


Semester II, the student must be given such written notice by June 30. A copy of a letter
of warning should be forwarded to the Graduate School for the student’s permanent file.

We recognize that each program needs to coordinate the timing of students’ evaluations
with relevant decision points within their program, such as first-year project defenses,
language exams, and qualifying exams. The deadlines listed above are the latest possible
moments.

Depending on the severity of the problem, a student may be placed immediately on
warning or termination status. In cases of extreme non-performance, a student can be
terminated at the end of the current semester, but only with a special petition to the Dean
of the Graduate School.

In all cases of unsatisfactory performance, attention should be given to the particular
difficulties being faced by the student. The Associate Dean for Student Life is available
to provide advice in these situations. Often, a leave of absence may be the best course of
action.
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C. Evaluation of Students with TA or RA Appointments Outside of their Home
Program

Students who have a TA or RA appointment in a program outside of their home program
should also receive an evaluation of their performance at the end of each academic
semester by the course instructor or research supervisor. A copy of the evaluation should
be provided to the student and to the DGS in the student's home program. The DGS in the
student's home program should review the report with the student and use it in the
program's annual evaluation of the student.

D. Implications of Academic Standing for Financial Aid

To maintain repayment-deferral status for student loans, students must be enrolled and in
good or satisfactory standing. The Graduate School must be informed in writing of all
changes in status, particularly in cases where a student’s aid is terminated. Failure to do
so will result in charges being applied to the department.

E. Sample Letters

In general, students should be evaluated in terms of their performance and progress in
three broad areas: research, coursework, and teaching. However, not all students will
necessarily be evaluated in all areas every year, since (for example) coursework may only
be relevant during the initial years of a doctoral program and teaching evaluations will
only be necessary if students have had appropriate appointments.

Our suggestions for the concluding paragraphs of students’ evaluations are more specific,
and in particular provide a progression of warning statements. For those students who are
moving briskly through their coursework and research (i.e., are in good standing), a
simple endorsement to that effect is sufficient. (“We are satisfied that you are making
good progress towards your degree and we applaud your diligence, etc.”) In cases where
students are not making good progress, we ask that you use text derived from the
following four templates:

Satisfactory

“Generally, faculty members in the program feel that you are making satisfactory
progress toward your degree. We also feel, however, that the following areas need
improvement, and we encourage you to address these issues before your next
review.” (Areas for improvement should follow, articulated as specifically as
possible.)

Warning

“Faculty members in the program feel that you are not making adequate progress
toward your degree for the following reasons:” (Areas for improvement should
follow, articulated as specifically as possible.) “If these issues are not addressed
by DATE (within a semester’s time), you will be withdrawn from the graduate
program at the end of semester XX of the 20XX-20XX academic year.”



Final Warning Prior to Termination

“Faculty members in the program feel that you are not making sufficient progress
to warrant continued study. As stipulated in the Graduate School’s policy for
withdrawal of students, you will be withdrawn from our program at the end of
semester XX of the 20XX-20XX academic year.”

Termination
“Based on our correspondence of DATE, we have notified the Graduate School

that you are to be officially withdrawn from the graduate program at the end of
semester XX of the 20XX-20XX academic year.

VII. Coursework

A. Tuition Credit versus Academic Credit

Tuition and academic credit are only loosely coupled. Academic credit requires that
tuition be paid, i.e., tuition credit is required for academic credit to be earned. The
converse is not true; tuition credit stands even if the student fails the course, or even if the
student did not register for as many courses as were paid for. Full-time doctoral students
are billed for four courses even if they register for fewer, until the 24-course residency
requirement for the Ph.D. has been met.

Doctoral students with teaching assistant appointments normally take three courses but
are billed for the full four tuition units. Doctoral students entering with a Master’s degree
should petition for up to 8 units of transfer credit at the end of their first semester.

After a doctoral student has met the residency requirement of 24 tuition units (normally
after three years), only the enrollment fee is charged, even though the student might
enroll in additional formal course work and earn academic credit. Students are required to
enroll for 4 course credits (3 if an RA or TA) per semester during their first 3 years (2
years if transferring in 8 credits). They may not drop a class if it brings them below the 4
course credits (3 if an RA or TA).

B. Grading Standards

The Graduate Council has set no more specific standards for the grades that graduate
students must achieve than that implied by the grading scale itself: a “C” is a passing
grade. Many graduate programs, however, have set more demanding standards, most
commonly requiring a B average, or grades of B or better in specified courses. Students
need to be aware of the standards they must meet; such standards should be explicitly
stated in each departmental handbook for students. Grades of A or B should not be given
for sub-standard work. If a student’s performance is poor enough that s/he will be asked
to leave the program, his/her grades should have indicated that fact.



C. Grade Options

Some programs restrict graduate courses to the S/NC grade option, while others insist
that all graduate courses be taken for a grade of ABC/NC. Since the Registrar does not
allow professors to restrict the grade option to ABC/NC for all students, students must be
advised to register for that option when necessary. Similarly, a professor who does not
intend to grade more precisely than S/NC should restrict the grade option of the course
(Graduate Council approval required) or clearly advise the students to register for S/NC.
Change of a grade option after the deadline is not impossible but requires a dean’s
permission and is discouraged.

D. Graduate Credit

Courses numbered less than 1000 do not normally carry graduate credit, but with
permission of the instructor, a graduate student may do extra work to earn credit towards
a graduate degree. It is essential that the student who makes such an arrangement to
register in the course for credit type “E” (for “Extra”). The tuition credit for
undergraduate courses automatically counts towards the tuition needed for the graduate
degree. Since Ph.D. programs normally do not require 24 academic credits, allowing a
doctoral student to take an undergraduate course without earning graduate academic
credit does not present a problem. But Master’s students who do not want to take or pay
for more than the minimum number of courses required should be counseled to make
arrangements for graduate credit when a nominally undergraduate course is an
appropriate part of their program.

E. Summer Courses

Graduate students may register for one or two independent study or research courses in
the summer, by special arrangement with the instructor, and be charged at the rate of one
tuition unit per course. This option is only available to students who do not have a multi-
year guarantee of support from the Graduate School.

Courses in the Brown Summer and Continuing Studies Program are open to graduate
students. If a graduate student wants graduate credit for a summer session course to count
towards the residency requirement for a degree, s’/he must obtain the approval of her/his
DGS and the Dean of the Graduate School; regular tuition will then be charged rather
than the undergraduate summer fee. The ordinary restrictions on graduate credit for
courses numbered under 1000 apply (item D above).

In recent years the Graduate School has subsidized summer courses designed to prepare
graduate students to meet requirements for a reading knowledge of French or German.
Students are not charged a fee for these courses, which carry no academic credit. The
assessment of language skills is left to the graduate program faculty.



F. Deadlines

Graduate students are subject to all of the Registrar’s deadlines regarding course
registrations. Students should also be encouraged to look at the reports the Registrar
generates for each program early each semester and to make any necessary changes.
Changes after the deadlines are possible with departmental approval and a Dean’s
signature, but are to be avoided. Changing a grade option to S/NC in order to avoid a low
grade is particularly discouraged and may not be allowed by the department.

G. Grades of INC (Incompletes)

Graduate students may (and do) request grades of incomplete. They should be aware,
however, that failure to complete courses on time can lower their standing in the eyes of
the faculty and jeopardize their funding. Two or more incompletes will, at minimum,
result in a shift from good to satisfactory standing. The Graduate School may delay
approval of a teaching appointment or other funding until course work has been
completed. An instructor may allow a student to complete course work after the normal
deadline, but after one year, the permission of a Dean is required for a grade to be given.

VIII. Language Requirements

A. English Language Proficiency

All international applicants whose native language is not English must submit an official
Test of English as a Foreign Language (TOEFL) or International English Language
Testing System (IELTS) score. The recommended minimum TOEFL scores for
admission are 577 on the paper-based test, 233 on the computer-based test, or 90 on the
Internet-based test. The recommended minimum IELTS overall band score is 7.

Admitted students who have been awarded teaching assistantships and whose native
language is not English will be tested upon their arrival for English proficiency before
they begin teaching. If a student’s English language skills do not meet the minimum
standards of certification, provisional approval of the appointment may be made on the
condition that the student enroll in an English-language training course during the first
semester of the appointment, and that the student be assigned to other duties that will
prepare her\him for teaching.

B. Foreign Language Requirements

Each program determines its own foreign language requirements Changes in the program
language requirements must be approved by the Graduate Council. Each program sets the
criteria for passing its requirement, whether by previous course work, passing a course at
Brown, or a departmental exam. Once a student has passed a language requirement, the
DGS should send a memo to the Registrar indicating what language has been passed and
the date; the dates of satisfying language proficiency requirements are printed on
transcripts. This information must also be included by the DGS in the annual census.



IX. Transfer Credit

Transfer of academic credit carries with it tuition credit, and accelerates the time to the
completion of the 24 tuition unit requirement. Arriving at the 24 tuition unit requirement
does not prevent a student from enrolling in additional courses. Transferring academic
credit can spare students and the Graduate School unneeded tuition expenses.

A. Limits

Each Brown course is worth 4 semester-hours. Pro-rating other academic systems can be
complicated; it is often simplest to think in terms of a full academic year as worth 8
Brown course credits.

Work done while the student was an undergraduate cannot be transferred for graduate
credit, no matter how advanced it was. The student may of course be placed into courses
at an appropriately advanced level.

Only one post-graduate course may be transferred to an 8-13 course master’s program,
and that course may not have been used to fulfill the requirements for any other degree.
Two courses may be transferred to a 14-16 course master’s degree.

Up to 8 courses may be transferred to a doctoral program, and those courses may have
been used for a master’s degree elsewhere, but not for another doctoral degree.

B. Transfer Credit for Research

Students who have not otherwise reached their limit of transfer credit may be able to get
transfer credit for research done away from Brown. When there is no transcript to show
that the student was effectively engaged in full-time study or research, other evidence can
suffice. Proof of holding a fellowship such as a Fulbright and/or letters from libraries or
archives can make the case. A Dean’s signature will be required in order for the Registrar
to accept transfer of credits for which there is no transcript.

Forms for the transfer of credit come from the Registrar’s office and need the signature of
the DGS. They are returned to the Registrar’s office. Only when the request is not
justified by a transcript or when it is desired to round up semester-hours to the next
higher multiple of 4 does the request need the approval of the Graduate School.

X. Registration at Other Universities

In addition to the transfer of credit earned at other universities, there are three ways for
students to earn credit for work done elsewhere without formally transferring it: cross-
registration (available only at Harvard), registration in the Exchange Scholar Program,
and international exchange programs.



A. Cross-registration at Harvard

There is a long-standing agreement between Harvard and Brown to allow cross-
registration of graduate students in courses without paying tuition to the host institution.
The student should get the appropriate forms from either Registrar’s office and obtain the
signatures of the DGS of each graduate program and a dean from each Graduate School.
If the student wants to take an entire semester’s course work at Harvard, he or she should
enroll in the Exchange Scholar program (see below).

B. Exchange Scholar Program

The graduate schools of the University of California at Berkeley, Brown, the University
of Chicago, Columbia, Cornell, Harvard, MIT, the University of Pennsylvania, Princeton,
Stanford and Yale have agreed to admit each others’ students for one year of study,
where appropriate, without charging tuition; the student must pay the prevailing tuition
for full enrollment at his or her home institution. S/he remains an active student at the
home institution while studying as an exchange scholar at the host institution. The host
institution will charge for student health services if that is not included as part of tuition;
and the student may purchase either school’s student health insurance.

Students who find Brown’s library inadequate for their specialty or who would like to
work with a professor at one of the other institutions may benefit from the Exchange
Scholar Program or the possibility of cross-registration with Harvard. Those with external
fellowships can continue that support away from Brown; several students have held TA
positions at Brown while studying at Harvard. The program has also benefited students
whose advisors are spending a sabbatical or have taken a new position at one of the other
institutions.

Application forms for the Exchange Scholar Program are available in the Graduate
School and online at http://www.upenn.edu/grad/exchange.html.

C. International exchanges:

Brown has several approved exchange programs with international institutions. Some are
general exchange or study programs, while others are restricted by field. Some provide
the opportunity for advanced doctoral students to have an international faculty
dissertation co-supervisor, while others, like the program with the Chinese University of
Hong Kong provide opportunities for Master’s and doctoral students to train in various
fields of study. Below is a partial list of international exchange programs for graduate
students:

Université de Paris VI, France (Applied Mathematics and Mathematics)
Zhejiang University, China (Science and Engineering)

National University of Singapore (Computer Science)

Chinese University of Hong Kong (Humanities and Social Sciences)
Humboldt Universitdt, Germany (German Studies)

Salamanca University, Spain (Hispanic Studies)



Universidade de Santiago da Compostela, Spain (Hispanic Studies)

Université de Dijon (French Studies)

Universita da Bologna, Italy (Humanities)

Universita Catholica des Sacro Cuore, Italy (Bio-Med)

University of Cape Town, South Africa (History and American Civilization)
University of Porto, Portugal (Portuguese and Brazilian Studies)

Makerere University, Kampala, Uganda (Public Health)

INTERZONES EMID project funded by the European Commission for Education and
Culture (humanities)

XI1. Dissertation Advisor and/or Committee

A. The Dissertation Committee

Each program should make clear in its handbook how students go about selecting their
dissertation advisors and/or committees, and set a timetable for doing so. Programs
should be structured so that each student always has an advisor; leaving a gap between
advice from the DGS and advice from the preliminary examination committee and/or
dissertation advisor tends to prolong time to degree and increase attrition.

Chairs and DGSs need to be aware of the advising and mentoring relationships in their
graduate programs. Monitoring the progress of each student is the responsibility of the
program and not simply that of the faculty advisor. The dissertation chair and the other
faculty members of a dissertation committee should meet with the student on a regular
basis, and certainly a minimum of once a semester.

B. Policy on Advisors who have left Brown

Subject to the approval of the chair of the department, faculty who leave Brown may
continue to serve as dissertation or thesis advisors for students whom they were advising
at the time of their departure. Under normal circumstances, when a faculty member
leaves, his or her advisees will be required to seek a new advisor. The program must be
mindful of the need to provide students with some on-campus supervision and contact in
the cases where a non-resident advisor continues service.

XII. Admission to Candidacy

Admission to doctoral candidacy is a student’s last formal requirement for earning the
Ph.D. before the submission of his or her dissertation. To be admitted, the student must
have passed all other departmental requirements, usually including courses, language
proficiency, and one or more written or oral examinations (prelims). Each program’s
handbook should clearly explain what the requirements are, how they may be met, and
set a timetable or deadlines for meeting them.

Most programs allow a second attempt at all or part of the preliminary exams. The
program’s handbook should state clear standards for allowing the exam to be retaken and



a reasonable time frame for a second attempt. If the exams are tailored to each student’s
specific interests, the scope in each case should be clear to the examiners and the student.

The DGS must notify the Registrar and the Associate Dean for Academic Affairs in
writing when a student is admitted to candidacy. The date of admission is printed on the
student’s transcript, and the fact that he or she has been admitted is required for general
reporting purposes within the University as well as many applications for external
funding.

XIII. Extension of Candidacy

It is University policy that the dissertation should be completed within five years of
achieving candidacy. Nevertheless, students sometimes require more time, and in cases
where the faculty believes the student will finish and accepts the reasons for delay,
candidacy may be extended. Annually the Graduate School will remind active students
whose candidacy is about to expire that they must write to their DGS, explain why they
are taking so long, and request an extension if they intend to finish. Extensions of up to
an additional two years beyond the five years since achieving candidacy may be granted
by the Graduate School; extensions beyond two years require a vote of the Graduate
Council.

The DGS must request any extension of candidacy from the Graduate School in writing.
Note that the student must also write to justify the extension. Any extension must be to a
specific date mentioned in the request.

Students who are more than five years beyond achieving candidacy and who have not
been approved for an extension of candidacy will be withdrawn from the Graduate
School.

XIV. Leaves of absence

During the course of graduate study a student may need to request a leave of absence.
Applications for leaves of absence (with the exception of medical or psychological
leaves) should be sent to the Graduate School at least four weeks before the start of the
semester in which the leave is to be taken. Failure to inform the Graduate School means
that the student will still be considered active and will be billed for tuition. Directors of
Graduate Study must approve all leave of absence applications.

Students must use the standard form to request a leave and should attach a separate note
explaining the reason for their request. The DGS should sign the form to indicate
approval and forward it to the Graduate School for approval by the Dean. Leaves of
absence are normally granted for one to two semesters.

To extend a leave of absence for a second year, students must file extensions with their
DGS prior to the expiration of their leave. Students who do not file extensions will
receive a warning from the Graduate School and may be automatically withdrawn from
their graduate programs at Brown.



The DGS should be aware that granting a leave implies that the program will be willing
to readmit the student, though sometimes only if certain conditions are met; any such
conditions should be put in writing and clearly understood by all parties.

Students on an academic or personal leave do not normally have access to the library or
other facilities, including the University’s electronic resources. Upon presentation of a
petition, a student may, with justification, and support of his/her DGS, request one year’s
extension of privileges. If the student is an alumna/us (such as a master’s degree holder)
he or she may use the library under that status. Borrowing privileges may also be
purchased for a nominal fee.

Students who take an approved leave of absence and who have been previously insured
under the Student Health Insurance Plan for the enrollment period immediately prior to
taking the leave of absence are eligible to enroll in the Student Health Plan for a
maximum of one (1) year.

A. Categories of Leave

Childbirth Accommodation: This leave is granted for childbirth or adoption.
(See section B below.)

Family Leave: This leave is granted for family needs. (See section C below.)

Medical Leave: This leave is granted for a serious physical or psychological
problem encountered by a graduate student. (See section D below.)

Professional Development Leave: This leave is granted for an approved
educational or professional development opportunity that advances the student’s
pedagogic goals. (See section E below.)

Probationary Leave: This leave is granted to students for problems with
academic performance. (See section F below.)

Personal Leave: This leave is an elective leave taken for personal reasons. (See
section G below.)

All leaves except academic and personal leaves allow students to extend the terms of
their guaranteed funding and should not affect their academic progress or standing.

Childbirth Accommodation and Family Leave

Effective September 1, 2006, the Graduate School established two policies related to
birth and family care. Brown University recognizes that life events such as becoming a
parent can interrupt a student’s academic career. We are committed to supporting all of
our graduate students in their professional development, and to finding ways to
accommodate life events in that process. Students who wish to take either of these forms
of leave should use the Graduate School’s standard leave of absence form, which requests
that students articulate their reason/s for taking a leave on a separate page.



We are also committed to supporting women who are pursuing the advanced degrees that
will prepare them for leadership positions in academia, industry, and government. It is
important to acknowledge that a woman’s childbearing years are often the same years she
is in graduate school. The childbirth accommodation policy described here is designed to
partially ameliorate the intrinsic conflict between the “biological” and the “research”
clocks for female graduate students. While this leave is primarily designed for female
students giving birth, it also covers one parent for the adoption of an infant.

The family leave policy aims to provide a way of “stopping the clock™ for graduate
students facing special family needs that require their full-time attention. While the
childbirth accommodation policy covers female students giving birth and one parent
during the early weeks of adoption of an infant, the family leave policy allows student
fathers and co-parents to take necessary time for family care.

The childbirth accommodation and family leave policies establish minimum standards for
accommodation for graduate students giving birth or having family emergencies. It is
expected that advisors, academic staff, and departmental leaders will work with
sensitivity and imagination to provide more than this minimum (as some are already
doing), according to the particular circumstances of the student. For example, women
whose research involves working with toxic chemicals or requires extensive travel to
remote archives or field areas may need some form of accommodation during the entire
term of their pregnancy and during lactation. Taking care of an infant is time-consuming
and sleep-depriving, so advisors need to have realistic expectations about rates of
progress on research. For their part, new parents or students “stopping the clock™ for a
Family Leave should keep the lines of communication with their departments open. Once
they return to full-time status, they should be careful to demonstrate to their advisors that
they are academically engaged and making progress on coursework and research.
Nothing in the Childbirth Accommodation and Family Leave policies replaces the
communication and cooperation between student and their programs, and the good-faith
efforts of both to accommodate family needs. It is the intention of these policies to
reinforce the importance of that cooperation, and to provide support where needed to
make that accommodation possible.

B. Childbirth Accommodation

A student in a graduate program at Brown who anticipates giving birth or adopting an
infant during the academic semester, or during the period covered by stipend support, is
eligible for an academic accommodation period, normally eight weeks. This period will
typically cover late-stage pregnancy, delivery, and post-natal recuperation, and may also
cover the process of adoption. The student should initiate discussions with the advisor(s)
and director of graduate study (DGS) at least four months prior to the anticipated birth in
order to make arrangements for arranging and identifying the childbirth accommodation
period. This will provide the time necessary to rearrange teaching duties for those
students supported by teaching assistantships, or to adjust laboratory or other research
schedules.



One of the purposes of the childbirth accommodation policy is to make it possible for
women to maintain their full-time student status so that they continue accumulating
credits toward the degree, and to avoid triggering any interruptions in on-campus
housing, insurance coverage, eligibility for student loan repayment, and deferment of
student loan repayment. By remaining full-time students, the visa status of international
students is not affected. While it is usually better for the student to remain enrolled full-
time, in some cases, depending on the coursework appropriate to the stage of the
academic program, part-time enrollment may be more appropriate. This will require
careful consultation, in advance, to ensure that the implications for academic progress,
visa status, loan eligibility and deferment, etc. have been thoroughly investigated.

Student parents on full-time status who receive stipends from Graduate School or
departmental funds are entitled to draw support while on leave for eight weeks during the
academic year. If the student parent is a teaching assistant, the Graduate School will fund
a replacement teacher for the affected period. The actual length of a supported leave for
students on external fellowships or with research assistant appointments on external
grants may be longer than eight weeks for some funders. Students in master’s programs
will need to coordinate the fulfillment of requirements with their advisors, department
chairs or DGSs. They may find that arranging a leave of absence for a semester is the best
solution (see below).

Eligibility: Female student giving birth, male or female co-parent who is the primary
care-giver of a newly born baby, or a male or female student adopting a child. Limit of
one parent per family.

Length of Leave: Up to 8 weeks, duration to be determined in consultation with the
advisor and DGS.

Financial Terms: Fellowship stipend or TA stipend continues and is funded by the
Graduate School. RA stipends from external grants continue according to the rules
established by the funder. For TAs, the Graduate School will aid in funding replacement
teaching, if necessary. Students in master’s programs need to consult closely with the
Assistant Director of Financial Aid regarding the implications of a leave for financial aid,
student loans, and the Brown policy regarding tuition refunds.

Approval: Paperwork required for a childbirth accommodation leave must be completed
with the student’s graduate program, with the Graduate School (see the Associate Dean
of Academic Affairs, or in the Biology and Bio-medical programs the Associate Dean for
Graduate and Postdoctoral Studies), and with the Associate Dean of Student Life.

C. Family Leave of Absence

A student in the Graduate School at Brown University may take an unpaid family leave
of absence for the birth or adoption of a child, for childcare, or for care of an immediate
family member (spouse, domestic partner, child, or parent) with a serious health
condition.



Students may take a family leave of absence for one or two semesters. The student is
expected to notify the DGS in writing of his/her plans to take a Family Leave at an early
date, so that appropriate arrangements can be made to cover any teaching/research
responsibilities.

* Family leave “stops the clock™ on the student’s academic requirements, including
service requirements, for the duration of the leave.

* Students who take an approved leave of absence and who have been previously
insured under the Student Health Insurance Plan for the enrollment period
immediately prior to taking the leave of absence are eligible to enroll in the Student
Health Plan for a maximum of one (1) year, and are responsible for the payment of
the premium.

* Students on approved family leave will retain their Brown University e-mail
accounts, library privileges, and building access.

*  Funding commitments from Brown are deferred until the student returns from
family leave. Students receiving funding from external sources, such as
government grants, are subject to the conditions established by the funding source.

* Teaching and research requirements will be met by the student following return
from family leave.

* Requests for extension of family leave beyond one year, or for repeated family
leaves, may be made. Approval of extensions, deferral of funding and continued
academic accommodation is at the discretion of the deans of the Graduate School.

Eligibility: Any currently enrolled student with a family emergency. Limit of one student
per family.

Length of Leave: Up to 2 semesters, duration to be determined in consultation with the
advisor and DGS.

Financial Terms: No financial support given during the leave period. Students in
master’s programs need to consult closely with the Assistant Director of Financial Aid
regarding the implications of a leave for financial aid, student loans, and the Brown
policy regarding tuition refunds. Approval: Paperwork required for a family leave must
be completed with the student’s graduate program, with the Graduate School (see the
Associate Dean of Academic Affairs, or in the Biology and Bio-medical programs the
Associate Dean for Graduate and Postdoctoral Studies), and with the Associate Dean of
Student Life.

D. Medical or Psychological Leave of Absence

A student experiencing a serious physical or psychological problem that affects his/her
academic performance may be granted a leave for treatment and recovery. A student
experiencing difficulty in this realm should consult with the Associate Dean of Student
Life (as well as University Health Services and/or Psychological Services). Students may
request a medical or psychological leave at any time. Paperwork required for a medical or
psychological leave must be completed with the student’s department, with the Graduate
School (see the Associate Dean of Academic Affairs, or in the Biology and Bio-medical



programs the Associate Dean for Graduate and Postdoctoral Studies), and with the
Associate Dean of Student Life. (No confidential information need be shared except with
the Associate Dean of Student Life and health care providers.) Leaves taken for
psychological reasons are recorded by the Graduate School as Medical leaves. The
student’s transcript will read only “Leave of Absence.” Medical and psychological
leaves are for a minimum of one year (although students may request to return after one
semester). Readmission from a medical or psychological leave must be approved by the
Associate Dean of Student Life and University Health Services and/or Psychological
Services.

* Medical or psychological leave “stops the clock™ on the student’s academic
requirements, including service requirements, for the duration of the leave.

* Students who take an approved leave of absence and who have been previously
insured under the Student Health Insurance Plan for the enrollment period
immediately prior to taking the leave of absence are eligible to enroll in the Student
Health Plan for a maximum of one (1) year, and are responsible for the payment of
the premium.

* Students on approved medical or psychological leave will retain their Brown
University e-mail accounts, library privileges, and building access.

*  Funding commitments from Brown are deferred until the student returns from
medical or psychological leave. Students receiving funding from external sources,
such as government grants, are subject to the conditions established by the funding
source.

* Teaching and research requirements will be met by the student following return
from medical or psychological leave.

* Requests for extension of medical or psychological leave beyond the initially
approved period may be made, with approval the Associate Dean of Student Life
and the deans of the Graduate School. The Graduate School reserves the right to
deny extensions for medical or psychological leaves beyond a total leave of two
years.

Eligibility: Any currently enrolled student with a serious medical or psychological
condition that affects academic performance, with approval.

Length of Leave: 2 semesters.

Financial Terms: No financial support given during the leave period. Students in
master’s programs need to consult closely with the Assistant Director of Financial Aid
regarding the implications of a leave for financial aid, student loans, and the Brown
policy regarding tuition refunds.

Approval: Paperwork required for a medical or psychological leave must be completed
with the student’s graduate program, with the Graduate School (see the Associate Dean
of Academic Affairs, or in the Biology and Bio-medical programs the Associate Dean for
Graduate and Postdoctoral Studies), and with the Associate Dean of Student Life.



E. Professional Development Leave of Absence

A graduate student may take a one to two semester leave for an approved educational or
professional development opportunity that advances the student’s pedagogic goals.
Examples of reasons for a professional leave include full-time professional internships, or
short-term teaching or research appointments at another institution. Applications for a
professional leave must be completed with the student’s department, and with the
Graduate School (see the Associate Dean of Academic Affairs), and should be made at
least four weeks before the start of the semester in which the student would like to take
the leave. Professional leaves are granted for one to two semesters, with no extensions.

» A professional leave “stops the clock™ on the student’s academic requirements,
including service requirements, for the duration of the leave.

* Students who take an approved leave of absence and who have been previously
insured under the Student Health Insurance Plan for the enrollment period
immediately prior to taking the leave of absence are eligible to enroll in the
Student Health Plan for a maximum of one (1) year, and are responsible for the
payment of the premium.

» Students on approved professional leave will retain their Brown University e-mail
accounts, library privileges, and building access.

* Funding commitments from Brown are deferred until the student returns from
professional leave. Students receiving funding from external sources, such as
government grants, are subject to the conditions established by the funding
source.

+ Teaching and research requirements will be met by the student following return
from professional leave.

» Requests for extension of professional leave beyond one semester may be made to
the Graduate School.

Eligibility: Any currently enrolled student in good academic standing.

Length of Leave: Up to 2 semesters.

Financial Terms: No financial support given during the leave period. Students in
master’s programs need to consult closely with the Assistant Director of Financial Aid
regarding the implications of a leave for financial aid, student loans, and the Brown
policy regarding tuition refunds.

Approval: Paperwork required for a professional leave must be completed with the
student’s graduate program and with the Graduate School.

F. Probationary Leave of Absence

A graduate student may take a one to two semester academic leave at the
recommendation of her\his graduate program for problems related to academic
performance. Probationary leaves must be accompanied by a plan of action that describes
what the student needs to accomplish during the leave in order to be considered for



reenrollment in the program. Applications for a probationary leave must be completed
with the student’s graduate program and with the Graduate School (see the Associate
Dean of Academic Affairs), and should be made at least four weeks before the start of the
semester in which the student would like to take the leave. Probationary leaves are
granted for one to two semesters, with the possibility of extension for up to one additional
year. Students on a probationary leave may only reenroll with the written permission of
the Director of Graduate Studies.

* A probationary leave does not “stop the clock” on the student’s academic
requirements.

e Students who take an approved leave of absence and who have been previously
insured under the Student Health Insurance Plan for the enrollment period
immediately prior to taking the leave of absence are eligible to enroll in the
Student Health Plan for a maximum of one (1) year, and are responsible for the
payment of the premium.

* Students on probationary leave do not retain their Brown University e-mail
accounts, library privileges, and building access.

*  Funding commitments from Brown are not deferred while a student is on
probationary leave. Students receiving funding from external sources, such as
government grants, are subject to the conditions established by the funding
source.

* Teaching and research requirements will be met by the student following return
from a probationary leave.

* Requests for extension of a probationary leave may be made to the Graduate
School.

Eligibility: Any currently enrolled student.
Length of Leave: Up to 2 semesters.

Financial Terms: No financial support given during the leave period. Students in
master’s programs need to consult closely with the Assistant Director of Financial Aid
regarding the implications of a leave for financial aid, student loans, and the Brown
policy regarding tuition refunds.

Approval: Paperwork required for a probationary leave must be completed with the
student’s graduate program and with the Graduate School.

G. Personal Leave of Absence

A graduate student may take a one to two semester personal leave for personal reasons.
Applications for a personal leave must be completed with the student’s graduate program
and with the Graduate School (see the Associate Dean of Academic Affairs), and should
be made at least four weeks before the start of the semester in which the student would
like to take the leave. Personal leaves are granted for one to two semesters, with the
possibility of extension for up to one additional year.



* A personal leave does not “stop the clock™ on the student’s academic
requirements.

* Students who take an approved leave of absence and who have been previously
insured under the Student Health Insurance Plan for the enrollment period
immediately prior to taking the leave of absence are eligible to enroll in the
Student Health Plan for a maximum of one (1) year, and are responsible for the
payment of the premium.

* Students on personal leave do not retain their Brown University e-mail accounts,
library privileges, and building access.

* Funding commitments from Brown are not deferred while a student is on personal
leave. Students receiving funding from external sources, such as government
grants, are subject to the conditions established by the funding source.

* Teaching and research requirements will be met by the student following return
from a personal leave.

* Requests for extension of a personal leave beyond one year may be made to the
Graduate School.

Eligibility: Any currently enrolled student.

Length of Leave: Up to 2 semesters.

Financial Terms: No financial support given during the leave period. Students in
master’s programs need to consult closely with the Assistant Director of Financial Aid
regarding the implications of a leave for financial aid, student loans, and the Brown

policy regarding tuition refunds.

Approval: Paperwork required for a personal leave must be completed with the student’s
graduate program and with the Graduate School.

XV. Readmission from Leave

To return to active status, and to be eligible for funding in the next academic term,
students must notify the Graduate School in writing by May 1 for a fall-semester return
or November 1 for a spring-semester return. Readmission of a student from a leave of
absence does not require a complete formal application, unless the program faculty
request one, and only in the case of an academic or personal leave. A student who has
taken a leave of absence should write to his or her program requesting readmission; if the
requested is supported by the program, the DGS should endorse and forward the request
to the Graduate School for approval by the Dean.

The most vital requirements for readmission after a medical leave are: a letter from the
student’s provider attesting to the student’s recovery and readiness to resume studies.
Readmission from a psychological leave requires: (1) a letter from the student’s provider
attesting to the student’s full involvement in the recommended treatment and to the
students sustained recovery and readiness to resume studies; and (2) a letter from the
student that s/he understands the conditions that led to the leave, and that s/he will be able
to note signs of recurrence and how to address them. After reviewing the letters and the



student’s case, Health Services or Psychological Services as appropriate must
recommend readmission for the student.

The deadlines for submitting a request for readmission from a medical or psychological
leave and supporting letters are November 1 for return in the spring semester, and May 1
for return in the fall semester.

For more information on medical leaves and their associated readmission process, please
contact the Office of Student Life.

A Readmission Fee is charged to: (1) students who reenroll after an approved Academic
or Personal Leave of Absence, and (2) students who reenroll after a withdrawal with the
advance permission of the Dean of the Graduate School. The Readmission Fee is equal to
6.25% of half the annual tuition (based on 2008-09 tuition, the Readmission Fee would
be $1164). Students who reenroll after a childbirth accommodation, family,
medical/psychological or professional development leave approved by the Dean of the
Graduate School will not be charged a Readmission Fee. Students who return for the sole
purpose of filing a thesis or dissertation will not be charged the Readmission Fee but will
be charged a Filing Fee ($150 in 2008-09).

Return after an extended leave: Before students are readmitted from an extended
absence, chairs and DGSs need to take special care to re-orient them. Completion
requirements and the processes for determining financial support and appointment types,
among other things, are likely to be different than when that person was previously
enrolled. Advisors and faculty may have changed, as well as training and degree
requirements.

The student should write to the program requesting readmission, and if the request is
approved by the program, the DGS should endorse and forward the request to the
Graduate School.
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XVI. Conducting Dissertation Research Away from Brown

A. Advanced Status (Opting-out of Graduate School Support)

Students who have completed their 24 tuition unit requirement and are away from Brown
for a semester or more conducting dissertation research are considered full-time students,
are charged an enrollment fee and the student activity fee, and must have health insurance
from Brown or provide proof of comparable coverage under another plan.

Students who plan to conduct dissertation research away from Brown during one of their
years of guaranteed support from the Graduate School have the following funding options
available to them: (1) they may be eligible for a dissertation fellowship based on the
recommendation of their department, in which case they use one of their years of
guaranteed funding; (2) they may have an external fellowship and apply for supplemental
stipend and tuition support from the Graduate School under the incentive program
described in section XIX (see http://gradschool.brown.edu/go/grantincentives); or (3)
they may opt-out of Graduate School funding and “stop their funding clock” for up to
two semesters. Students who select to opt-out must communicate their decision to their
DGS in writing. The DGS must then report this decision on the annual appointment form.
The “opt-out option” is only available for students who are away from Brown conducting
dissertation research.

Students who are awarded external fellowships and do not opt-out of Graduate School
supplemental stipend and tuition support are considered by the Graduate School as
funded students and the conditions of the external award incentive policy apply. Under
this policy students who receive external stipends equivalent to the standard Graduate
School stipend, during one of their years of guaranteed support, are provided an
additional year of funding by the Graduate School.

Students who chose to opt-out of Graduate School funding for one to two semesters to
conduct dissertation research away from Brown, are required to pay advanced enrollment
tuition and health insurance (or provide proof of comparable coverage), during the
semesters they are away from Brown. Advanced students conducting dissertation
research away from Brown, who elect to opt-out and stop their funding clock, are eligible
to apply for Advanced Student Tuition and Health Insurance Scholarships (see below).

B. Advanced Student Tuition and Health Insurance Scholarships

The Graduate School has available a limited number of Tuition and Health Insurance
Scholarships to award to advanced doctoral students. Priority is given to students
conducting dissertation research away from Brown, who elect to opt-out of a semester or
year of guaranteed funding from the Graduate School.

Students who are interested in this scholarship must write to their DGS to express their
interest. The DGS will then communicate this to the Graduate School on the annual
appointment form. Receipt of Advanced Student Tuition and Health Insurance
Scholarships does not count towards the years of Graduate School guaranteed support. It



is recognized that international students and students in some disciplines and fields have
more limited external funding opportunities than other students. The Advanced Student
Tuition Scholarship does not provide stipend support.

Advanced Student Tuition and Health Insurance Scholarship Table.

Financial Support

Advanced Student Provides 50-100% coverage of tuition and health services fee
Tuition Scholarship (when applicable).

Advanced Student Provides 100% coverage of annual health insurance fee.
Health Insurance
Scholarship

Eligibility: (a) Funded advanced students conducting
dissertation research away from Brown who opt-out of up to
one year of Graduate School funding.

(b) Unfunded advanced students who have advanced to
doctoral candidacy and are working on their dissertation.
Students are eligible for a maximum of two semesters of
Advanced Student Tuition Scholarship support.

Preference: Preference is given to students who are away
from Brown conducting dissertation research, and who have
applied for external research grants. Students who provide
evidence of applications to external sources for research
support will be given priority for full-tuition and insurance
fellowships. It is recognized that international students and
students in some disciplines and fields have more limited
external funding opportunities than other students.

Conditions: Students must be engaged in full-time
dissertation research.

XVII. Part-time Status

Part-time study requires written prior approval of the Dean of the Graduate School and
the DGS of the program.

A. Ph.D.

In many degree programs it is possible for doctoral students to study on a part-time basis,
with the approval of the program director of graduate study and the Graduate School.
Enrollment in fewer than four courses per semester does not in itself make a student part-




time. Without a formal change to part-time status, the student will be billed for four
courses even if he or she is enrolled in fewer.

Three courses per semester is considered full-time enrollment and normally incurs a bill
for full tuition. Students whose financial aid covers tuition for only three courses are
considered full-time.

A doctoral student on enrolment fee can (with the support of the DGS and the Graduate
School) be considered part-time, if necessary.

B. Master’s

Master’s students are billed by the tuition unit, and are considered full-time if they are
enrolled in three or more courses.

C. Financial and Legal Implications

Half-time (two courses per semester) is usually enough to maintain eligibility for student
loan deferrals, but students should be encouraged to check the fine print of their specific
loan agreements before relinquishing full-time status. International students should also
be aware of potential impact on their visa status, and should confirm any change with the
Office of International Student and Scholar Services (OISSS).

Once financial and legal implications have been considered, the student should request
part-time status and the DGS endorse the request and forward it to the Graduate School.

XVIII. Changes to the Curriculum

The Graduate Council meets once each month during the academic year to consider
proposed changes and to review existing graduate programs. Anyone intending to bring a
proposal before the Council is welcome to discuss it first with the Dean or the Associate
Dean for Academic Affairs.

A. New or Revised Graduate Programs

All new programs and any significant revisions must be approved by the Graduate
Council, which can recommend them to the FEC, the Faculty as a whole and then to the
Corporation. When a new program will require new financial resources, the Academic
Priorities Committee also must approve before the program can be brought before the
Faculty. The same proposal can be pursued with both the APC and the Graduate Council,
from the financial and curricular points of views. New graduate programs that also affect
the College or the Medical School must also be gain the approval of the Faculty
Committee on Educational Legislation.

Generally, only major revisions, such as changes in the number of required courses,
language requirements, or thesis requirements would need Graduate Council approval.
Changes in matters internal to the program, such as changes to the format of prelims or in



the mechanism for forming an advisory committee do not need to be brought before the
Council. A copy of each revised student handbook should be sent to the Graduate School.

Programs are required to give students ample warning of any proposed changes to a
program’s requirements or curriculum. Normally students proceed through their degrees
with the requirements that were in place when they were admitted. Sometimes, due to
staffing changes or other events, there may be slight variations in availability of courses
or in the sequence of graduate program. Any substantive change that affects a student’s
ability to fulfill requirements must be reviewed by the Graduate Council.

B. New Graduate Courses
As of Semester I, 2007, all new or substantially revised graduate courses must be
reviewed by the joint subcommittee of the College Curriculum Committee (CCC) and

Graduate Council on undergraduate and graduate education.

New topics in a special topics course or in a course entitled “Studies in .....” do not need
individual approval.

XIX. Student Support and Financial Aid

The Graduate School at Brown makes every effort to provide students with adequate
support through a variety of fellowships, assistantships, and grants. Virtually all incoming
doctoral students are guaranteed four to five years of support, which includes a stipend,
tuition remission, and a health-insurance subsidy. This support may take the form of a
teaching assistantship, research assistantship, fellowship or proctorship. All such
assignments form part of the student’s professional training, and provide not only
financial remuneration but are viewed as integral to the student’s academic development.

All promises of student support are subject to students making satisfactory academic
progress as determined by their programs of study. The University’s faculty and graduate
students are also very successful in securing graduate student support funding through
outside sources; every year grants from such agencies and foundations as the National
Institutes of Health and the Mellon Foundation make significant contributions to the
scholarship and research at Brown.

Financial aid for master’s students is not centrally managed and varies among programs.
If you are interested in a master’s program and have questions about financial aid, please
contact the program’s director of graduate study.

Students’ official letters of admission provide details of their funding packages (i.e., the
number of years and levels of support). All subsequent funding decisions are made at the
departmental level and depend on students’ academic progress. Students with questions
or concerns regarding their funding should address them to their department’s director of
graduate study.



A. Fellowships

Fellowships are primarily available for first-year students and dissertation-level students.
First-year fellows normally receive full tuition, covering eight courses in the year, health
insurance and student fees, and a stipend; and dissertation fellows receive the enrollment
fee, health insurance and student fees, and a stipend.

B. External Fellowships
1. Funding Information

The Graduate School and Office of the Vice President for Research co-sponsor training
sessions each year. The Graduate School communicates regularly to students regarding
funding opportunities in their respective areas. The Office of Sponsored Projects provides
access to the Sponsored Programs Information Network (SPIN), a database of funding
opportunities designed to assist faculty, students, and administration in the identification
of external support for research, education, and development projects. The link to the
SPIN database is available from the OSP homepage at
http://research.brown.edu/rschadmin/spin.php.

2. Incentive Plan

The deans of the Graduate School believe that it is of fundamental importance that
graduate students gain the recognition and the experience entailed in applying for, and
winning, competitive grant funding. This experience will be a central part of post-
graduate life, whether inside or outside of the academy. In order to encourage graduate
students to gain this experience as part of their professional development and educational
experiences at Brown, the Graduate School has created a policy to reward students who
actively pursue and secure funding from sources outside the University.

As of September 1, 2008, the Graduate School supplements external funding during years
in which students are scheduled to receive guaranteed funding from the Graduate School.

The incentive policy rewards students who receive external awards that provide stipend
support by allowing students to retain all or a portion of their stipend from the Graduate
School up to a maximum of $25,000 from all sources. Under the Graduate School’s
former replacement policy, external stipend awards replaced stipend support from the
Graduate School. Under the new incentive policy students who receive an external award
during one of their years of funding will always receive more stipend support than if they
had relied solely on support from the Graduate School.



As a general guide, if the external grant provides a stipend that is:
Up to $3,000

« The student retains the full external award and receives the full standard
Graduate School stipend

$3,000 - $10,000

» The student retains the full external stipend, and receives the standard Graduate
School stipend less 50% of the amount of the external stipend beyond $3,000.

« For example, a student who receives an external stipend of $5,000, also receives
the Graduate School stipend minus $1,000.

Greater than $10,000

» The student retains the total stipend provided by the external award, and for
external stipend awards less than $25,000 the Graduate School provides a
supplement to bring the total stipend from all sources to $25,000.

» For awards that include tuition, or that are a lump sum, the stipend amount will be
capped (at $25,000).

« For lump sum awards, amounts over $25,000 will be applied to tuition and fees.

+ SIXTH-YEAR FUNDING: Students who win external funding with a stipend
equivalent in value to the standard Graduate School stipend during one of their
years of guaranteed support are guaranteed a sixth year of support from the
Graduate School, if needed.

RESTRICTIONS: Full concurrent awards are not permitted. A student can accept both a
Javits and an NSF, for example, but must take them in sequential years. A student cannot
hold a Javits (or NSF, etc.) in addition to full support from Brown. The provision of
supplemental support or an additional year of support from the Graduate School may be
restricted by some external funders. The incentive policy applies only to stipend support
for the 9 month academic year, and only to awards received by the student from sources
outside of Brown University. For students receiving stipends on an annual (12 month)
basis, the incentive plan applies to 75% of the total annual value of the external stipend
support.

Students applying for external funding should contact the Associate Dean of Academic
Affairs and the Associate Dean of Finance and Administration at the Graduate School for
further information.

Students in programs in the Division of Biology and Medicine should contact the
Associate Dean of Medicine, Graduate and Postdoctoral Studies for further information
regarding that Division's incentive policy.



Normative Teaching Assistantship Funding Model

Description Year 1 Year 2 Year 3 Year 4 Year 5
Stipend Fellowship Teaching Teaching Teaching Teaching
Assistantship | Assistantship | Assistantship | Assistantship
or or
Externally- | Dissertation
funded Fellowship

Fieldwork

Full Tuition Yes Yes Yes n/a n/a

Enrollment n/a n/a n/a Yes Yes

Fee

Health Yes Yes Yes Yes Yes

Services Fee

Health Yes Yes Yes Yes Yes

Insurance

Sixth-year funding for a continuing student is contingent on available budgetary funds
and with the support of the Director of Graduate Study. Sixth-year support which
includes a stipend will normally be for Teaching Assistantships or in the form of tuition
scholarship which includes Enrollment Fee, Health Services Fee, and Health Insurance.

C. Teaching Appointments

Teaching is an integral part of graduate training in most doctoral programs at Brown, and
most of the students in these programs are expected to teach as part of their professional
training and scholarly apprenticeship. Teaching assistantships and teaching fellowships
are awards made by programs to students in good standing. Appointments are made by
the Graduate School on the basis of departmental recommendation.

Since 1993 the standard language competency for a teaching assistantship has been set by
a panel evaluation or interview at Brown rather than by TOEFL score. Students whose
native language is not English must pass a panel evaluation of their English before they
may teach. Evaluations are performed by the program in English for International
Teaching Assistants, which also teaches free, non-credit courses in pronunciation and the
use of English in the classroom.

Students should consult freely with the faculty member teaching the course, with their
DGS and with the staff of the Sheridan Center for Teaching and Learning in developing
teaching strategies. Students experiencing difficulty in the performance of their teaching
duties may be referred to the Sheridan Center, but TAs should not wait until there are
difficulties to seek advice.




1. Teaching Assistants

Graduate student teaching assistants (T As) are responsible for assisting a faculty member
both inside and outside the classroom on all activities related to the teaching of a
particular course. The nature of the tasks may vary depending on the teaching needs of
the individual department. TAs are supervised by a faculty member and do not bear
primary responsibility for the design or implementation of a course.

The duties of a TA vary across courses and departments and may include some classroom
teaching, the presentation of occasional lectures, leading discussion sections, preparing
and supervising labs, conducting tutorials, holding office hours, and grading papers,
problem sets, quizzes, and examinations.

Programs make every effort to assign graduate students to courses according to their
interests broadly defined; however, the need to cover courses and to broaden student
teaching experiences may appropriately affect teaching assignments. A full appointment
usually requires at least 18 hours of work per week, but should not exceed an average of
20 hours per week over the course of the term.

Teaching Assistants receive tuition, health insurance, the health services fee, and a
stipend.

2. Teaching Fellows

Teaching fellows are advanced students with teaching experience who are responsible for
the design and teaching of their own course. Need and eligibility for Teaching Fellows
varies across departments. Appointments are made by the Graduate School on the basis
of departmental recommendation.

Teaching Fellows receive tuition, health insurance, the health services fee, and a stipend
that is slightly higher than the stipend received by TAs.

D. Research Assistants

Research assistants (RAs) work with faculty on academic and research projects, both at
the University and in the field. These positions are awarded to new as well as continuing
students. More than any other type of support, RAs are tied to grant-related funding and
are thus administered independently by each department. For more information, students
should contact their department’s director of graduate study.

The time devoted to being a RA should not generally exceed an average of twenty hours
per week, unless the research being conducted is integral to an RA’s research. In such
cases, the twenty-hour limit does not apply. In departments where the workload varies
significantly between research projects, every attempt is made to balance out the
workload among available RAs.



Research Assistants receive a stipend, tuition, health insurance, and the health services
fee. Appointments are made on an annual or semester basis on the recommendation of the
department. Double work appointments are not allowed.

E. Proctors

Proctorships are non-instructional positions and are offered either through an academic
department or degree program, or from other research, training, academic or
administrative offices around campus. These positions are intended to foster the
professional development and/or research interests of graduate students. Proctorships are
awarded by the Graduate School and are subsidized whenever possible by federal work
study funds.

Departmental proctors generally assist faculty with research, staff departmental libraries,
or help manage the academic or administrative workload of the department. Proctors
appointed outside of academic departments either provide assistance in the
implementation of the appointing office’s ongoing programs, or they engage in other
work (research, program development, projects, etc.) that is pre-approved and relevant to
the appointing office’s objectives. Departmental proctors generally receive full tuition or
the enrollment fee, health insurance, the health services fee, and a stipend; the specific
financial terms of these awards will be determined at the time of the appointment.

Proposals from nonacademic departments for extra-departmental proctorships that are
relevant to students’ professional development or research interests may be made to the
Graduate School at any time. Ideally, such proposals will originate as the result of a
consultation between a particular campus office and interested graduate student.
Financial awards for extra-departmental proctorships are determined on a case-by-case
basis.

All proctorship appointments must be approved by the originating department of office,
the director of graduate study in the student’s home department, and the Graduate School.

Students who wish to be considered for proctorships must also submit a Brown Graduate
School Supplemental Financial Aid Application and a copy of their most recent calendar
year’s income tax return or non-tax filer statement (both are available in the graduate
student section of www.financialaid.brown.edu).

F. Scholarships

Some degree programs offer partial aid in the form of scholarships that can be used
toward the student’s bill for tuition, the health services fee, and health insurance. These
scholarships are awarded in the students’ letters of admission and are renewed at the
program’s discretion.

Graduate School scholarships do not exceed the cost of tuition and fees. They are not
disbursed to students, but are applied directly to their University accounts.



G. Summer Support

All doctoral students admitted as fellows are also guaranteed three years of summer
support. This support is intended for students to conduct research, study for their
preliminary examinations, work on their dissertations, etc. It is provided to help students
advance toward their degrees.

Students in the physical and life sciences are typically supported through the summer on
grant and department-based funding. Summer funding for students in the humanities and
social sciences and a few other programs is typically paid by the Graduate School. These
students may elect to use their guaranteed three summers of support at any time during
their four to five years of support at the University, though they will automatically
receive this support during the summers following their first three years unless they
request a deferral from the Graduate School.

The Graduate School can provide support to a limited number of additional students in
the summer. To be eligible, students must have either deferred summer funding in a
previous year (in which case they must provide documentation of their deferral), or they
have entered on support other than a fellowship and have not already received more than
three summers of support from the Graduate School. Since departments are in the best
position to know who among their students will most benefit from summer support, ALL
nominations for summer support must be made through the department chair or director
of graduate study.

As with all issues related to financial support, students with questions should contact their
department chair or director of graduate study.

H. Student Employment

Doctoral students employed full-time as an adjunct instructor at Brown or any other
institution, or in another form of employment, should take a professional leave of absence
during the period of their employment. The readmission fee will be waived for such
students.

Students who have full-time, supported appointments from the Graduate School are
expected to devote themselves to their studies and their appointments. It is recommended
that such students work at an outside job no more than 20 hours per semester. Students
contemplating outside employment should discuss their hours with their DGS and with a
dean of the Graduate School. International students should check with the Office of
International Student and Scholar Services on the visa implications of out-side
employment.

Graduate students who are not supported on full-time, tuition-based appointments may
choose to find hourly employment during their time at Brown. The Student Employment
Office operates an online clearinghouse and electronic bulletin board for employment
opportunities in the local area, both on and off campus. Students may subscribe to receive
email notifications when positions suiting their interests become available, or they can
browse available postings any time. Any current, unsupported graduate students are



eligible to work through the student employment program without regard to financial
need. International students should check with the Office of International Student and
Scholar Services on the visa implications of hourly student employment.

I. Non-performance

Students should be mindful of the fact that teaching, research, and proctorship
appointments are part of their professional training. Such appointments establish a
responsibility to the faculty and students within the academic unit. Performance in these
appointments is also a component of a student’s academic review. Students who fail to
perform in their funded Graduate School appointments (as RAs, TAs, fellows or proctors)
can be terminated and their funding suspended under the following conditions:

* gross negligence and failure to appear,

* failure to complete work,

* inappropriate behavior in the classroom or laboratory, or

* violations of the Academic or Non-Academic Code

Such students will have their funding terminated regardless of other indices of academic
standing.

Grounds for termination must be presented in writing to the Graduate School in the form
of an academic disciplinary procedure. The case will be heard by the academic
disciplinary board. (See the Academic Code.) As with all such cases, the student has the
right to appeal such a decision.

J. Student Loans

To supplement the other forms of support they receive from Brown, students may also be
eligible for federal direct student loans and other loans. Student loans for graduate and
undergraduate students are administered through the Office of Financial Aid. To be
considered for any student loans, domestic students are required to submit a FAFSA
(Free Application for Federal Student Aid). The FAFSA should be submitted on line
www.fafsa.ed.gov. (Brown University's graduate code for the FAFSA is: E00058).

The Federal Direct Student Loan program may provide loans in amounts up to $18,500
(as of 2007-08) per year to eligible applicants. International students are not eligible for
these loans. In order to be considered for these federal loans, students must submit the
FAFSA form, Brown's supplemental financial aid form (available at
www.financialaid.brown.edu), and the student's most recent federal income tax return
before the loan application can be processed. Brown University also has a limited number
of federal Perkins loans available. These are awarded based strictly on financial need and
are disbursed on a first-come, first-served basis. Students should consult the Office of
Financial Aid for the maximum borrowing eligibility. A FAFSA must be on file for the
student to be considered for these funds. Should a graduate student require additional
loans beyond federal eligibility, various alternative loans are available in the commercial
marketplace. Eligibility is based on credit and both U.S. citizens and international
students (with an eligible U.S. citizen co-borrower) may apply.



To learn more about loan borrowing options please visit the Office of Financial Aid's
website for graduate students at or write to the Graduate School Financial Aid counselors
at GS_Financial Aid@brown.edu.

A Griffin Memorial Short term loan of up to $200 may be available to help students in an
emergency by contacting the Office of Financial Aid.

K. Graduate Student Travel Fund

1. Conference Travel

The Graduate School believes that presenting papers at professional conferences is
important to graduate students’ academic careers and growth as professionals inside or
outside of academe. Students who have been invited to present papers at academic
conferences can apply to the Graduate School for up to $500 to cover related travel
expenses. Students will be reimbursed for only one conference per academic year;
reimbursement will not be granted for merely attending a conference.

In order to insure that the Graduate School’s limited conference-travel funds are
distributed as equitably as possible, only students in their second through fifth years of
study are eligible for conference travel reimbursement; no application is necessary. On a
case-by-case basis, students in their sixth year may also request approval for
reimbursement. Students in their first year will rarely be considered, even if they have
advanced standing, however, in exceptional cases first year students may apply for
funding by 1) requesting prior approval at least 14 days before the conference; 2)
submitting a brief statement from the DGS of the program that the conference will assist
students in the completion of their doctoral studies; and 3) providing evidence that the
student’s program has made a commitment to provide some funds to augment those
requested from the graduate school.

Prior approval: Students who are in their sixth year of study, and ALL students in
programs within the Division of Biology and Medicine must have prior approval for
conference-travel requests. Non BioMed sixth-year students should contact the Assistant
Dean of Recruitment and Professional Development via e-mail; students in Biology and
Medicine must contact the Associate Dean of Medicine, Graduate and Postdoctoral
Studies.

After travel is completed, students must submit the Travel Expense Report from the
Controller’s office, with appropriate documentation for expenses. Also, the program’s
director of graduate study must certify that the program has provided whatever
support it could toward the student’s travel expenses. Some programs have
independent funds to support such travel; check with your director of graduate study for
more information.

Reimbursement will be issued upon receipt of the appropriate forms and documentation.
Completed travel expenses forms should be submitted no later than 30 days after
completion of travel; reports submitted after 45 days will not be reimbursed. This



requirement for timeliness will be enforced whether the student applies directly or
whether the program seeks reimbursement from the Graduate School after
advancing the funds to the student. The Graduate School makes every effort to process
reimbursement within thirty days, but it may take longer during the summer or busy
times of the year.

After travel, students should submit the documentation listed below to the Graduate
School for approval and processing of reimbursement. If the documents submitted do not
correspond to the following guidelines, reimbursement requests will be returned for
completion:

* Official documentation regarding participation in the conference. This can be an
official letter of invitation to present at the conference or a program from the
conference with the student’s name and presentation title listed.

* A completed and signed Travel Expense Report. If expenses exceed $500 and the
student’s program is going to cover all or part of the difference, students should
make sure that the amount and an account number to be charged is provided on
“Part 5: Account Distribution,” on the Travel Expense Report.

* All original receipts must be attached to an 82 X 11 sheet of blank paper. Make
sure all receipts show proof of payment. Itineraries from the airline and credit
card statements are not sufficient; be sure to print the payment receipt before
exiting the airline website. Receipts obtained by fax are also not accepted.

* Forward the whole packet to the Graduate School — Travel Reimbursement, Box
1867.

2. Research Travel

The Graduate School uses the travel research grant program to supplement research travel
awards that students receive during the academic year. Students who are conducting
research, traveling, or performing other academic activities off-campus during the
academic year may apply for this grant.

An award from this program can only be used to supplement dollar-for-dollar non-
Graduate School awards related to research travel and up to a maximum of $1,800 per
academic year. Travel funds are limited, and awards are given out each year until the
fund has been exhausted.

To apply for a research travel grant, you will need to provide the following at least 30
days before your planned research travel:
* aone-page description of your proposed academic activities
* a full budget for these activities
* documented confirmation of your outside grants
* acompleted copy of the Graduate School's Research Travel Grant application,
which needs to be signed by your department's Director of Graduate Study



L. Student Health Insurance

All Brown students are required to provide proof of health insurance while they are
enrolled at the University. All registered students are automatically enrolled in the
University's Student Health Insurance Plan (SHIP). The plan has a variable annual
premium. The deadline for waiving SHIP is June 1 for the following academic year;
academic-year coverage is effective from August 15, to August 15. The plan's spring-
semester premium is pro-rated and has a January 1 deadline for spring-semester
coverage; the plan is effective from January 15 to August 15. Students may waive SHIP
coverage by presenting proof of comparable insurance to the University's Insurance
Office.

Many doctoral students who are financially supported by the University will
automatically be granted a health insurance subsidy and do not need to submit an
application for one unless the subsidy does not appear on their University bill. All other
students can apply for the subsidy through the Graduate School using the application.
However, students supported by outside fellowships or grants to conduct research and
attend classes will be given the highest priority. Normally students who are not receiving
support from Brown or from outside fellowships or grants will not receive the health
insurance subsidy. Subsidy applications will be reviewed on an individual basis.

Students' dependents may be enrolled in SHIP at an additional cost. Eligible dependents
include a legal spouse or domestic partner, unmarried children under the age of 19 or a
full-time student up to the age of 23, or a newborn infant born while the student is
covered by SHIP. A spouse or partner is generally expected to be living with the covered
student in order to be eligible for coverage. Students who receive health coverage through
their financial support packages from the University will need to cover the cost of adding
dependents to the plan.

We urge graduate students who are covered by another comparable health insurance plan
to waive the University plan. Students, who waive the University plan and are eligible for
the subsidy, receive a buyout of $400 ($200 for spring-semester coverage) from the
Graduate School. This buyout will be distributed through the student account system. If
students have a credit balance on their student account at the time the buyout is disbursed,
they will be able to request a refund from the Bursar's Office. If they do not have a credit
balance at this time, the $400/$200 will be applied to their student account. Students can
determine if they were automatically enrolled in the University plan by checking their
student account statement for a "Health Insurance Fee." If students do not wish to
participate in SHIP, they must waive by the deadline. If after reviewing the tuition bill, a
student discovers that s/he was not enrolled in the student health insurance plan, s/he is
still eligible to participate. Please contact the Insurance Office for waiver instructions.

Students who choose coverage through both the University's health insurance plan and an
alternate plan should be aware that the University plan includes a "Coordination of
Benefits" provision. A student may want to contact his/her other insurance company to
inquire about a similar provision in that plan. "Double coverage" may affect the timely
processing of claims between the two plans.



XX. Aid Bevond the Fifth Year

A limited number of TAships and tuition scholarships are available to support students
beyond their guaranteed years of doctoral support. Departments are asked each spring to
nominate students in good standing for this support. The nature of the support and the
type of TAship is assigned at the discretion of the Dean of the Graduate School.

XXI. Codes of Student Conduct

1. The Academic Code and Rules of Non-Academic Conduct for Graduate Students

Graduate students are expected to be aware of, and to conduct themselves in accordance
with, the rules and regulations specified in The Academic Code and Rules of Non-
Academic Conduct for Graduate Students (WEBSITE LOCATION). Ignorance of the
Code is not accepted as a defense for violation of any of the rules and regulations
specified in the Code. Procedures for identifying and treating violations of the Code are
described in the above mentioned document.

2. Sexual Harassment

Graduate students in their roles as students, research assistants, teaching assistants, and
teaching fellows are expected to refrain from behaviors that constitute sexual harassment
as specified by Brown University’s Policy Statement on sexual harassment
(www.brown.edu/Administration/EEO-AA/sexpoll.html). Graduate teaching assistants
and fellows are especially advised against having an amourous relationship with a student
who is enrolled in a course taught or staffed by the graduate student. Additional
information on what constitutes sexual harassment and what a student should do if they
feel they are the victim of sexual harassment by another student or a faculty member is
available at www.brown.edu/Administration/EEO-AA/FAQ_sexual.html and
www.brown.edu/Student_Services/Health Services/Health Education/sexual assault.

XXI. Grievance Procedures

The Graduate School expects that each student will have the best possible relationship
with colleagues and faculty during the course of their graduate work at Brown. It is
possible, however, that difficulties will arise. Should a student have a grievance, it is
important to know how it can best be handled. It is University policy that each and every
graduate student is entitled to a fair and prompt hearing of grievances. It is also policy
that all other avenues of resolution are to be exhausted before a formal grievance
procedure can begin. According to Section 10 of the official Faculty Rules and
Regulations, the student must attempt to resolve the issue directly with the person or
persons involved.

In the event that the attempt is unsuccessful, the next step is to take the issue either to the
departmental director of graduate study (DGS), or to the chair. It is the responsibility of
the chair or DGS to have an informal discussion with all involved parties, in order to



achieve a resolution via mediation. It is also the chair or DGS’s obligation to prepare a
memorandum outlining the problem, steps taken, and the proposed solution; copies of
this memorandum are given to all concerned parties.

If this step does not result in a mutually satisfactory outcome, the next step is to ask the
DGS or chair to determine whether or not the question at issue is departmental in nature.
If it is, a written request for a review with the chair of the department should be filed. If it
is not determined to be a departmental issue, no further action can be taken at the
departmental level. Instead, the issue must be taken to the Dean of the Graduate School,
where the aggrieved can seek advice and direction in the matter. If there is disagreement
with the determination of whether the issues are departmental in nature, an appeal
concerning that decision may be made to the Dean of the Graduate School, whose
decision is final.

If the issue at hand is indeed departmental in nature, a written appeal must be filed with
the chair of the department. This appeal must ask for a review of the question and must
specify the alleged injury, the reasons for the student’s belief that he or she is aggrieved,
and the remedy sought. The chair may either refer the appeal to a committee of review or
to the departmental Faculty. For more on the difference between these two bodies and the
procedures regarding disputes please refer to the Faculty Rules.

As expeditiously as possible the committee of review will hear the student, consider the
evidence, confer with other persons concerned, and prepare a comprehensive report of
findings and a response to the appeal. Committee decisions are made by a simple
majority vote of the members. It is the chair’s duty to carry out the directions of the
committee. Once a decision has been made, a memorandum of the resolution is prepared
and a copy is given to the student.

XXII. Submission of Dissertations and Theses

A. Deadlines and Extensions

The deadline for submission and approval of a dissertation or thesis in time to receive a
degree at Commencement is May 1. An extension of this deadline to May 15 is possible
upon written request from the dissertation advisor to the Graduate School (see the
Academic Affairs Manager) before April 15.

Registration in semester I allows a student to submit a dissertation or thesis until the start
of classes in the spring. Registration in semester II allows a student to submit a
dissertation or thesis until the start of classes in the following fall. Extensions of these
deadlines for one month into the new semester, e.g. September 5 to October 5, are
possible upon written request from the dissertation advisor to the Graduate School
(Academic Affairs Manager) one month before the start of the new semester. If the
student does not submit the dissertation or thesis before the extension expires, he or she
must register and pay tuition or request a leave of absence or traveling scholar status.



B. Guidelines for Dissertation Titles

The dissertation title that appears on the title page that you submit to the Graduate School
is the title that will appear on your transcript and on the Commencement Program.
Students should follow the title guidelines presented below in preparing the title page of
the dissertation. Titles must be prepared in upper and lower case using the capitalization
rules presented below.

Taken from The Chicago Manual of Style, Fourteenth Edition, 1993, The University of
Chicago Press, sections 7.126-7.131.

Capitalization

The first and last words and all nouns, pronouns, adjectives, verbs, adverbs, and
subordinating conjunctions (if, because, as, that, etc.) are capitalized. Articles (a, an,
the), coordinating conjunctions (and, but, or, for, nor), and prepositions (during, over,
under, through, with, without) regardless of length, are lowercased unless they are the
first or last word of the title or subtitle. The 7o in infinitives is also lowercased. Only
acronyms should be set in full capitals.

The subtitle, following a colon, is capitalized the same way as the main title.

For capitalizing hyphenated and open compounds in titles use the following rule: First
elements are always capitalized; subsequent elements are capitalized unless they are
articles, prepositions, coordinating conjunctions, or such modifiers as flat, sharp, and
natural following musical key symbols; second elements attached by hyphens to prefixes
are not capitalized unless they are proper nouns or proper adjectives. If a compound
(other than one with a hyphenated prefix) comes at the end of the title, its final element,
whatever part of speech it may be, is always capitalized.

Examples: Twentieth-Century, Up-to-Date, E-flat Concerto, Self-Sustaining

Spelling

Use and for &, and spell out names of centuries (12" Century becomes Twelfth Century)
and other numbers usually spelled out in text. Be sure to include accents or other special
marks on letters used in non-English words.

Punctuation
Use the final comma in a list (Disease, Pain, and Sacrifice: Toward a Psychology of

Suffering).

Examples:

Melodrama Unveiled: American Theater and Culture, 1800-1850
The Labour Party in Perspective — and Twelve Years Later
Thought and Letters in Western Europe, A.D. 500-900



Titles of Books within Dissertation Titles
Titles and subtitles of published books, pamphlets, proceedings and collections,
periodicals, and newspapers are set in italics.

Super- and Sub-script
Mathematical or chemical names and formulas that appear in the title should retain any

super- or sub-script.

XXIII. Commencement

A. Prizes and Awards

1. Joukowsky Family Foundation Outstanding Dissertation Award

The Outstanding Dissertation Award is an annual prize awarded by the Graduate School
for superior achievements in research by students who are completing their Ph.D.s. The
awards are usually given to four students per year, one from each of the four main areas:
the humanities, the life sciences, the physical sciences, and the social sciences. The award
carries an honorarium and is given out at the Graduate School Commencement
ceremony.

The award is open to completing doctoral candidates from any department or program.
Each candidate must be nominated by his or her program, and each doctoral program
may submit only one nomination. There is no form for the nomination process, but the
student must submit a ten-page abstract of the dissertation. Each program must submit
detailed letters of nomination from the student’s advisor, a member of the dissertation
committee and a third letter. These letters should the student’s achievement and the
potential impact on the scholarship or research on his or her field. Two copies of the
student’s dissertation must also accompany the nomination.

2. CGS/UMI (Council for Graduate Schools/University Microfilms) Distinguished
Dissertation award.

Every year, the Graduate School will nominate at least one nominee for th Outstanding
Disertation award for the CGS/UMI national dissertation award competition. These
awards are given at the December meeting of the Council for Graduate Schools.

3. Presidential Award for Excellence in Teaching

The Award for Excellence in Teaching is an annual prize awarded by the Graduate
School to recognize outstanding pedagogical achievement by a Brown University
graduate student. The award carries an honorarium and is given out at the University
Awards ceremony, which is held in early May.

The award is open to teaching assistants or teaching fellows from any program. Each
candidate must be nominated by their program, and each program may submit only one
nomination. Nominations must contain ALL of the following elements:



a) A letter from the program’s director of graduate study , and as many as three
additional letters of support from other program faculty

b) A first-hand account of a class visit by a faculty member from the program or
from another independent observer (this account may be one of the additional
letters of support from faculty)

c) A letter of support from a former student

d) A copy of the graduate student’s most recent annual evaluation

Please note: undergraduate student evaluations should not be included as part of the
nomination and will not be considered during the selection process.

4. The Wilson-DeBlois Award

The Graduate Student Council confers the Wilson-DeBlois Award annually to an
individual who has made outstanding contributions to graduate students and the Graduate
School. The award is presented during the Graduate School Commencement ceremony.

Nominations for the Wilson-DeBlois Award should be made to the Graduate Student
Council beginning in February; they should be addressed to gsc_ vpadmin@brown.edu.

5. Horace Mann Award

The Horace Mann award recognizes a distinguished alumnus or alumna of Brown’s
Graduate School. Nominations are sought from graduate programs in early November
and the award 1s conferred at the main Commencement exercises.

6. Recognition Event

All graduate students who have won significant external grants or awards, and who have
had articles accepted for publication are recognized at the spring semester recognition
event. For more information, see:
http://gradschool.brown.edu/go/AwardRecognitionCeremony.

B. Procession and Ceremony

Only students who are receiving advanced degrees from Brown are permitted to
march in the Commencement procession and participate in the Graduate School
graduation ceremony. The College allows undergraduates who are almost finished with
their baccalaureate degrees to march with their class, but the Graduate School insists that
degree requirements be complete. The only exception to this rule is for a diploma that is
withheld for financial reasons. In this instance, a student may march and receive a blank
piece of paper instead of the diploma. Departments are free to include students who are
almost finished in their departmental ceremonies.

After degree requirements are complete but before the next Commencement, a student
may request a Certificate of Completion from the Registrar’s office. This document
satisfies potential employers that the student has completed all degree requirements.



XXIV. Post-Graduation

A. Student Privileges

Students transition from student status to alumni status as of the date of graduation. This
transition entails a number of practical changes of which students should be aware.
Brown card access is terminated on May 31; students who need access to card-controlled
buildings should make arrangements with the appropriate program staff. Students must
return keys to Brown facilities once they graduate unless other arrangements are made
with their program. Brown student email accounts are deactivated on September 25.

Students who have graduated and were covered by the Brown University health insurance
program will continue to be covered by their insurance until August 15. While insurance
coverage remains active during the summer, access to Health Services ends with the close
of the academic year for students who graduate.

B. Alumni Relations

Brown University is proud of the accomplishments of its students, and the University
encourages students to remain in contact with their program staff, faculty members, the
Alumni Office, and the Graduate School. Students who have graduated may contact the
Alumni Office to request activation of an alumni email account and to establish alumni
borrowing privileges at the Brown libraries.

C. Student Records

Students may order official documents at any time from the Registrar’s Office. Students
who complete and file their dissertations during the summer or fall semester may request
a Certificate of Degree Completion once their degree requirements have been fulfilled.
Students who file mid-year will receive their degree in May and their official date of
filing will be recorded on their transcript.





