away from work due to illness, family emergencies or doctor’s appointments. Repeated absences can impact a students good standing. It is up to the Mentor’s discretion to allow such time away. The student is expected to notify their Mentor of any absence. Mentors may request a doctor’s note for any absence of 3 or more consecutive days.

Academic Breaks: GSBS students do not earn “vacation time”. They are entitled to take time off during the scheduled Academic Breaks (this time off is equal to 23 days per year beyond designated holidays). During the first two academic years, the CPHR Academic Calendar has scheduled a two week break at Christmas/New Years and three weeks in August. Some mentors may wish that a CPHR student follow the GSBS Academic Break schedule after the second year (particularly if mentors have other GSBS students on their research projects). The GSBS Academic Calendar includes a two week Winter Break and three additional weeks: a one week Spring Break, a one week Early Summer Break, and a one week Late Summer Break.  

Students are not required to take time off at the scheduled breaks but are required to coordinate their time off with their Mentor. Students may request to accrue break days for future use by completing a “Request to Accrue Academic Break Days” form (GSBS Online Handbook). Accrued days must be used in the same Academic Calendar Year.  Student is responsible for documenting any changes in their schedule (doing so will keep misunderstandings of time available or used to a minimum).
Holidays: The GSBS and CPHR Academic Calendar includes the standard UMass Holidays. These are considered academic holidays for all GSBS students. All graduate students are eligible for these days off and should not be asked to work on an academic holiday.  Unlike academic breaks, holidays may not be banked (even those that fall during an academic break); students will not be compensated if they work a holiday.

Health Insurance: Health insurance is state-mandated for all full-time graduate students. Each year, students must indicate to the Bursar's Office that they either elect health insurance coverage through the UMMS School Group Plan or provide proof that health insurance coverage from another insurer is currently in force. 

Health insurance premiums are paid annually at the beginning of the fall semester. Premiums are pro-rated if students elect to take health insurance mid-year; however no reimbursement will be made to the department if the student’s full-time status changes mid-year (i.e., if the student leaves the university in October, coverage continues until the following August). In order to avoid an additional year’s worth of charges, a student who is ready to defend should be encouraged to do so prior to the beginning of the fall semester.

Students who choose coverage from another source may be eligible for a reimbursement of their healthcare insurance premium. This amount cannot be more than and is usually less than the UMMS health insurance premium. Departments should budget for the full cost. The student must submit proof of coverage and payment. Reimbursements are processed near the end of the academic year (typically June or July). Detailed instruction on processing these requests is available through the GSBS Admissions Office.
Health Fee: The Health Fee is for both Student Health Services and Student Counseling. This fee is paid Fall and Spring for all students whether they have health insurance through UMMS or from another insurer.
Dental & Disability Insurance: GSBS pays annually all students’ dental insurance (if elected) and disability insurance (mandatory) for the duration of their UMMS student status.

Curriculum & Program Fees: The Curriculum Fee is paid Fall and Spring until the student accumulates 90 credits. (In general, the student will accumulate 90 credits by the end of their third year.)  The Program Fee replaces the Curriculum Fee after the student has accumulated 90 credits and is paid Fall and Spring.
	Approximate Annual Financial Costs for 2009

	DESCRIPTION
	PAID OUT or BILLED
	ANNUAL COST
	CHARGED AMOUNT
	ANNUAL

TOTAL
	PAID BY

	Bi-weekly Charge – PA changes take effect January 20, 2009

	FY 09 Student Stipend 
(Please note stipend will usually increase every year by 2-3% effective July 1)
	Bi-weekly
	28,000.00
	1076.92
	
	Thesis Mentor

	
	28,000.00
	Thesis Mentor

	Spring Semester 2009 – Approximate billing date is February 1, 2009

	Curriculum Fee1
	Bi-annually
	3,434.00
	1,717.00
	
	Thesis Mentor

	Student Services
	Bi-annually
	40.00
	20.00
	
	Thesis Mentor

	Health Fee (includes Student Health Services & Student Counseling)
	Bi-annually
	501.00
	250.50
	
	Thesis Mentor

	
	1987.50
	Thesis Mentor

	Fall Semester 2009 – Approximate billing date is September 15, 2009

	Curriculum Fee1
	Bi-annually
	3,434.00
	1,717.00
	
	Thesis Mentor

	Student Services
	Bi-annually
	40.00
	20.00
	
	Thesis Mentor

	Health Fee (includes Student Health Services & Student Counseling)
	Bi-annually
	501.00
	250.50
	
	Thesis Mentor

	Approx. Health Insurance Premium2
(The amount shown is the 08-09 premium. New premiums are set approx two months before billing and are expected to increase.  PIs will NOT be billed in September if student declines coverage, however, they are required to reimburse student for outside coverage up to the UMMS premium.3
	Annually (coverage effective 9/1 thru 8/31)
	3,212.00 
	
	
	Thesis Mentor

	
	5199.50.00
	Thesis Mentor

	Approx. Dental Insurance4 
	Annually (Fall)
	270.00
	
	
	GSBS

	Approx. Disability Insurance 
	Annually

(Fall)
	86.00
	
	
	GSBS

	
	356.00
	GSBS

	Approximate Annual Costs for 2009

	APPROXIMATE TOTAL STUDENT COST
	35,543.00
	

	
	356.00
	GSBS Total

	
	35187.00
	Thesis Mentor Total


1.  The Curriculum Fee is paid until the student accumulates 90 credits (students are expected to reach this goal by the end of their third year) and is then replaced by a Program Fee (annually $180.00) which is billed at $90 bi-annually until the student is no longer enrolled at UMMS.
2.  GSBS is responsible for the student’s health premiums for the first two years of doctoral study.  Then Thesis Mentors are responsible for paying or reimbursing the student’s health premiums (additional spouse or dependent coverage is the financial responsibility of the student). 

3.  If student declines UMMS Health insurance they must have outside coverage.  Although typically less than paying the full health insurance charge, PIs should budget for a possible reimbursement amount to the student up to the current UMMS health insurance rate. PI is responsible for reimbursing student near the end of the academic year (typically between June 15 and July 15).
4.  GSBS is responsible for paying the student’s dental premiums until the student is no longer enrolled at UMMS (additional spouse or dependent coverage is the financial responsibility of the student).
APPENDIX B

Timeline & Funding for MD/PhD Students in CPHR Program Track
Timeline for MD/PhD Students

As noted in Section IV, all students complete an “Application for Research Area and Thesis Mentor”.  For MD/PhD students, this is done at the end of second year of Medical School.  MD/PhD students in the CPHR track are assigned a Thesis Mentor at the beginning their first year of doctoral study.  The Mentor will provide primary guidance for the Qualifying Paper, Thesis Proposal, and Dissertation work until completion of the PhD degree.  

For MD/PHD mentees, because of a heavier course requirement during Year 1 in CPHR, the allocation will be approximately:

20 hours a week of class attendance and related class assignments

15 hours a week devoted to Qualifying Paper or Thesis proposal work

  5 hours a week devoted to mentor-assigned tasks

Starting in May 1 of Year 1, MD/PHD mentees will have completed all core course requirements and are expected to spend approximately 20 hours a week working on their own thesis research and 20 hours a week dedicated to mentor-assigned tasks.

CPHR MD/PhD Course Sequence

Year One = 42.5 credits; 66.5 credits (students typically enter with 24 credits earned)
	Fall
	Spring
	Summer

	Epidemiology
	3
	Epidemiology
	3
	Pre-thesis Research
	9

	Biostatistics
	3
	Biostatistics
	3
	or Thesis Research
	12

	Research Ethics
	2
	Proposal Development Seminar
	3
	
	

	Scientific Writing
	1.5
	Pre-thesis Research
	9
	
	

	Qualifying Paper Preparation
	6
	
	
	
	

	Total credits:
	15.5
	Total credits:
	18
	Total credits:
	9/12


Year Two = 34 credits; 100.5 cumulative

	Fall
	Spring
	Summer

	Pre-thesis Research
	9
	Thesis Research
	12
	Thesis Research
	12

	or Thesis Research
	12
	TRAC meeting
	1
	
	

	
	
	
	
	
	

	Total credits:
	9/12
	Total credits:
	13
	Total credits:
	12


MD/PhD students are expected to participate in the CPHR Teas, Journal Club and complete their teaching requirements prior to returning to Medical School. 

APPENDIX C

Guidelines for CPHR Professional Track
This document is a supplement to the CPHR Academic Policies & Standards as well as the GSBS Student Handbook.  Its purpose is to outline the specific obligations and timeline for professional track students.  Please note:  all fees are set by the University and are subject to change. Please direct all questions about this document to the CPHR program coordinator, Colleen Corey (#42112).


The CPHR Program was developed to address the need to train additional clinical and translational researchers at UMMS and for the medical scientific community.  The program is specifically designed for Masters prepared project managers and related research staff from within UMMS as well as junior faculty (K/career development awardees) and fellows.  Attending a doctoral program while still employed can be more challenging for students and certainly will take longer to complete than choosing to attend full time.  However, particularly for students with research experience or current research-related jobs, it can be acceptable and feasible for supervisors and organizations to endorse the release time needed.  
Standards, financial and other policy considerations:  Students will be admitted to the Professional Track only if they meet the academic, research experience, and performance standards required of all full-time applicants. Special emphasis will be placed on current UMMS/UMMHC staff with appropriate backgrounds and current research-related work responsibilities.  All Professional Track students will be expected to adhere to the Professional Track course sequence and maintain the same satisfactory academic progress as our full-time students (as outlined in the GSBS Handbook and the CPHR Academic Guidelines and Policies).  The statue of limitations for completion of the degree for Professional Track students will be eight years. 

Applicants to the Professional Track will be required to provide a letter of support from a current supervisor that recognizes the required scheduling flexibility needed to successfully participate in the program, and should include in detail any arrangements for reduction in hours, flex-time etc.  Supervisors will be required to indicate that the student will have at least 12 hours a week release time to attend courses and required seminars, complete rotation assignments, and conduct thesis research.  Any work-related activities that will be designed to gain or demonstrate research rotation skills will need to be developed in advance, require approval of the Academic Standards Committee, and have a GSBS faculty mentor other than the student’s supervisor.  

Qualifying paper and thesis research must be work independent of the student’s job responsibilities and must be mentored by a GSBS full faculty member (affiliated with CPHR) who is not the student’s supervisor. All requirements to prevent conflict of interest must be fulfilled.  Students will meet all CPHR guidelines for qualifying paper and thesis research proposals and defenses.  Professional Track students will be required to form a TRAC committee that meets the same standards as students in the full-time CPHR doctoral program.

Administrative policies: Professional Track students who are current UMMS/UMMHC employees should be able to use their HR benefits to waive or reduce tuition.  Professional Track students will be responsible for paying Curriculum Fees (prorated) until they earn the requisite 90 credits, after which they will be responsible for the Program Fee and Student Services Fee.  Professional Track students must demonstrate they have health insurance to enroll; this documentation along with continued employment at UMMS/UMMHC will result in the Health Fee being waived. Students admitted to the Professional Track will not be provided stipends or student health insurance.  Thesis mentors will not be required to financially support the student. Students from outside of the UMMS/UMMHC would be required to pay tuition and all applicable fees, document they have health insurance, and meet any other financial requirements of the campus.  Likewise, students who leave their UMMS/UMMHC employment and choose to continue in the Professional Track program will be required to pay all tuition and all applicable fees, document they have continuing health insurance, and meet any other financial requirements of the campus.

2008-09 Annual Fee Schedule for Professional Track

	Fee Description
	Annual Cost
	Payment Schedule

	Curriculum Fee for 1 - 4 credits per semester
	$858.50
	$429.25 paid Fall and Spring

	Curriculum Fee for 5 - 8 credits per semester
	$1717.00
	$858.50 paid Fall and Spring 
Students adhering to the Professional Track course schedule should expect to pay this fee level.

	Curriculum Fee for 9+ credits per semester
	$3434.00
	$1717.00 paid Fall and Spring

	Program Fee 
(replaces Curriculum Fee after 90 earned credits)
	$180.00
	$90.00 paid Fall and Spring

	Student Services Fee
	$40.00
	 $20.00 paid Fall and Spring

	Student Health Fee
	$501.00
	Fee waived with proof of health insurance and continued employment at UMMS/UMMHC


Specific course requirements:  To reflect the reduced hours dedicated to research for Professional Track students, PT students will earn reduced credits (i.e., Research Rotations, Pre-thesis Research, and Thesis Research), however, the description and intent of these courses remain the same as their full-time equivalents.

CPHR Professional Track Program Course Sequence
Year One = 18 credits

	Fall
	Spring
	Summer

	Determinants of Health 
	3
	Determinants of Health
	3
	CPHR Elective
	3

	Epidemiology
	3
	Epidemiology
	3
	Research Rotation
	3

	Total credits:
	6
	Total credits:
	6
	Total credits:
	6


Year Two = 19.5 credits; 38.5 cumulative

	Fall
	Spring
	Summer

	Biostatistics
	3
	Biostatistics
	3
	Comprehensive Project
	1.5

	Research Rotation
	3
	Research Rotation
	3
	CPHR Elective
	3

	
	
	
	
	Research Rotation
	3

	Total credits:
	6
	Total credits:
	6
	Total credits:
	7.5


Year Three = 19.5 credits:  57 cumulative

	Fall
	Spring
	Summer

	Research Ethics
	2
	Proposal Development Seminar
	3
	Pre-thesis Research

(proposal development)
	7

	Scientific writing
	1.5
	Qualifying Paper Preparation
	3
	
	

	Qualifying Paper Preparation
	3
	
	
	
	

	Total credits:
	6.5
	Total credits:
	6
	Total credits:
	7


Year Four = 22 credits: 79 cumulative

	Fall
	Spring
	Summer

	Pre-thesis Research 
(proposal development)
	7
	Pre-thesis Research 
(proposal development)
	7
	Thesis Research
	7

	
	
	TRAC meeting
	1
	
	

	Total credits:
	7
	Total credits:
	8
	Total credits:
	7


Year Five = 15 credits: 94 cumulative

	Fall
	Spring
	Summer

	Thesis Research
	7
	Thesis Research
	7
	Graduate Research
	0

	
	
	TRAC meeting
	1
	
	

	Total credits:
	7
	Total credits:
	8
	Total credits:
	0


Year Six and beyond: Students enroll in Graduate Research (0 credits) each term, TRAC Meeting (0 credits) every Spring semester until completion.

Professional Track students are expected to participate in the CPHR Teas, Journal Club (on a pro-rated basis) and complete their teaching requirements prior to graduation.  
APPENDIX D

2nd Year Critical Dates for 2008-09
Selection of Thesis Mentor, TRAC, Qualifying Paper and Dissertation Proposal
	Thesis Mentor Selection & QP Research Question Approval

	Friday, Aug 8
	Qualifying Paper Research Question and Thesis Mentor form due

	

	TRAC Selection & QP Outline Approval

	Friday, Sep 5
	Mentorship/Graduate Assistant Agreement for Fall 08 semester & Thesis Mentor and Departmental Financial Agreement forms due



	Friday, Sep 19
	With Mentor, finalize three additional faculty members for Thesis Research Advisory Committee (TRAC); Qualifying Paper and TRAC Selection form due AND Qualifying Paper Outline due to TRAC and CPHR



	Friday, Sep 26
	TRAC votes on outline; Qualifying Paper Outline Approval form due

	
	

	IF not approved:
	Friday, Oct 3
	Revised outline resubmitted to TRAC and CPHR

	
	Friday, Oct 10
	2nd TRAC vote of outline (2nd Qualifying Paper Outline Approval form due).  

	
	IF revisions are not approved, student will be referred to Academic Standards and Policies Committee for academic discipline

	

	

	Qualifying Paper Outcome

	Monday, Dec 1
	Qualifying paper submitted to Mentor



	Monday, Dec 8
	Qualifying paper submitted to TRAC and CPHR

	Friday, Dec 19
	TRAC votes on qualifying paper, Qualifying Paper Outcome form due

	

	IF approved:
	Student begins work on dissertation proposal, schedules oral presentation of qualifying paper to GSBS community sometime in Jan; mentor picks up student stipend Jan 20, 2009

	
	

	IF not approved:
	Friday, Jan 9
	Revised qualifying paper resubmitted to TRAC and CPHR

	
	Friday, Jan 16
	TRAC votes on revised paper (2nd Qualifying Paper Outcome form due)

	
	IF revisions are approved:  Student begins work on dissertation proposal, schedules oral presentation of qualifying paper to GSBS community (no later than Feb 13); mentor picks up student stipend Jan 20, 2009



	
	IF revisions are not approved:  Student will be referred to Academic Standards and Policies Committee and may be dismissed from program. 

Institutional stipend support will end on Jan 20, 2009.




	Completion of Qualifying Paper Process

	Monday, Jan 5
	Work on dissertation proposal begins; finalize qualifying paper with mentor for journal submission by 
Feb 27; oral presentation scheduled sometime in Jan (by mid-Feb for late qualifying papers).

	Friday, Jan 9
	Faculty Evaluation of Graduate Research Assistant Performance form for Fall 08 Semester & Mentorship/Graduate Assistant Agreement form for Spring 09 Semester due

	Friday, Feb 27
	Evidence of submission of qualifying paper to journal due (unless an extension has been granted by the Associate Dean)



	
	

	Dissertation Proposal Defense

	Friday, May 8
	Faculty Evaluation of Graduate Research Assistant Performance form for Spring 09 Semester & Mentorship/Graduate Research Assistant Agreement form for Summer 09 – Spring 10 (annual) due 



	Monday, Jun 1


	Dissertation proposal submitted to TRAC for review; TRAC has up to three weeks to review and respond



	Jun 27 – Jul 20
	Student revises and finalizes proposal; when TRAC agrees that student is ready to defend their proposal, the TRAC Chair informs CPHR; Approval for Dissertation Proposal Defense form due.  

Once approved to defend, student contacts TRAC members to determine best date and time and then contacts CPHR to coordinate room reservation and notices sent to UMass community. (Defense must be scheduled between Jul 6 and Aug 7 and be no less than two weeks from the time CPHR is contacted.)



	Jul 6 – Aug 7
	Student presents oral defense to TRAC and UMass community; TRAC votes on proposal, 
Dissertation Proposal Outcome form and copy of proposal due to CPHR

	
	

	IF approved:
	If minor revisions are required, a memo from the TRAC to the student detailing the revisions must be sent within one week of the defense, student response to revisions must be received within one week of TRAC memo, both documents must be filed with CPHR within two weeks (no later than Aug 14)



	
	

	IF not approved: 
	If major revisions are required, a memo from the TRAC to the student detailing the revisions must be sent within one week of the defense.



	
	Friday, Aug 28
	Student must submit revised proposal to TRAC within three weeks (no later than Aug 28), both documents must be filed with CPHR



	
	Friday, Sep 11
	Student defends revised proposal to complete TRAC (no later than Sep 11); TRAC votes on revised proposal; 2nd Dissertation Proposal Outcome form due



	
	IF revisions are approved: If minor revisions are required, a memo from the TRAC to the student listing the revisions must be sent within one week, student response to revisions must be received within one week of memo, both documents must be filed with CPHR within two weeks (no later than Sep 25)



	
	IF revisions are not approved:  If student still does not have an approved proposal, or the TRAC does not agree on approval, referral to Academic Standards and Policies Committee for review and possible suspension or dismissal from program




–  WORK ON DISSERTATION BEGINS AFTER FINAL PROPOSAL APPROVAL –

NOTE: Details on paper requirements and defense process can be found in the CPHR Academic Policies handbook.  
Hardcopies are available at the CPHR Program Office or http://inside.umassmed.edu/cphr/program/index.aspx
CPHR Program Office
Page 1
Accepted by the Graduate Council:  05/06/05

Last Update: 9/1/2009 at 11:12:42 AM

