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Introduction

This document contains guidelines and recommenations for providing performance
feedback to graduate students. These guidelines apply to all graduate students in
the College of Science engaged in research oxpected to lead to a thesis, and whe
have been assigned a faculty advisor. Graduate students not engaged in research,
such as students completing a course-based master’s degree, are not the focus of
the guidelines herein.

The guidelines herein are intended for use by the individual departments in the
College of Science,

Each department in the College of Bcience provides performance feedback to its
graduate students in some form. A written feedback is Important in that it allows
both the advisor and the student fo summarize, in unambiguous terms, progress
made towards a thesis during a given term (semester or summer session). Appro-
priately filed feedback also updates a student’s record that could be used as an
effective tool for resolving conflicts should any develop, such as between a student
and her/hig advisor, or a student and the departmental Graduate Commitiee.

All students engaged in research expected to lead to a master’s or a doctoral
thesis should be registered for a xxxx698, xxxx699, xxxx699A, or 6998 course and
the number of credits set according to the effort expected and the limits set by
the university, At the beginning of each term, a student and the advisor (major
profeszor) should agree on what the student is expected to accomplish during the
term to the exfent this is possible. 1t is best to spell out the expectations in writing
{or email).

MNeed for written feedback

It is tmportant that every graduasie be provided a writfen feedback on herhis

nrogress b least once during each academic yvear The feedback provides the stu-
dent an opporbiindty to assess hisfher performance against the expectations of the
advizor and the graduate committes.

An orad feedback, though useful, is inadeguate ag it is subject to several infer
pretations that could potentially change over time. & written feadback is fixed and
committed; it provides smple opportumity to the student for browsing, self evalua-
fion, and planning.

Wiitten feedback, accumulated over the duration of a student's tenure at the
universily, serves as evidence in $the event of an advisor-advisee conflict. Such
avidence could be useful in many ways, such as to an independent commities sval
wating a possible complaint by a student.

Performance Feedback: FProcess

The following 4-step Performance Feedback process is strongly recommended. In
step 1 the student and the advisor agree on the goals and expectations for the
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coming vear. In step 2, the student prepares a summary of the progress made
during the period and submiis it to the advisor. In step 3, the advisor, and/or
one or more co-advisors, and/or the Departmental Graduate Commitiee (hereafter
referred to as Graduate Commitiee) examines the summary and might approve it,
or a modified version, or not approve it. An approved report is made available to
the advisor, any co-advisor(s}, the student, the Graduate Office of the department,
and the Graduate Committee. Siep 4 is necessary only when the advisor does not
approve the report thereby creating a possible conflict with the advisee. While a
department might decide to tailor the above procedure to their needs, # must lead
to a written feedback at least once in the academic year o every graduate student
registered in xxxxb98, wuxxB99, xxxx699A, or 6998 during any semesten

Step 1: Betting vearly goals and expectations

The student should arrange a special meeting with the advisor early after regis-
tration in sxxxB98, xxxx699, wms808A, or 6998 to discuss that semester/year’s
expectations. The student prepares a written summary of the goals and expecta-
tions, gets i approved by the adviser and files it with the grad office.

It is expected that the student and the advisor mest regularly during the semester
using a mutually agreed upon time table. Such mestings help the student under
stand progress towards objectives and may or may not lead fo a revision of the
expectations set up 8t the beginning of the semester

Though additional paperwork to document any change in expectations iz not
recommended, the advisor and fhe advises might decide to do so via a revision of
the original document ov through email correspondence, In any case, it i Impor

tant for both the advisor and the advisee o have a mulual understanding of the
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This sunmmary is submitted fo the advisor by the student for approval,

Ag mentioned enrlier, it 48 expected that the advises and the advisor have miet
several times during the ferm and have discussed, and possibly revised, the goals
sef for the student. The nature of the summaeary provided depends on the advi-
sor and the advisee. For example, a simple citation to o paper cosuthored by the
student might be accepiable to an advisor. Another advisor might want a l-page
summary of the student’s accomplishments during the term. Bach department is

axpecied to provide guidelines for the progress report.
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The student must submil a written progress report to the advisor by the deadline set
Gy the home department. In the event the advisor is unavailable for any reason, the
report may be submitied to a co-advisor, if there is one, or to the Graduate Commii-
tee. It is recommended that this deadline be at least seven working days prior to the
last day for the submission of the grades during the term in which the report is fo
be filed.

While Step 2 anticipates that the student initiates the feedback process, it in
no way impinges upon the rights and the responsibilifies of the advizor and the
graduate committee to provide continual geidance to the student in wiiting. The
feedback form is a place for the advisor and the graduate committee to offer their
written comments and suggestions to the student, if they cheoose to do so.

Btep d0 Approval of the progress report

Upon receiving the progress report from the advisee, the advisor either approves
it, possibly with modifications made in consultation with the student, or does not.
In either case the advisor writes her/his avaluation and signs the report.

A copy of the progress report is returnad o the Graduate Cffice by the advisor
The Graduate Office makes one copy of the report available to the student, one
to the advisor, one o each co-advisor (if any}, and files ancther in the student's
record. A copy is also made available to members of the Graduate Commitise for
their information and any action, should one be necessary.

The student must have the option of turning the progress report directly to the
Graduate Commitiee. The committes will make the report available to the advisor
for commaents.

A sigmad copy of the progress report form must b reburned fo the graduais office on

i frefore the dacdling sef by the deportnent.
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Defaulting student

Kach department must set a clear policy o deal with students whe fail io follow
the procedure ouflined in Section 3. As an example, one such policy may ask the
advisor that the defaulting student be given an incompiete (1) or unsatisfactory
{1} grade in the thesis course if $he student has not completed the tasks specified
in Bteps 1 and 2 in Section 3. Students should be alerted {0 the fact that two se-
guential unsatisfactory grades will invoke the intervention of the graduate school,
In situations where the graduate committee sssesses a student’s progress during
the summer manths, the committee might decide to disallow a defaulfing student
from registering in a thesis course in the following fall. In any event, it is each
depariment’s responsibility to sef up o policy to deal with defauliing students,

Giraduate Bcehool Ombudsperson

Fach departiment must make its graduate students aware of the Graduate School
Ombudsperson and the services provided. Graduafe sfudents must be made aware
that they could always seek the services of the graduate school in the event they do
not feel comfortable in raising an issue at the depariment or the college level. The
relevant Graduate Bchool Web site is found af the following link

http:/fwww.gradschool.purdue.edu/students/current/ombudsman.cfim

Feodback form

fach department will decide on the format of the feedback form. A sample ap-
pears in the Appendix. It is important that the student’s advisor, and any coadvi-
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Appondix: Bample format for progress feedback

A sample format for progress feedback is shown here; the departments may choose
to design their own format. The feedback process is initiated by the student by
filling out this, or a department approved form, and submitting it o the advisor
for approvsl. Departments may decide whether or not this form is to be signed by
any co-advisor(s). it is recommended that a copy of the approved progress report

be made available to any co-advisor(s)

Department of

Student:

Progress Suwnmary

{To be prepared by the student; use additional sheels when necessary, This form
must be accompanied by a writhen set of goals and expectations agreed upon by the
advisor and the advisee at the beginning of the reporting period.)

Advisor:

Advisor

larv/ b 200

Adviser’s commends:

Advizor's signature: Date:
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