UTEP
Graduate Program Handbook Template
Doctoral Programs
How to Use This Template
This section guides the person preparing the handbook. Work through each section below, then delete this entire “How to Use This Template” section before publishing.
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Keep only the provisions that apply to your program.
Replace or remove every orange bracketed placeholder.
Keep the University-policy statement.
Verify links, contacts, authority routes, and requirements before publishing.
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	Blue instruction box
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	Customize, replace, or delete

	IF APPLICABLE
	Conditional content
	Retain only if applicable

	Orange bracketed text
	Program-specific placeholder
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	Fixed governing statement
	Core template principle
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This “How to Use This Template” section is only for the person preparing the handbook. Delete the entire section above once the handbook is complete.
[Program Name] Graduate Student Handbook
	UNIVERSITY POLICY GOVERNS
Where this handbook differs from University policy, including the Handbook of Operating Procedures and the Graduate Catalog, University policy governs.


Table of Contents
Right-click and select Update Field in Microsoft Word.
1. Program Overview and Key Contacts
	PROGRAM INSTRUCTIONS - DELETE THIS BOX AFTER COMPLETING THE SECTION
Purpose: Explain the program’s purpose, structure, degree options, and contact routes.
Completion checklist
☐ Describe the program mission and distinctive features.
☐ List the degree options that apply.
☐ Identify concentrations, tracks, or specializations.
☐ Complete the contact-routing table.
Optional sample program language follows this box. Customize it for the program or delete it.


Students in the [Program Name] prepare for [academic, research, professional, or career goals], with a focus on [major areas]. The program offers [degree, concentration, track, or plan].
Students complete advanced coursework and an original dissertation. Doctoral students also complete [qualifying examination, candidacy, proposal, or other milestones]. See Section 6 for additional information about doctoral milestones and annual progress review. For common questions, students can use the contacts below.
	Question or Need
	First Program Contact

	General program questions
	[Program Coordinator Name and Email]

	Course planning and advising
	[Graduate Advisor Name and Email]

	Dissertation requirements
	[Dissertation Coordinator]

	Committee questions
	[Graduate Program Director]

	Assistantship
	[Assistantship Contact]

	Funding and travel
	[Funding/Travel Contact]

	Graduation
	[Graduate Advisor/Program Coordinator]

	Program concern
	[Graduate Program Director/Department Chair]



2. Getting Started
	PROGRAM INSTRUCTIONS - DELETE THIS BOX AFTER COMPLETING THE SECTION
Purpose: Provide new students with a clear first-semester path.
Completion checklist
☐ Describe program orientation and attendance expectations.
☐ State when initial advising occurs.
☐ Identify required trainings and first-semester actions.
☐ Add a student-facing checklist.
Authoritative UTEP resources: Graduate School New Student Guide
Optional sample program language follows this box. Customize it for the program or delete it.



Before you arrive. After being admitted, students should set up their UTEP email and Goldmine accounts, read the Graduate School’s New Student Guide, and note the program’s early deadlines. Taking care of these first makes the opening weeks much smoother.
Set up your UTEP email and Goldmine accounts.
Read the Graduate School’s New Student Guide.
Note the program’s early deadlines and first-semester milestones.
New students should attend [Program Orientation], review the Graduate School’s New Student Guide, and meet with [Graduate Advisor Name] during the first semester to go over requirements, course sequencing, research expectations, and milestones.
Attend required orientations.
Meet with [Graduate Advisor Name].
1. Select a concentration, if applicable.
2. Submit materials to the program director early to receive credit for any previous coursework.
Review this handbook and the Graduate Catalog.
Complete required training.
Become familiar with Goldmine and the Degree Evaluation tool so you can monitor your progress throughout the program.
Review research-area and advisor-selection expectations.
Credit for previous coursework is not automatic. Students submit the relevant materials to the program director for review. Credit may be given for Individual Research courses taken elsewhere, but not for a dissertation course based on work completed at another institution.
3. Degree Requirements and Academic Plans
	PROGRAM INSTRUCTIONS - DELETE THIS BOX AFTER COMPLETING THE SECTION
Purpose: Explain how students complete the Catalog requirements within the program without copying extensive Catalog text.
Completion checklist
☐ Link to the exact Catalog degree page if available.
☐ List core, elective, research, and dissertation credit expectations.
☐ Explain concentrations or tracks.
☐ Address transfer credit and admission conditions.
☐ Identify any teaching, language, residency, or examination requirement.
Authoritative UTEP resources: Graduate Catalog
Optional sample program language follows this box. Customize it for the program or delete it.


The official requirements for the [Degree Name] are in the UTEP Graduate Catalog and the Program Milestone Document, which is the authoritative source. This handbook explains how students move through those requirements in the [Program Name] and where to find the details, rather than repeating the course list.
Students should meet with [Graduate Advisor Name] before changing an academic plan. Any leveling or admission conditions are set when a student is admitted; they are not added later in the program.
4. Degree Planning, Registration, Enrollment, and Time Limits
	PROGRAM INSTRUCTIONS - DELETE THIS BOX AFTER COMPLETING THE SECTION
Purpose: Tell students how to plan, register, maintain appropriate enrollment, and monitor time-to-degree.
Completion checklist
☐ State the required advising frequency.
☐ Provide a typical semester-by-semester sequence.
☐ Explain local registration clearance.
☐ Link to University calendars and records resources.
☐ Explain how the program monitors time limits.
Authoritative UTEP resources: Registration and Records | Academic Calendars | Graduate Catalog
Optional sample program language follows this box. Customize it for the program or delete it.


Students should meet with [Graduate Advisor Name] at least [frequency] to review completed and planned courses, upcoming milestones, and progress toward the dissertation. The sequence below is a planning guide, not a guarantee of course availability; students should check with their advisor before changing it.
Doctoral degree requirements must be completed within one eight-year period, as stated in the Graduate Catalog. This is the University maximum; the program’s milestone targets provide the recommended timeline for progress.
Dissertation courses usually carry in-progress grades until the work is complete. In-progress grades apply only to dissertation courses. For regular coursework, the Graduate Catalog’s incomplete-grade policy and timeline apply.
	Term
	Coursework/Enrollment
	Research or Milestone

	Year 1 - Fall
	[Courses]
	Orientation and degree plan

	Year 1 - Spring
	[Courses]
	Research-area exploration

	Year 2 - Fall
	[Courses/research]
	Advisor/committee/proposal

	Year 2 - Spring
	[Courses/research]
	Dissertation milestone

	Doctoral Years 3+
	[Research/dissertation]
	Candidacy, dissertation, defense



5. Academic Advising, Research Mentoring, and Supervision
	PROGRAM INSTRUCTIONS - DELETE THIS BOX AFTER COMPLETING THE SECTION
Purpose: Clarify the distinct roles of academic advisors, research supervisors, committee chairs, and committees.
Completion checklist
☐ Describe how initial and permanent advisors are assigned or selected.
☐ State expected meeting frequency and communication practices.
☐ Define student, advisor, supervisor, chair, and committee responsibilities.
☐ Explain advisor-change and continuity procedures.
☐ Address faculty leave, retirement, or departure.
Optional sample program language follows this box. Customize it for the program or delete it.


Advising is a shared responsibility. [Graduate Advisor Name] helps students understand requirements and plan coursework, and the research supervisor guides the dissertation and supports each student’s growth as an independent scholar.
Early on, students and their supervisor should agree on how often they will meet and on expectations for progress, feedback, research responsibilities, authorship where relevant, and timelines.
A student who is considering an advisor change should contact [Graduate Program Director Name]. The program will explain the options and, if needed, arrange interim supervision.
Mentoring agreement. Students and their advisor should put their expectations in writing in a mentoring agreement, sometimes called a mentor-mentee compact. The agreement covers how often they will meet, who schedules meetings, how they communicate and give feedback, expectations for research and authorship, and how they will handle disagreements. It is a living document to revisit as the student progresses. Appendix M offers a model to adapt.
In this program, advising usually includes:
Regular student-advisor meetings and milestone tracking.
Course-enrollment advising each semester.
A check-in with the Graduate Program Director or Program Manager each semester.
The annual committee meeting to review the IDP and progress.
Advising on degree-plan changes, substitutions, and career goals.
	Role
	Typical Responsibilities

	Student
	Monitor requirements; prepare for meetings; meet deadlines; maintain communication; complete approved work.

	Academic advisor
	Advise on curriculum, registration, requirements, and academic progress.

	Research supervisor/committee chair
	Guide research, provide feedback, monitor progress, and coordinate committee work.

	Committee members
	Provide expertise, evaluate milestones, and participate in required meetings or examinations.

	Graduate Program Director
	Oversee program processes and assist with concerns or transitions.

	Department Chair/Unit Head
	Address matters within departmental authority.

	Graduate Studies Committee
	Program governance committee that hears program appeals; separate from the student’s dissertation committee.



6. Satisfactory Progress, Milestones, and Annual Review
	PROGRAM INSTRUCTIONS - DELETE THIS BOX AFTER COMPLETING THE SECTION
Purpose: Define program-level satisfactory progress and provide a transparent review process.
Completion checklist
☐ Distinguish University academic standing from program progress.
☐ List academic, research, milestone, training, and professional criteria.
☐ State review frequency, reviewers, inputs, and written outcome.
☐ Describe improvement-plan and follow-up practices.
☐ State where review records are maintained.
Authoritative UTEP resources: Graduate Catalog
Optional sample program language follows this box. Customize it for the program or delete it.


Satisfactory progress in the [Program Name] usually means maintaining the required grade point average, completing required coursework, reaching the program’s milestones on schedule, making steady research progress, completing required training, and meeting the program’s published expectations.
Doctoral milestones. The program’s milestones agreement maps the steps on the way to the degree and about when to reach each one. It covers all major milestones that students must complete to earn the degree, with a recommended target and a latest deadline for each. Students review the agreement with their advisor, sign it, and submit it to the Graduate School in the first semester. Qualifying examinations are among these milestones in programs that require them; see Section 7 for additional information.
Annual review. Each year, students update their individual development plan (IDP) and CV, meet with their committee to review progress and goals, and file the signed IDP with the program and the Graduate School. The program uses the milestones agreement as the basis for this review and for deciding whether a student is making satisfactory progress. Students who keep an IDP tend to make stronger progress.
Staying on track. To stay in good standing, students keep up both their grades and their progress on the milestones. A student who falls behind on either should work with the advisor and the Graduate Program Director on a plan to catch up.
Time to degree. The University sets maximum time limits for the degree (see Section 4). These are an upper bound. Most students finish well before them, and the recommended targets in the milestones agreement give the realistic timeline.
Access to records (FERPA). Students have the right to see their own educational records under the Family Educational Rights and Privacy Act (FERPA). Students can ask the program how review records are kept and how to review them.
7. Qualifying/Comprehensive Examination
	PROGRAM INSTRUCTIONS - DELETE THIS BOX AFTER COMPLETING THE SECTION
Purpose: Explain the program’s qualifying examination as a doctoral milestone and provide students with a clear description of the process.
Terminology: Programs use different names for this examination, such as qualifying, comprehensive, preliminary, or candidacy examination. Replace the name in the heading and throughout this section with the program’s term.
Completion checklist
☐ State the examination’s purpose.
☐ Identify eligibility requirements, prerequisites, and expected timing in the doctoral milestone sequence.
☐ Describe the format, components, and scheduling process.
☐ Identify the examining body.
☐ State the evaluation criteria and possible outcomes.
☐ Explain how and when students receive written notification of the result.
☐ State how the result is documented.
☐ State whether a retake is available and, if so, the number of attempts and timeframe.
☐ Explain the consequences of unsuccessful performance.
☐ Explain the examination’s relationship to candidacy and later dissertation milestones.
☐ Identify the applicable review or appeal route.

Authoritative UTEP resources: Graduate Catalog
Optional sample program language follows this box. Customize it for the program or delete it.


The [Qualifying/Comprehensive Examination Name] evaluates whether students have developed the knowledge, skills, and readiness needed to advance to [candidacy/the dissertation phase/the next doctoral milestone]. Students normally complete the examination at the time set in the program’s milestones agreement (see Section 6), after satisfying [eligibility requirements/prerequisites].
Eligibility and scheduling. To take the examination, students must [eligibility requirements]. Students schedule the examination by [scheduling process] through the [Qualifying/Comprehensive Examination Coordinator/Graduate Program Director].
Format and examining body. The examination consists of [format/components] and is administered by the [examining body].
Evaluation and notification. The examining body evaluates the examination using [evaluation criteria]. Students receive written notification of the result from the [role/body] within [timeframe], and the program records the result through [documentation process].
Outcomes. The examining body may pass the examination, pass it conditionally with required remediation, or decide it did not pass. A student who passes conditionally receives written guidance that states what must be completed and by when. This guidance is shared with the student and the committee. A student who does not pass receives written notice that identifies the specific deficiencies.
Retakes. If the program offers a retake, the student has another opportunity to complete the examination. The same examining body evaluates the retake. The program’s published limit is [number of attempts] within [timeframe].
Consequences. A student who does not pass within the program’s published number of attempts may [program consequence]. Section 9 describes program continuation and review.
Relationship to later milestones. Successful completion of the examination [relationship to candidacy and later dissertation milestones]. For many programs this means advancing to candidacy and beginning the dissertation proposal described in Section 8.
Review or appeal. A retake and an appeal are different. A student who believes the outcome was reached improperly — that is, through bias, arbitrary or capricious action, or a procedural error — may request review under the appeal process in Section 9. The person or body that made the decision does not review the appeal.
Detailed procedures. For the program’s full examination procedures, see Appendix H.
8. Dissertation
	PROGRAM INSTRUCTIONS - DELETE THIS BOX AFTER COMPLETING THE SECTION
Purpose: Give students a complete map from topic/advisor selection through final submission.
Completion checklist
☐ Describe the dissertation pathway and its stages.
☐ Identify proposal, approval, research, writing, defense, revision, and submission stages.
☐ State who approves each stage.
☐ Link to current Graduate School forms and completion guidance.
☐ Avoid copying changeable submission deadlines into the handbook.
Authoritative UTEP resources: Graduate School Forms | How to Graduate
Optional sample program language follows this box. Customize it for the program or delete it.


Students completing a dissertation usually move through the stages below, with program and Graduate School approvals at the right points. Students should check with [Dissertation Coordinator] and current Graduate School resources when planning each stage.
	Stage
	Student Action
	Program/Committee Action

	Advisor/topic
	Identify research area and eligible supervisor.
	Confirm supervision and feasibility.

	Committee
	Invite eligible members and submit required documentation.
	Confirm composition and approvals.

	Proposal
	Develop and present proposal.
	Review and document decision.

	Compliance
	Complete required training/approvals before regulated work.
	Verify approvals before work begins.

	Research and writing
	Conduct approved work and submit drafts.
	Provide guidance and feedback.

	Defense/final examination
	Submit materials and complete examination.
	Evaluate and document outcome.

	Revision/submission
	Complete revisions and final submission.
	Confirm completion and certify requirements.



8.1 Committee Formation and Operation
	PROGRAM INSTRUCTIONS - DELETE THIS BOX AFTER COMPLETING THE SECTION
Purpose: Explain committee eligibility, formation, roles, meetings, changes, and documentation.
Completion checklist
☐ Link to current Graduate School/Graduate Council requirements instead of copying detailed membership rules.
☐ State the expected time for committee formation.
☐ Describe member selection and approval.
☐ Explain committee changes and member unavailability.
☐ State meeting and feedback expectations.
Authoritative UTEP resources: Graduate School Forms | UTEP HOP
Optional sample program language follows this box. Customize it for the program or delete it.


Students should talk with [Research Supervisor] before inviting committee members. Committee membership must meet current University and program requirements. The student submits [form/process] to [Program Contact] for review and approval.
If a committee member becomes unavailable, the student should contact [Graduate Program Director Name] promptly. Changes take effect only after the required approvals.
Committee members from outside the University must be approved as temporary members of the graduate faculty before they serve at a milestone such as the proposal or the dissertation defense. These appointments are time-limited, so students should check whether an external member needs to renew before the defense.
8.2 Proposal, Research Compliance, Data, and Safety
	PROGRAM INSTRUCTIONS - DELETE THIS BOX AFTER COMPLETING THE SECTION
Purpose: Connect proposal approval to research compliance, data stewardship, confidentiality, and safety.
Completion checklist
☐ Describe proposal format, review, decision, and documentation.
☐ Identify applicable compliance training and approvals.
☐ State that regulated work cannot begin before required approvals.
☐ Explain local data storage, access, ownership, and retention expectations.
☐ Address laboratory, field, clinical, or travel safety where relevant.
Authoritative UTEP resources: Research Compliance | Environmental Health and Safety
Optional sample program language follows this box. Customize it for the program or delete it.


All students defend the proposal before starting the main research; the proposal defense is required.
Before beginning regulated research, students complete all required training and obtain the applicable approvals. Depending on the project, this may involve human subjects, animals, biological materials, laboratory safety, Responsible Conduct of Research, research security, or export controls.
Students are responsible for following University, program, sponsor, professional, and protocol requirements for collecting, storing, sharing, retaining, and disposing of data.
8.3 Defense or Final Examination
	PROGRAM INSTRUCTIONS - DELETE THIS BOX AFTER COMPLETING THE SECTION
Purpose: Make eligibility, scheduling, examination, evaluation, revisions, and result documentation clear.
Completion checklist
☐ State eligibility and pre-defense clearance requirements.
☐ Set program submission and scheduling expectations without copying changeable central deadlines.
☐ Describe attendance, format, committee participation, and evaluation.
☐ Explain possible outcomes, revisions, retakes, and the Section 9 appeal route.
☐ Identify who records the outcome and submits forms.
Authoritative UTEP resources: Graduate School Forms | How to Graduate
Optional sample program language follows this box. Customize it for the program or delete it.


A student may schedule the dissertation defense once [eligibility requirements] are met and the committee chair confirms the document is ready.
The committee evaluates the defense using [criteria], and the student receives written notice of the result and any required revisions. The degree is not complete until all revisions and required program and Graduate School submissions are accepted.
Outcomes. The committee may pass the defense, pass it with required revisions, or decide it did not pass. The student receives the result in writing, with any required revisions and the time allowed to complete them.
Retake. If the program offers a retake, the student has a second opportunity to defend. The same committee evaluates the second attempt. Each program sets the number of attempts and the timeframe.
Appeal. A retake and an appeal are different. A student who believes the outcome was reached improperly — that is, through bias, arbitrary or capricious action, or a procedural error — may appeal under Section 9. The office that made the decision does not review the appeal.
9. Student Progress, Academic Standing, and Review
	PROGRAM INSTRUCTIONS - DELETE THIS BOX AFTER COMPLETING THE SECTION
Purpose: Reassure students that the program supports their progress, state the few things everyone should know, and point to the detailed review and appeal procedures in the appendices.
Completion checklist
☐ Describe how the program supports progress through advising, annual review, and improvement plans.
☐ State the University program GPA requirement.
☐ Explain briefly that two review routes exist and that each review is independent.
☐ Point students to the two appeal appendices for the step-by-step procedures.
☐ Provide the short directory of other offices, with examples and current links.
☐ Keep this section short; keep the detailed procedures in the appendices.

Authoritative UTEP resources: Graduate Catalog | UTEP HOP
Sample language follows this box. Customize the names, links, and appendix letters, then delete this box.


The [Program Name] is committed to helping every student make steady progress and complete the degree. Most questions about progress are recognized and resolved early. Regular advising, written feedback, and the annual review all provide the chance to do this. Students are encouraged to stay in close contact with their academic advisor, dissertation advisor, and the [Graduate Program Director].
When a concern arises. The program’s first aim is to help the student get back on track. The program will explain the expectation involved, what the student can do to address it, the timeframe, and the support available. When it helps, this is written down as an improvement or remediation plan. Such a plan is a tool for success, not a punishment.
Academic standing. Graduate students must maintain a program grade point average (GPA) of 3.0 or higher. A student whose program GPA falls below 3.0 is placed on academic probation and has the next nine hours of study to bring it back to 3.0. The University’s academic-standing rules are set in the Graduate Catalog. If a student’s standing is ever affected, the program will help the student understand the options, including the path back to good standing described in Appendix A.
If a formal decision is ever needed. In the rare case that a formal academic or program decision is necessary, the student will receive it in writing, with the reasons and the process for asking that it be reviewed. Every student has the right to a fair review. The person or body that reviews a decision is always different from the one that made it, so a fresh set of eyes considers the student’s case.
Which process applies depends on the kind of concern. Two routes cover these matters, and the step-by-step procedures are in the appendices.
Grades and University GPA standing. This route covers academic probation, reinstatement, and a grade in an individual course. The procedures are in Appendix A.
Program progress and continuation. This route covers program milestones, qualifying or comprehensive examinations, candidacy, the dissertation, and other requirements that are not grade-related. The procedures are in Appendix B.
A student who is unsure which route applies should contact the [Graduate Program Director], who can point to the right process.
Where to go for other concerns
Some concerns are handled by the University office set up to help with them. The most common are listed below, with a brief note on what each covers and where to find more information.
	If the concern involves
	Where to go
	More information

	A grade you believe was assigned improperly
	The faculty member, then the grade-appeal process
	See Appendix A

	Unfair treatment or harassment based on race, color, national origin, age, religion, or disability
	Equal Opportunity and Affirmative Action (EOAA)
	https://www.utep.edu/eoaa/

	Sexual harassment or assault, dating or domestic violence, stalking, or discrimination based on sex, gender, pregnancy, or gender identity
	Title IX Coordinator
	https://www.utep.edu/titleix/

	Accommodations for a disability, a chronic health condition, or a temporary injury
	Center for Accommodations and Support Services (CASS)
	https://www.utep.edu/student-affairs/cass/

	Your pay, duties, or supervision as a teaching assistant (TA) or research assistant (RA)
	Your College Business Office
	

	Research conduct, authorship, or required research approvals, such as for human-subjects or animal research
	Research Compliance and Regulatory Services
	https://www.utep.edu/research/compliance-reg-services/

	An urgent safety concern or a mental-health crisis
	UTEP Police for emergencies, and Counseling and Psychological Services for support
	https://www.utep.edu/police/


A student who is unsure where to begin may contact the [Graduate Program Director], the Graduate School, or the Dean of Students for help finding the right process.
10. Academic Integrity, Generative AI, and Professional Expectations
	PROGRAM INSTRUCTIONS - DELETE THIS BOX AFTER COMPLETING THE SECTION
Purpose: State discipline-specific expectations while directing students to University conduct and integrity sources.
Completion checklist
☐ Link to University conduct requirements.
☐ Describe citation, collaboration, authorship, and data-use expectations.
☐ Explain that AI rules may vary by course, research protocol, sponsor, publisher, or placement.
☐ Address confidentiality and restricted information.
☐ Identify discipline-specific professional expectations.
Authoritative UTEP resources: Student Conduct and Discipline
Optional sample program language follows this box. Customize it for the program or delete it.


Students are expected to uphold high standards of academic integrity and to follow their field’s expectations for citation, collaboration, authorship, data use, and professional ethics.
The rules for using generative artificial intelligence (AI) can vary by course, assignment, examination, research activity, sponsor, publisher, or professional setting. Students are responsible for the accuracy, originality, confidentiality, attribution, and integrity of any work they submit.
In research writing, generative AI tools should be used only to improve the readability and language of the student’s own work, with the student’s oversight. Students must disclose and cite any use of AI, must not present AI-generated text as their own, and must verify any citation an AI produces, because AI can invent sources that do not exist. Appendix N offers a model statement a program can adopt.
If a student is unsure whether AI is allowed in a course, examination, or research activity, they should ask the instructor or their advisor before using it. Students who serve as teaching assistants follow the instructor of record’s rules on AI in grading and teaching.
Authorship and collaboration. Authorship should reflect substantial contributions to the work — its design, the collection and analysis of data, the interpretation of results, and the drafting or revising of the manuscript. Students should settle authorship expectations with their advisor at the start of each project and follow the citation and ethics norms of their field.
Professional conduct. Students are expected to act professionally throughout the program:
Respectful, collegial interactions with faculty, staff, and peers.
Punctual attendance at classes, meetings, and research activities.
Responsible completion of assigned duties and commitments.
Ethical conduct in research and academic work.
Professional communication in all formats, including email, presentations, and publications.
Appropriate use of University resources and facilities.
11. Graduate Assistantships, Funding, Travel, and Professional Development
	IF APPLICABLE

	PROGRAM INSTRUCTIONS - DELETE THIS BOX AFTER COMPLETING THE SECTION
Purpose: Explain local opportunities and contacts while keeping academic and employment processes distinct.
Completion checklist
☐ Describe appointment types and local assignment practices.
☐ State that admission does not guarantee funding unless offered in writing.
☐ Explain renewal factors without promising continued funding.
☐ Identify employment, funding, award, and travel contacts.
☐ Describe professional-development and career opportunities.
Authoritative UTEP resources: HR Student Employment Guidelines | Student Job Code Table | Student Travel
Optional sample program language follows this box. Customize it for the program, or delete it.


The program may hire eligible students as [appointment types], depending on program needs, funding, eligibility, and University requirements. Admission does not guarantee an assistantship unless a written offer says so.
Academic decisions and employment decisions are separate. Students should start employment questions with your College Business Office and get required travel approvals before making commitments, contacting [Program Travel Contact] about program funding and reimbursement.
Extensive or out-of-state remote work is not available for assistantships because of tax and employment-eligibility rules; any remote arrangement is limited and occasional. International students should contact the Office of International Programs about work eligibility, allowed hours, and Optional Practical Training (OPT).
Professional development and career. Students are encouraged to take part in professional development and to use the University’s career resources. The Graduate Student Assembly offers advocacy, programming, and community; the Career Center provides graduate-specific career advising, job-search support, and interview preparation; and the Graduate School offers workshops on teaching, research, writing, grants, and career preparation.
12. Leave, Withdrawal, Return, Advisor Changes, and Other Status Changes
	PROGRAM INSTRUCTIONS - DELETE THIS BOX AFTER COMPLETING THE SECTION
Purpose: Tell students whom to contact and what areas may be affected when academic plans change.
Completion checklist
☐ Explain local contacts for leave, withdrawal, return, and plan changes.
☐ Direct students to central offices for financial aid, employment, immigration, or other consequences.
☐ Describe returning-student degree-plan review.
☐ Cross-reference advisor and committee change procedures.
☐ Avoid promising approval of exceptions.
Authoritative UTEP resources: Graduate School | Office of International Programs
Optional sample program language follows this box. Customize it for the program, or delete it.


Students who are considering leave, withdrawal, or another interruption should contact [Graduate Program Director Name] before taking action when possible, and think through the effects on funding, employment, financial aid, research, immigration status, and time to degree.
Students returning after an absence should contact [Graduate Advisor Name] before the return term to review re-entry requirements, the degree plan, remaining milestones, and registration steps.
13. Completion and Graduation
	PROGRAM INSTRUCTIONS - DELETE THIS BOX AFTER COMPLETING THE SECTION
Purpose: Provide a final-semester path from degree review through final dissertation acceptance and program certification.
Completion checklist
☐ Describe the program’s pre-graduation review.
☐ Link to current graduation, forms, and calendar pages.
☐ Identify the program graduation contact.
☐ Add a defense/completion checklist.
☐ Explain program certification of completion.
Authoritative UTEP resources: How to Graduate | Graduate School Forms | Academic Calendars | Graduation Information
Optional sample program language follows this box. Customize it for the program, or delete it.


Students should start planning for graduation before the final semester and meet with [Graduate Advisor Name] to review remaining coursework, milestones, forms, deadlines, and dissertation requirements.
Finishing coursework alone does not mean all degree requirements are met. The program certifies completion once all program and University requirements are satisfied. The checklist below covers the final semester.
	Final-Semester Item
	Complete

	Review degree plan/degree audit with advisor
	☐

	Apply for graduation by the University deadline
	☐

	Confirm required enrollment
	☐

	Complete remaining milestone or examination
	☐

	Schedule and complete defense
	☐

	Submit result and other required forms
	☐

	Complete committee revisions
	☐

	Complete Graduate School submission requirements
	☐

	Resolve incomplete or outstanding grades
	☐

	Confirm program certification of completion
	☐



14. UTEP Contacts and Resources
	PROGRAM INSTRUCTIONS - DELETE THIS BOX AFTER COMPLETING THE SECTION
Purpose: Provide a concise central-resource directory; verify annually and avoid naming individual employees.
Completion checklist
☐ Retain only resources useful to the program’s students.
☐ Verify every link and central contact annually.
☐ Use role-based program contacts elsewhere in the handbook.
☐ Do not rely on this table for emergency instructions beyond official University guidance.
Optional sample program language follows this box. Customize it for the program or delete it.


The offices below maintain these resources. Because services and contact information change, students should check the linked office page for current details.
Health and wellness. Graduate school can be demanding, and students sometimes face emotional or health difficulties. Students who are struggling are encouraged to talk with their advisor or the Graduate Program Director and to use the University’s support services. Counseling and Psychological Services (CAPS) offers short-term and crisis help, and students with ongoing health challenges can request accommodations through the Center for Accommodations and Support Services (CASS), including for program milestones.
A student who is concerned about another student’s wellbeing or safety is encouraged to speak with a trusted faculty member and to contact the University’s Behavioral Intervention and Threat Assessment Team. By working together, students and faculty can help a colleague get support.
	Office/Resource
	Purpose
	Contact

	Graduate School
	Graduate admissions, forms, support, and completion
	https://www.utep.edu/graduate/ | 915-747-5491

	Graduate Catalog
	Graduate degree and University requirements
	https://catalog.utep.edu/grad/

	UTEP HOP
	Official University policies
	https://www.utep.edu/hoop/

	Registration and Records
	Registration, records, transcripts, calendars
	records@utep.edu | 915-747-5544

	CASS
	Disability accommodations
	cass@utep.edu | 915-747-5148

	Dean of Students
	Advocacy, care, and referrals
	dos@utep.edu | 915-747-5648

	CAPS
	Counseling and psychological services
	caps@utep.edu | 915-747-5302

	Student Health and Wellness
	Student healthcare and wellness
	915-747-5624

	Office of International Programs
	Immigration/international student guidance
	https://www.utep.edu/student-affairs/oipsa/

	Human Resources
	Student employment matters
	hrs@utep.edu | 915-747-5202

	Research Compliance
	Research approvals and training
	https://www.utep.edu/research/compliance-reg-services/

	Environmental Health and Safety
	Safety resources and training
	https://www.utep.edu/ehs/

	Technology Support
	Accounts, software, Blackboard, support
	helpdesk@utep.edu | 915-747-4357

	University Library
	Research materials and assistance
	https://www.utep.edu/library/

	Title IX
	Information, reporting, supportive resources
	titleix@utep.edu | 915-747-8358

	Equal Opportunity (EOAA)
	Discrimination and non-retaliation matters
	https://www.utep.edu/eoaa/

	Student Travel
	University-sponsored student travel
	https://www.utep.edu/travel/student/





Appendices and Working Tools
	PROGRAM INSTRUCTIONS - DELETE THIS BOX AFTER COMPLETING THE SECTION
Purpose: Select, complete, and retain only appendices that are useful to students. Delete this box and unused appendices.
Completion checklist
☐ Complete the minimum-elements checklist.
☐ Add program-specific maps, forms, and procedures.
☐ Confirm appendices agree with the handbook body.
☐ Use links instead of embedding centrally maintained forms when practical.





Appendix A. University Academic Standing and Grade Appeals
This appendix explains two University processes that involve grades. They are separate from each other, and separate from a program decision about progress or continuation (Appendix B). Most students never need either one.
University Academic Standing and Returning to Good Standing
University academic standing is based on the University’s requirement for a graduate grade point average (GPA). It is separate from a program decision about milestones, examinations, the dissertation, or professional standards.
Graduate students must maintain a program GPA of 3.0 or higher. A student whose program GPA falls below 3.0 is placed on academic probation and must bring it back to 3.0 within the next nine hours of study. A student who does not is dismissed from the Graduate School under the University academic-standing process.
A student dismissed under the GPA process may seek reinstatement after the required suspension period. Reinstatement is not automatic. The program’s Graduate Studies Committee submits the request, along with a plan of action to support the student’s return, to the Dean of the Graduate School, who is the only person who may approve it.
Students seeking reinstatement should work with the [Graduate Program Director] and their academic or dissertation advisor to build the plan. The current Graduate School GPA Improvement Plan identifies the courses and grades needed to return to a 3.0 GPA and, for students in dissertation programs, requires the dissertation advisor’s approval.
Students should consult the current Graduate Catalog and Graduate School guidance for the authoritative academic-standing and reinstatement requirements.
Review or Appeal of an Individual Course Grade
A concern about the grade in an individual course is different from University GPA standing and from a program decision. A student who believes a course grade was assigned improperly may ask the faculty member to review it, and may also seek help from the Department Chair or another academic administrator.
A formal grade grievance may be pursued when the student contends that the grade resulted from a malicious, biased, arbitrary, or negligent determination, or from impermissible discrimination. It cannot be used to challenge the grading standards themselves when those standards were applied fairly to everyone. It also does not address allegations of academic misconduct, which are handled through other University processes.
Step 1 — Speak with the faculty member. The student should first discuss the grade with the faculty member who assigned it. This often resolves a calculation error or clarifies how the grading criteria were applied.
Step 2 — Seek assistance or file a formal grievance. If the concern is not resolved, the student may seek help from the Department Chair or another academic administrator, and may consult with or file a formal grievance with the Chair of the Student Grievance Committee of the Faculty Senate.
Step 3 — Submit the required form and documentation. A formal grievance requires the Student Grievance Committee Initial Complaint Form, along with documentation that the student tried to resolve the concern directly with the faculty member. Forms and instructions are available on the Dean of Students grade-grievance page [link].
A formal grade appeal must be filed no later than one year after the grade was released. For a student who has graduated, the deadline is three months after the semester in which the degree was awarded.
Appendix B. Program Decision Review and Appeal
This appendix explains how the program reaches a formal decision about a student’s progress or continuation, and how a student may ask to have that decision reviewed. It applies to program requirements such as milestones, qualifying or comprehensive examinations, candidacy, and the dissertation. It is separate from the grade and GPA processes in Appendix A. Most students never need this process.
Supporting Satisfactory Program Progress
The program monitors progress through advising, the annual review, milestone evaluation, and feedback from the appropriate faculty and committees. These are meant to help students understand expectations, recognize progress, plan upcoming work, and address concerns before they become barriers to finishing.
Doctoral students are expected to meet the program’s academic milestones within the established timeframes. The program’s Graduate Studies Committee gives students an annual written evaluation of their progress on these milestones. A student who is not making satisfactory progress has an opportunity to address missed milestones before the committee decides whether to recommend continuation or dismissal.
When a concern arises, the program should tell the student:
the requirement or expectation involved;
the evidence or performance that raised the concern;
what the student must do to address it;
the timeframe for improvement;
the support available; and
the possible consequences if satisfactory progress is not restored.
When appropriate, this is documented in an improvement or remediation plan.
When a Formal Program Decision Is Needed
A formal program decision may be necessary when a student does not meet a published program requirement, such as:
a milestone or timeline;
a qualifying or comprehensive examination requirement;
a candidacy requirement;
a dissertation proposal, research, or defense requirement;
a professional or program standard; or
another continuation requirement.
Depending on the situation, a formal decision may be continuation with specified conditions, an improvement or remediation plan, another permitted opportunity to complete a requirement, or dismissal from the program.
The student will receive written notice that identifies the decision and its basis, the effective date or next required action, and the process for requesting review.
A program decision is different from University academic standing based on GPA, the review of an individual course grade, a student-conduct decision, and an employment decision about a graduate assistantship. Each of those has its own process.
Requesting Review of a Program Decision
A student may request review of an appealable program decision. The review gives the student a chance to understand the basis for the decision, provide relevant information, and explain the outcome requested. At every level, the person or body reviewing the appeal is different from the one that made the decision.
In the steps below, the Graduate Studies Committee means the program’s governance committee, formally the Program Committee on Graduate Studies. It is not the student’s dissertation committee.
Step 1 — Discuss the decision within the program. Students are encouraged to begin with the [Graduate Program Director] or the person or body that made the decision. This discussion may clarify the decision, bring forward information that was not considered, or resolve the concern without a formal appeal. It does not prevent the student from moving to the formal process.
Step 2 — Submit a written appeal to the Graduate Studies Committee. To request formal review, the student submits a written appeal to the program’s Graduate Studies Committee. Submitting within 10 business days of the written decision helps ensure the matter can be considered promptly. The appeal should include the decision being appealed, the reasons for the request, any supporting information, and the outcome the student is requesting. If the Graduate Studies Committee made the original decision, the student goes directly to Step 3.
Step 3 — Request review by the Academic Dean. If the matter is not resolved at Step 2, or if the Graduate Studies Committee made the original decision, the student may submit the written appeal to the Academic Dean of the college within 10 business days. The submission should include the original decision, the student’s appeal, the committee’s response if any, and any supporting information.
Step 4 — Request final review by the Office of the Provost. If the matter is still unresolved, the student may submit the appeal to the Office of the Provost for final University-level review. The Office of the Provost communicates the final decision to the student.


Appendix C. Doctoral Milestone Map
[Insert or link to the program-specific material. Delete this placeholder if the appendix is not used.]
Appendix D. Annual Progress Review Form
[Insert or link to the program-specific material. Delete this placeholder if the appendix is not used.]
Appendix E. Advising or Individual Development Plan
[Insert or link to the program-specific material. Delete this placeholder if the appendix is not used.]
Appendix F. Committee Guidance
[Insert or link to the program-specific material. Delete this placeholder if the appendix is not used.]
Appendix G. Advisor/Committee Change Process
[Insert or link to the program-specific material. Delete this placeholder if the appendix is not used.]
Appendix H. Qualifying or Comprehensive Examination Procedures
[Insert or link to the program-specific material. Delete this placeholder if the appendix is not used.]
Appendix I. Dissertation Proposal Procedures
[Insert or link to the program-specific material. Delete this placeholder if the appendix is not used.]
Appendix J. Defense Procedures and Evaluation Criteria
[Insert or link to the program-specific material. Delete this placeholder if the appendix is not used.]
Appendix K. Graduation Checklist
[Insert or link to the program-specific material. Delete this placeholder if the appendix is not used.]
Appendix L. Program Forms and Links
[Insert or link to the program-specific material. Delete this placeholder if the appendix is not used.]
Appendix M. Example Mentor-Mentee Agreement
A mentoring agreement helps a student and advisor set shared expectations for working together. It is a living document; revisit and revise it as the student progresses. The commitments below are adapted from the Compact Between Biomedical Graduate Students and Their Research Advisors (AAMC, 2017). Adapt them to the field and to the working relationship.
Commitments of the student.
I accept primary responsibility for completing my degree, and I will approach my coursework, research, and professional activities with commitment, initiative, and integrity.
I will meet regularly with my advisor, come prepared with an agenda and my progress, and communicate openly about challenges.
I will work with my advisor to plan my dissertation and set a timeline for each stage, and I will keep clear, accurate records of my work.
I will take part in group meetings, seminars, and professional development, and seek out training that supports my goals.
I will help choose my committee and meet with it at least once a year to review my individual development plan (IDP) and progress.
I will learn the policies and milestones of my program and the Graduate School and keep track of my deadlines.
I will discuss authorship, data management, and travel expectations with my advisor and work to share my results in a timely way.
I take primary responsibility for my career development and will seek guidance and opportunities that fit my goals.
Commitments of the advisor.
I will be supportive, respectful, and accessible, and I will encourage the student’s intellectual growth and independence.
I will foster a safe, inclusive environment that is free of harassment and discrimination.
I will help plan the research, set reasonable goals, and establish a realistic timeline.
I will meet with the student regularly and give honest, constructive feedback on strengths and areas to improve.
I will help the student choose a committee and schedule the annual committee meeting.
I will seek resources to support the student’s work and help resolve pay or benefits issues when I can.
I will discuss authorship and intellectual-property expectations and acknowledge the student’s contributions.
I will support the student’s professional development and career exploration and provide honest letters of recommendation.
Commitments of both.
We will meet [frequency], be punctual, use our time well, and keep a collegial tone.
We will discuss expectations for work hours, leave, and time away, and give each other advance notice of extended absences.
We will raise concerns with each other promptly and constructively.
Student signature __________________  Date __________    Advisor signature __________________  Date __________
Adapted from the Association of American Medical Colleges (2017), Compact Between Biomedical Graduate Students and Their Research Advisors.
Appendix N. Model Statement on Generative AI in Research Writing
This statement guides students on using generative artificial intelligence (AI) and AI-assisted tools in research writing, such as proposals, the dissertation, and posters. It applies to the writing process, not to AI tools used for data analysis or processing, and a program may adjust it. Questions go to the Graduate Program Director.
Use in writing.
If you use generative AI in writing, use it only to improve the readability and language of your own work. Apply it with your own oversight, and review and edit the results carefully. AI can produce authoritative-sounding text that is wrong, incomplete, or biased. You are responsible for the content of your work.
Disclosing and citing AI use.
If you use AI tools, include a short statement in your proposal, dissertation, poster, or other writing that discloses how you used them, and cite any quotes, paraphrases, or ideas you take from AI as you would any other source. Presenting AI-generated material as your own work is plagiarism and will be reported through the University’s academic-integrity process.
Fabricated citations.
AI tools can invent credible-sounding citations to sources that do not exist. This is called a hallucination. Find and read the full source before you use it. Including fabricated citations may be treated as academic misconduct.
Brainstorming.
You may use AI tools to help brainstorm, unless your advisor asks you not to. Remember that AI-generated ideas are not your own and can limit your own critical and creative thinking.
Your responsibility.
You are responsible for the work you submit as your own and are expected to use your own critical and creative thinking.
Resources for citing generative AI.
APA Style: apastyle.apa.org/blog/how-to-cite-chatgpt
Chicago Manual of Style: search the FAQs for generative AI and artificial intelligence.
MLA Style: style.mla.org/citing-generative-ai/
Example declaration of AI use.
“During the preparation of this work the author used [AI tool and version] to [improve grammar and sentence structure]. It did not contribute to the analysis or to the conclusions. After using this tool, the author reviewed and edited the content and takes full responsibility for the content of the work.”


PROGRAM ADMINISTRATOR MATERIAL
	DELETE BEFORE PUBLISHING THE STUDENT HANDBOOK


This section supports handbook development and annual maintenance. Remove the entire administrator section before publishing the student-facing handbook.
A. Minimum Required Elements Checklist
	Element
	Applicability
	Complete

	Program overview and contacts
	All
	☐

	Orientation and first-semester guidance
	All
	☐

	Degree requirements and sequencing
	All
	☐

	Advising and research supervision
	All
	☐

	Satisfactory progress and annual review
	All
	☐

	Doctoral milestones/candidacy/dissertation
	Doctoral only
	☐

	Committee formation and operation
	All
	☐

	Proposal/compliance/data/safety
	All
	☐

	Defense/final examination
	All
	☐

	Standing, dismissal, appeals, and Graduate Studies Committee
	All
	☐

	Concerns and routing
	All
	☐

	Assistantships/employment
	If applicable
	☐

	Leave/return/status changes
	All
	☐

	Completion/graduation
	All
	☐

	UTEP resources
	All
	☐

	Individual development plan (IDP)
	All
	☐



B. Annual Handbook Verification Checklist
☐ Compare requirements with the current Graduate Catalog.
☐ Verify HOP and Graduate School references.
☐ Test every hyperlink.
☐ Verify program contacts and role assignments.
☐ Verify committee, milestone, proposal, defense, and graduation processes.
☐ Verify dismissal and appeal authorities.
☐ Verify HR, OIP, CASS, Title IX, research, safety, travel, and support links.
☐ Confirm sample language reflects actual program practice.
☐ Remove all instruction boxes and unused optional language.
☐ Record the effective date and revision history.
☐ Complete required review/approval.
☐ Archive the prior official version.
C. Revision Record
	Version
	Effective Term
	Revision Date
	Major Changes
	Reviewed/Approved By

	[1.0]
	[Fall 20XX]
	[Date]
	Initial handbook
	[Role/Body]

	
	
	
	
	



D. Accessibility and Publication Check
☐ All placeholders are completed or removed.
☐ Unused sections and appendices are removed.
☐ All instruction boxes are deleted.
☐ The table of contents is updated.
☐ Heading styles are used in logical order.
☐ Hyperlink text is descriptive.
☐ Tables have header rows and do not rely on color alone.
☐ Images, if any, have useful alternative text.
☐ The Word Accessibility Checker has been run and issues addressed.
☐ The effective date appears on the cover.
☐ The governing statement remains near the beginning.
☐ The current version is posted and the prior version archived.
E. Final Program Contact Check
	Role
	Current Name
	Email/Phone Verified
	Date Checked

	Graduate Program Director
	
	☐
	

	Graduate Advisor
	
	☐
	

	Program Coordinator
	
	☐
	

	Department Chair/Unit Head
	
	☐
	

	College Graduate Contact
	
	☐
	

	Dissertation Coordinator
	
	☐
	

	Assistantship Contact
	
	☐
	

	Funding/Travel Contact
	
	☐
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