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This handbook summarizes the Ecology & Evolutionary Biology (EEB) Graduate Program 
policies and procedures and is updated annually.  This guide to EEB graduate study contains 
information about exams, monetary support, required and recommended courses, and regu-
lations and rules specific to this graduate program. It is intended to supplement the General 
Announcements by providing a more detailed description of the EEB graduate program.

In addition to the policies in this handbook, Ecology & Evolutionary Biology graduate students 
must also be in agreement with the General Announcements and Code of Conduct.  In the 
case of any conflicting information, university-wide regulations take precedence over depart-
ment-wide regulations, which take precedence over research group-wide regulations.  When 
in doubt, students should seek help first at the graduate program level (graduate program 
administrator, faculty director of the graduate program, research advisor, and/or department 
chair) and then at the central administration level (office of graduate and postdoctoral stud-
ies).

Please contact Susan Cates, Denise Torres, or Julia Saltz with suggestions for additions or 
clarifications.
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EEB & Biosciences Faculty Committees

Statement of Diversity and Inclusion
BioSciences is firmly committed to work towards Rice University’s stated goals of 
expanding and supporting diversity and fostering inclusiveness across our cam-
pus, classrooms, and research. We recognize and celebrate the contributions 
of diverse perspectives, ideas, and backgrounds in all our endeavors. In accor-
dance with this policy, Biosciences does not discriminate in admissions, educa-
tional programs, or employment against any individual on the basis of race, color, 
religion, sex, sexual preference, national or ethnic origin, age, disability, or veter-
an status. We commit ourselves to creating welcoming, safe spaces in our teach-
ing, in the laboratory, in field sites, at conferences, with our staff, and across aca-
demia. We invite feedback and conversations so that we can continue to do better.
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Graduate Student Help Menu

EEB graduate students are welcome to ask any of our staff for assistance at any time.  
This page provides information regarding each staff member's job title.

The first resource for graduate students is the graduate program administrator, De-
nise Torres, who is the contact for all graduate student records, stipends, scheduling, 
travel, reimbursements, GSA and graduate student events, as well as candidacy and 
defense logistics. The direct back-up for academic matters such as academic records, 
university offices and procedures, travel, awards and scholarships is Susan Cates. Ivy 
Gonzalez is the third member of the academic administrative team; if Denise and Su-
san are both unavailable, she can often answer student questions. Laurie Ebertowski 
and Nidia Aquilar are the supervisors of the accounting team; Cassandra and Jennifer 
specialize in purchasing and research accounting, respectively. Juan Sanchez is the 
first person to contact for assistance with facilities and equipment; Mauro works with 
Juan and handles most of the department equipment and other large deliveries. Jas-
mine Burgess is the faculty coordinator and will be the primary contact for the guest 
seminar series (including lunch with the speaker) and faculty searches. Jasmine also 
works with Denise and Ivy to manage the department conference room reservations, 
building and key access, and other basic department access issues.

 Title Name Phone  Email @rice.edu

Graduate Program Administrator Denise Torres X4207 dtorres

Assistant Chair Susan Cates X5777 susan.cates

Undergraduate Program Coordinator Ivy Gonzalez X4230  ivy.i.gonzalez

Accounting Manager Nidia Aguilar X3403 nidia.aguilar

Post-Award Accounting Jennifer Ramos X2131 jennifer.ramos

Purchasing Accounting Cassandra Smith X4878 cassandra.smith

Facilities Administrator Juan Sanchez X4233 cjds

Receiving/Shipping Mauro Alcorta X4294 malcorta

Executive Administrator Laurie Ebertowski X4774 laurie.ebertowski
Faculty Coordinator Jasmine Burgess X4198 jb200

Student Wellbeing Office • Phone: 713-348-3311 • Email: wellbeing@rice.edu
SAFE Office • Phone: 713-348-3311 • Email: titleixsupport@rice.edu



EEB Graduate Student Association (EEB-GSA)
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1. Goals of the Graduate Program

Graduate education provides advanced specialized training beyond the baccalaureate program. 
The goals of the graduate training provided by the Ecology & Evolutionary Biology graduate 
program are to guide students as they develop into graduates that: 

•	 Are knowledgeable of past and current research accomplishments and techniques in ecol-
ogy and evolutionary biology 

•	 Are adept in independent problem solving and critical thinking skills 
•	 Have demonstrated capacity for independent, publishable research 
•	 Can thoughtfully relate their research to that of others in their field 
•	 Possess effective written and oral communication skills 
•	 Assume responsibility for continued professional growth 
•	 Continuously strive to acquire the knowledge and skills needed for scholarly achievement 

and success in their chosen career 

Graduate study requires that students be committed to: 

•	 Assuming responsibility and demonstrating initiative in their research and scholarly activities 
•	 Engaging in active learning, including participating in weekly departmental and graduate stu-

dent seminars, attending relevant seminars outside of the department, and reading exten-
sively within their chosen field of study 

•	 Initiating and completing innovative and productive research activities 
•	 Improving oral and written communication skills 
•	 Accepting and providing constructive scientific criticism 
•	 Exercising high professional standards in all aspects of work 

The Ecology & Evolutionary Biology graduate program faculty members are committed to train-
ing and mentoring graduate students to reach their full potential as scientists. Faculty seek to 
facilitate students’ progression towards fulfilling and exciting careers in academia, industry, or 
government, and to develop their skills as future leaders in science and society.

This handbook outlines requirements for earning an EEB Ph.D. or M.S., and also presents sug-
gestions for beginning a successful career in science. Meeting these requirements is necessary, 
but not necessarily sufficient; a given advisor and/or dissertation committee will often determine 
additional requirements above and beyond the departmental minimum. It is strongly suggested 
that, early in the process, a student talks with their advisor (or potential advisors) to understand 
the advisor’s philosophy and to understand what will constitute acceptable progress in their lab. 
Students should note that there are a number of rules that appear in the Rice University Gen-
eral Announcements that apply to all graduate students but do not appear in this document.



 

2. Doctor of Philosophy Degree Program in 
Ecology & Evolutionary Biology

Most of the formal course studies will be completed in the first year of residence to allow the 
students to begin thesis research at the end of their second semester at Rice. During the first 
semester, the student will meet with their research advisor prior to course registration and meet 
with the GSAC (Graduate Student Advising Committee) during the December annual review. 
Together the participants will outline a plan for the student’s first year. 

Among a student’s goals during the first year should be to think deeply, read broadly, discuss 
ideas frequently with other students and faculty, develop needed lab, field, and computational/ 
theoretical skills, and begin preliminary research, all in service of developing dissertation project 
ideas. This is an excellent opportunity in which to talk with different faculty members so that a 
student will have an informed set of choices for composing a committee. Appropriate committee 
members are those faculty who think what the student is doing is interesting, and have exper-
tise that will be useful in carrying out the project. 

Students will have completed coursework in ecology, evolution (or equivalent), mathematics
(including calculus), and statistics prior to admission. Deficiencies in these subject areas should
be made up during the first year of residence. 

Course requirements:
• BIOS 532 Ecology
• BIOS 534 Evolution
• BIOS 541 Lab Research Seminar
• BIOS 561/562/563/568 “Topics”; 2 semesters of any combination of Topics courses prior to candidacy
• BIOS 569 Core Course in EEB; must be taken first time offered after student matriculates
• BIOS 584 Graduate Seminar in EEB - Fall; dept. seminar required every semester of residence
• BIOS 586 Graduate Seminar in EEB - Spring; dept. seminar required every semester of residence
• BIOS 589 Outreach Development; at least one semester is required, can be repeated for credit
• BIOS 591 Graduate Teaching; 2 semesters (typically 1 semester in both the first and second year)
• BIOS 801 Graduate Research in EEB; variable-credit course

Students must enroll in BIOS 584/586 during all years of residency and are expected to attend 
all department seminars. Students must complete at least two credit hours in a “Topics” course 
of their choice (BIOS 561/562/563/568) before the qualifying exam, and students are strongly 
encouraged to take at least one Topics course per semester during all years of residency. 
Students must complete at least two semesters of BIOS 591 to gain teaching experience; see 
Chapter 10 (Teaching Assistant Policy in EEB) for additional information on teaching expecta-
tions and opportunities.
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Graduate students must be registered for a minimum of 9 hours each semester (including 
summer) to receive stipend, tuition waiver, and other subsidies. It is recommended that stu-
dents take a total of 15 credits each semester, as 15 credit hours reflects a full-time academic 
schedule and is a more appropriate representation of the amount of time EEB graduate stu-
dents spend on research and training than the minimum requirement of 9 hours. EEB graduate 
students should enroll in BIOS 801 Graduate Research each semester. This is a variable-credit 
course. If students are registered for additional courses, in particular, the required courses for 
first and second year students, they should adjust the number of BIOS 801 hours accordingly to 
bring the total number of credit hours to 15 after registering for their required courses. In sum-
mer, it is typical to register for 15 credit hours of BIOS 801.There is a registration worksheet in 
the appendix and first year students will receive a registration workshop during orientation.

Students must maintain an overall average GPA of 3.0 (B) to remain in good academic stand-
ing. In the case where the average GPA falls below 3.0, the EEB faculty can elect to place 
the student on academic probation to allow them time to improve their GPA through additional 
coursework, or to dismiss the student from the program. In the most common case, students 
receive academic probation for one semester

3. Master of Science Degree Program in 
Ecology & Evolutionary Biology

In addition to the general university requirements, the Master of Science in Ecology & 
Evolutionary Biology requires the completion and public defense of a thesis embodying the 
results of an original investigation. The course requirements are the same as those listed for 
the Doctor of Philosophy degree, except for the number of graduate research hours required 
to meet the minimum stated in the General Announcements for a thesis Master's degree. EEB 
students in the Master's degree program are expected to present a public seminar at the annual 
Graduate Student Symposium.

At least one committee meeting will be held for M.S. students in the second year of residence 
wherein the student will present their thesis outline. Once the committee approves the thesis 
outline, no other preliminary examination or report is necessary prior to the final oral defense 
of the written Master's thesis. General Announcements for the Master's degree in EEB can be 
found under the Graduate tab at the following website:
https://ga.rice.edu/programs-study/departments-programs/natural-sciences/biosciences/

Students defending a master's thesis must follow the protocols outlined in Chapter 7 for the 
PhD, but their deadline for publicly announcing the defense is one week prior to the defense 
date. The general announcements states that at least one copy of the thesis must be available 
in the departmental office not less than two calendar weeks prior to the date of the oral defense; 
this copy should be submitted to the graduate program administrator. The master's thesis is due 
to the committee at least one week prior to the defense date. 



 
4. Evaluation of Progress in Graduate Study

Requirements for Satisfactory Annual Progress
  

Annual committee meeting
The first committee meeting should occur within the first three semesters. At least one commit-
tee meeting is required every academic year after the first meeting. See Chapter 5 on commit-
tees for additional information.

Participation in EEB Graduate Student Symposium
One day in December is set aside for short presentations by EEB graduate students to the 
whole program (see "Chapter 14, EBB Graduate Student Symposium" for more information). 
First-year students will attend the December symposium, but will present for the first time in the 
spring semester of year 1; the remainder of the graduate student cadre is expected to plan to 
present in December. The goals of this day are to:
a) foster awareness of research currently being conducted in the department,
b) encourage feedback that will improve research projects and
c) give students practice in the fundamentally important skill of presenting research
via a professional-meeting style talk. 

Attendance at departmental seminars (BIOS 584/586)
Attendance at departmental seminars is required except under exceptional circumstances. In
addition, participation in afternoon and evening receptions for visiting speakers is an excellent
opportunity for students to increase their scientific networks and talk science with leading
researchers.

Submit proposals for outside research and stipend funding
Procuring funding for research is a critically important skill for working scientists, and one that is 
best developed through frequent grant applications. The annual report template (see forms ap-
pendix) will guide students to include a list of their submitted proposals each year. See Chapter 
15, Financial Support for additional information regarding applying for external funding.

Completion of the annual report
The annual report serves as a record of student progress towards the graduate degree. The
report will be due (via email) to the graduate program administrator by December 1. Some advi-
sors want to see the report before it gets submitted, others do not. You should communicate 
with your advisor about expectations for the annual report. Reports must follow the standard 
formatting guide outlined below (full template in Appendix). The report must include, but is not 
limited to, the student's research plan, a current CV, goals for the coming year, and a self-as-
sessment that reflects upon progress made towards the previous year's goals. 
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The annual report must follow the below format, containing all specified components in the
specified order (see template in Appendix for details on required report content).
1.	 An up-to-date CV, any format may be used
2.	 Annual self-evaluation questionairre (template in Appendix)
3.	 List of all funding efforts (grants, fellowships, awards) sought in the past year, with indication 

of status (e.g. awarded, pending, declined)
4.	 List of all talks and research presentations conducted over the past year
5.	 Dissertation research summary (format based on year in the program)
6.	 Table of research activities over the past year

Evaluation of Annual Progress
During December, a meeting of the EEB faculty will take place to evaluate each student in the
graduate program. Each student's annual report and the student’s thesis committee report will 
be available to all faculty before and during discussion. Ratings will be based on student re-
search activity and productivity as well as compliance with the basic requirements for degree 
progress listed in this handbook. It is expected that the majority of students will receive ratings 
of Satisfactory. Failure to meet any of the basic requirements listed in the handbook will result in 
an automatic Unsatisfactory rating. In cases where the student has met the basic requirements 
but is deemed to be making insufficient progress, the faculty may either give an Unsatisfactory 
rating, or dismiss the student from the program, based on a 2/3 majority vote. In cases of unsat-
isfactory progress, the student will be given a timeline to meet the requirements laid out in the 
progress evaluation. If the requirements are not met in accordance with the timeline, the student 
will be dismissed from the program. A helpful checklist of expected graduate student progress in 
the EEB program is in the Appendix. Ratings of Unsatisfactory in two consecutive years will lead 
to automatic dismissal.

		  Possible ratings for Annual Progress: 
			   • Satisfactory
			   • Unsatisfactory 
			   • Dismissed

5. Committees

Students tend to underestimate the value of a committee in designing a timely and feasible dis-
sertation. Furthermore, when grant proposals are submitted and upon entry into the job mar-
ket, students often rely on committee members for letters of reference. Thus, it is important to 
provide committee members with the opportunity to be familiar and enthusiastic about the topic, 
design, and execution of the dissertation through frequent meetings.
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Committees in the Ecology & Evolutionary Biology program must have at least 4 members. 
Three of the four must be BioSciences faculty members, including the student's research advi-
sor; the other two BioSciences members can include professors, associate professors, and 
assistant professors. Faculty Fellows in Ecology & Evolutionary Biology are not eligible to serve 
on thesis committees. The fourth member must be an "outside" member, i.e., faculty at Rice 
with a primary appointment outside the Department of BioSciences. For instance, Luay Nakhleh 
may be used as an "outside" committee member. Students commonly identify faculty in Statis-
tics (STAT), Computational and Applied Mathematics (CAAM), Psychology (PSYC), and Earth, 
Environmental & Planetary Sciences (EEPS) when looking for an "outside" member . It is also 
helpful to consult the research advisor and other graduate students for ideas for outside mem-
bers. Students should ask prospective committee members if they would be willing to serve 
on the committee (this includes attendance at annual committee meetings, reading the thesis, 
and participating in the defense). Once a student has recruited their committee members, they 
should provide this list to the graduate program administrator.

First year students are encouraged to meet with the BioSciences members of the thesis com-
mittee during their second or third semester and no later than the end of the fall semester of the 
second year. It is recommended for students to consult with the research advisor as they are 
preparing for the committee meeting to discuss expectations for what should be provided in the 
meeting. Students should continue to meet with the thesis committee once per academic year 
through the remainder of their graduate tenure. Participation of the external (outside BioSci-
ences) committee member is not required at first- and second-year meetings, but this member 
must participate in the qualifying exam. Students are encouraged to consult with committee 
members outside of committee meetings as well, these individuals have volunteered to support 
your research efforts.

It is the student’s responsibility to schedule each committee meeting after coordinating with the 
graduate program administrator and the committee members. The graduate program adminis-
trator can help find an available room for the meeting and will put the meeting on the Graduate 
Student Calendar; additionally, the graduate program administrator reports that the meeting oc-
curred for the annual report. Students should bring a blank copy of the Graduate Student Com-
mittee Meeting form to each meeting (form template in Appendix). After the committee com-
pletes the form, it should be returned to the graduate program administrator to be filed in the 
student’s departmental record. If the committee requires any additional reports, assignments, or 
courses to broaden knowledge regarding a student's research, the due date for these additional 
requirements should be written on the Gradute Student Committee Meeting form.

Officially, the graduate program director appoints each student’s committee, but typically the ad-
visor and student suggest committees and the director approves these suggestions. The gradu-
ate program director or department chair approves all changes to the committee. 
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6. Qualifying Exam and Advancement to Candidacy

Requirements for Advancement to Candidacy
1.  Completion of all degree requirements and any additional coursework required by the stu-
dent’s major advisor and/or dissertation committee, and all University requirements listed in the 
General Announcements for doctoral candidacy. 

2.  The qualifying exam to achieve doctoral candidacy (referred to also as the candidacy exam) 
is a written dissertation project proposal of 8 single-spaced pages, excluding references and 
figures. The goals of this proposal are a) to ensure that students embark on their dissertation 
research with clearly-formulated questions and a plan, b) to present this plan to the committee 
in a comprehensive way, c) to develop general written communication and grant-writing skills, 
and d) to give the student a head start on applying for potential sources of research support.  

The dissertation project proposal must include: 
• A problem statement
• A review of current literature in the area of study
• A detailed plan of study
• A summary of preliminary research conducted by the student
• A detailed rationale for the proposed work
• Clearly stated objectives
• A testable hypothesis(es) when appropriate, consistent with the problem statement
• A description of research design, field and laboratory studies, methods, and data analysis

Proposals should include preliminary data based on dissertation progress to-date. It is strongly 
suggested that a first draft of the proposal be given to the student’s major advisor 60-90 days 
prior to the expected date of the candidacy exam. By doing so, a student increases the chances 
of producing a high-quality proposal and should be able to avoid last-minute postponements of 
the candidacy exam.  The proposal must be approved by the student’s major advisor prior to 
distribution to the dissertation committee, and the committee and the Graduate program ad-
ministrator must receive the proposal no less than 2 weeks prior to the date of the scheduled 
candidacy exam.  

3.  An oral candidacy exam must be taken by the end of the 5th semester. Under extraordinary 
circumstances, a student may petition the GSAC for an extension of the candidacy exam dead-
line past the 5th semester. The GSAC will make a recommendation to the department chair, 
who will make the final decision on whether the extension is granted. The exam includes  a) a 
required talk (suggested time: 20-30 minutes) presenting the student’s research plan; b) ques-
tions from and discussion with the committee on the student’s research plan; and c) questions 
from the committee on general knowledge of ecology and evolutionary biology at the level of an 
introductory ecology or evolution course.  It is the student’s responsibility to schedule the exam 
after coordinating with the dissertation committee.  It is highly suggested that the student meet 
with each of their committee members individually, at least two months prior to the scheduled 
exam, to find out their expectations on what constitutes general knowledge and to get their sug-
gestions for readings. 



Students not passing the exam on the first attempt will have one opportunity to retake the exam; 
this second attempt must normally occur by the end of the 6th semester.  On a student’s first 
exam, the outcome will be either “Pass” or “Retake”; on a student’s second exam, the outcome 
will be either “Pass” or “Fail”. A rubric for the qualifying exam is available in the Appendix. After
passing the qualifying exam, students should fill out the official petition for doctoral candidacy
(Appendix) and submit the form to the graduate program administrator, who will supply the
supporting documents.

If a committee member is on sabbatical or leave, the student can ask someone else to fill in for 
the qualifying exam; consult your advisor on who might be a good substitute. Committee meet-
ings and qualifying exams should be scheduled at the start of the semester in which they occur 
(within the first month of the semester), but can be rescheduled if needed. Students may reach 
out to GSAC with questions about the qualifying exam as well.

The PhD experience is tailored to each individual student, under the guidance of the advisor 
and thesis committee. This handbook provides general guidance on what to expected at the 
qualifying exam, but every qualifying exam is different. It is important that students have clear 
communication with their advisor and committee about expectations for the qualifying exam.

The master's thesis and defense replace the qualifying exam for students who are approved to
continue to the doctorate after receiving the M.S. degree from the EEB program.
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7. Preparation and Final Oral Defense 
of the Ph.D. Thesis

Thesis
A Ph.D. thesis has a minimum of three publishable units. Students considering academia as 
a career should likely aim for more than three publications from their thesis work. It is wise to 
consult with the major advisor on this topic, as fields of study and labs differ. In addition, it is 
important to consult with the major advisor on the timing of manuscript submission. While some 
advisors may be fine with submission after the degree has been awarded, others may make the 
thesis defense contingent upon submission or publication of at least some of the thesis work.

For the format and deadlines associated with the preparation of the doctoral thesis see the Rice
University guidelines. The structure of the thesis (number and format of chapters, etc.) will vary
and will be designed in consultation with the major advisor.

Public Oral Defense
The doctoral thesis defense involves a public seminar presentation, followed by an oral
examination defending the written thesis. All Ph.D. students must defend the thesis before
the end of the 16th semester in residence. The student’s advisor must give approval before
a student can schedule their thesis defense. After approval is given, a student must talk to
the graduate program administrator to reserve a room and to announce the defense officially
through the Office of Graduate and Postdoctoral Studies (https://events.rice.edu/rgs/). This
announcement must be submitted at least two weeks prior to the defense date. University
rules also require that a copy of the thesis be available within the department. The department
copy should be sent to the graduate program administrator in PDF format two weeks before
the defense date. The student should also send a copy of the thesis to the committee no less
than two weeks prior to the date of their oral defense. Students should check with committee
members to find out if they prefer a PDF or a printed copy of the thesis.

Administrative deadlines for the last semester are imposed by the Office of Graduate and
Postdoctoral Studies (GPS) and are listed for the current academic year in the General
Announcements and on the GPS website. It is recommended that students contact the graduate
program administrator, who can reduce these guidelines to the ones that are pertinent to the
EEB graduate program for you. Additionally, the registrar's office requires that students file an
application for degree by the deadline listed on the academic calendar for the semester they
wish to receive degree conferral. The application is available in the Esther account. Students 
should investigate their stipend and insurance coverage end dates as they are scheduling their 
thesis defense.  The deadline to submit the final, corrected thesis is 6 months after the defense, 
but the stipend and insurance coverage may end sooner than that. It is recommended that you 
consult with the graduate program administrator because many factors can affect stipend and 
insurance coverage, including which semester you plan to graduate, when you plan to submit 
the final thesis, and when you plan to apply for degree conferral.
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8. DEPARTMENT SEMINARS – BIOS 584/586

Graduate students are required to register for and attend the departmental seminar series,
which constitutes BIOS 584 (fall) and BIOS 586 (spring). These seminars are usually scheduled
on Mondays at 12:00 pm. Ecologists and evolutionary biologists from outside of Rice meet
with faculty and share their latest findings through a seminar presentation for all members of
the EEB program. During the seminar speaker’s visit graduate students can sign up for one
of the limited spots to have lunch with the seminar speaker. Students should see the faculty
coordinator to sign up for speaker lunches.

9. EEB OUTREACH DEVELOPMENT SEMINAR – BIOS 589

This course is for Rice students interested in developing life science outreach initiatives that
target underserved K-12 students in the Houston area. Goals of the course include developing
hands-on teaching modules related to Texas science education standards and expanding
graduate student teaching experiences beyond the University setting. EEB graduate students 
must complete one semester of this course during their pre-doctoral training, and they are en-
couraged to participate beyond one semester. Each semester, BIOS 589 meets once a week. 
Participation in this seminar after the first semester is optional. The faculty director of the gradu-
ate program is the instructor-of-record, but the topics, objectives, class meetings, and events 
are student led and organized. This course will be graded on a Satisfactory (S)/Unsatisfactory 
(U) scale.
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10. Teaching Assistant Appointments in 
Ecology & Evolutionary Biology 

BIOS 591
Students in the EEB graduate program are required to complete a minimum of two semesters
of BIOS 591 (Graduate Teaching in Ecology & Evolutionary Biology) prior to PhD candidacy. In
BIOS 591, students gain training and experience in teaching by serving as lecturers, discussion
leaders, field and lab course assistants, and graders in sections of undergraduate courses. Prior
to teaching, students are required to attend departmental and university training workshops
to understand expectations, regulations, and strategies for working with undergraduates.
Additionally, students should work with the faculty instructor to determine the duties particular
to each course, and are encouraged to use this as an opportunity to develop professional
pedagogical skills. Any disputes between TAs and instructors should be resolved according
to the dispute resolution process outlined in section 23. Course assignments are made by the
department chair at the recommendation of the EEB graduate program director, and are made
in consideration of student and faculty preferences and departmental needs. Most students will
satisfy this requirement during the first two years of their program.No student, in any year of 
their program, may be enrolled in BIOS 591 while fully supported on an external fellowship. In 
such cases, first or second year students students who are fully supported on external fellow-
ships such as the NSF GRFP may petition GPS to postpone the BIOS 591 requirement when 
applying for PhD candidacy and satisfy the minimum two semester requirement for BIOS 591 
after advancing to candidacy. A second option is to go on reserve with the fellowship program in 
the first or second year to satisfy TA requirements, but this option requires advisor approval 

Graduate teaching beyond the two-semester requirement
EEB graduate students have opportunities to gain additional teaching experience beyond the
minimum requirement of two semesters of BIOS 591. These additional teaching opportunities
provide valuable preparation for teaching-oriented careers, allow students to explore topics of
interest, and provide assistance to the department’s mission in undergraduate education. Each
spring, experienced students who have already met the two-semester teaching requirement
will be surveyed by the graduate program administrator to assess their interest in enrolling
in BIOS 591 during the following academic year and their course preferences. These course
preferences will supersede faculty preferences and other considerations in graduate student
placement (i.e., experienced student preference will be the first priority). In cases where multiple
experienced students request the same course, placement will be made based on seniority
when possible, or, for students of equal seniority, one will be selected randomly. Experienced
students who enroll in BIOS 591 beyond the two-semester minimum will be eligible (but not
required) to play a larger role in course development and delivery, including (but not limited to)
syllabus design, exam preparation, and lecture delivery. These arrangements will be made in
coordination with the faculty instructor.
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In instances where the availability of graduate TAs falls short of the department’s undergraduate 
teaching needs, or where the advisor requires supplemental funding to support a student, stu-
dents may be required to participate in graduate teaching, even if they did not express interest 
in doing so. 

BIOS 119
EEB graduate students have the opportunity to serve as lead instructors in BIOS 119. BIOS 119 
is a freshman seminar that introduces freshmen to biosciences research at Rice. Freshman stu-
dents read and discuss scientific literature and tour Rice labs to see facilities and meet faculty 
and students. The goals of this seminar are to introduce freshmen to the excitement of research 
while providing interested graduate students a venue to hone their teaching skills. Graduate 
students serve as course instructors in a mentored, but independent, section format over seven 
weeks. Student instructors must have the consent and support of their major advisors to partici-
pate. Graduate student instructors are listed as the instructor-of-record and receive official Rice 
teaching evaluations. Serving as an instructor for BIOS 119 does not toward BIOS 591 degree 
requirements.
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11. BIOSCIENCES TEACHING AND MENTORING
TRAINING PROGRAM

The BioSciences Department offers a set of optional activities for graduate students and
postdoctoral researchers interested enhancing and documenting their teaching and mentoring
experiences at Rice. Support from the research advisor is required for participation. Progress
must be documented on the Record of Training Activities form. Guidelines and the Record of
Training Activities form can be found on the BioSciences website, under Graduate Studies.
For additional formal pedagogical training, the Rice Center for Teaching Excellence offers
an accredited "Certificate in Teaching and Learning" (https://cte.rice.edu/grads) that can be
completed with advisor permission.

12. FIRST YEAR STUDENT MENTORING PROGRAM
Two to three first-year students are paired with two to three advanced students, usually a sec-
ond year student and a more advanced student. These mentoring groups meet for lunch several
times during the first year to provide advice and support for classes, rotations, adjusting to
graduate school, and life in Houston. In addition to this formal mentoring program, any student
experiencing difficulties is encouraged to talk with the EEB graduate program director, the EEB
graduate administrator, the department chair, or the department assistant chair, who will en-
deavor to provide assistance. Additional resources are listed in the handbook chapter entitled 
Student Resources.

13. INDIVIDUAL DEVELOPMENT PLAN (IDP)

The American Association for the Advancement of Science has an online tool to help young
scientists set and manage career goals. The Department of BioSciences recommends that all
doctoral students take advantage of these online tools at http://myidp.sciencecareers.org.

14. EEB GRADUATE STUDENT SYMPOSIUM

While assessment is not a specific goal of the Graduate Student Symposium, students should
be aware that their talks may be a major route by which some faculty (e.g., those not on par-
ticular thesis committees) learn about the progress the student is making, and therefore that the 
talk may play a role in the faculty discussions of annual progress. A checklist to help organize 
the research talk and a document with recommendations for creating an outstanding research 
presentation are included in the Appendix of this handbook. Faculty provide feedback on stu-
dent presentations through a standardized evaluation form (Appendix). First-year students will 
attend the December symposium, but will present for the first time in the spring semester of 
year 1 and may choose to talk about previous research (e.g. from a master’s thesis done else-
where) or simply present a talk on a topic of interest and how it relates to a potential thesis. 
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15. FINANCIAL SUPPORT

As an entering student, the Ecology and Evolutionary Biology graduate program will provide a
stipend of $25,500 for 9 months, normally for a period of five years for doctoral students and
two years for master's students. Including summer salary support ($8,500) typically provided
by the advisor, the total 12 month stipend is $34,000. As a recipient of the program graduate
stipend, the Office of Graduate and Postdoctoral Studies provides a full tuition waiver, a value
of over $50,000 per year. For students to receive these awards, they must be full-time Rice
University Graduate Students (registered for a minimum of 9 credit hours). A student's ongoing
financial support (program stipend and associated tuition waiver) each year will depend upon
satisfactory performance, academic good standing, reasonable progress toward one's degree, 
and the commitment of an appropriate advisor..

Fellowships
While grant opportunities vary among students (e.g., non-U.S. citizens have fewer options 
than citizens), students should make annual attempts to procure outside research and stipend 
funding. Many of the students in the BioSciences Department have been awarded independent 
funding from sources such as the National Science Foundation Graduate Research Fellowship
Program, other federal funding sources, private sources, and university fellowships. A student's
major advisor can help them determine the fellowships for which they would be most competi-
tive. (Note! The NSF GRFP can only be awarded in the first or second year of graduate level-
studies.)

Payroll
Graduate student stipends issued through Rice will be paid out bi-weekly. Depending on how 
many weeks there are in a month, students will receive 2-3 payments per month. Students on 
fellowships won’t have taxes withheld from each paycheck, but students on research assistant-
ships (RA) and teaching assistantships (TA) will have tax withholding.. All full-time graduate 
students who are supported by a stipend receive a full tuition waiver during their residency; EEB 
does not allow Ph.D. students to be part-time. If you have questions about your paycheck or 
pay stub, please consult the graduate program administrator first; they are your liaison to the 
other Rice offices.
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Research Funding
Sources of funding for student research vary across labs. In some cases, the student’s research
is closely aligned with that of the major advisor and is funded via their grants. In other cases,
students will find it necessary to obtain funding from outside sources for particular projects.
Philosophies differ across advisors and it is wise to have an early and frank discussion with 
one's advisor about these issues. Additionally, the Office of Graduate and Postdoctoral Studies 
curates a database of grant opportunities that you can find at their website (graduate.rice.edu). 
Students should coordinate all proposal submissions with Katie Ta (katie.ta@rice.edu), who can 
assist you in complying with the university guidelines and is also a resource for budget tem-
plates, and other grant proposal components.

Once a student receives a fellowship or research grant, they should immediately notify Katie Ta 
(katie.ta@rice.edu), and Nidia Aquilar (na19@rice.edu) to complete any paperwork that might 
be required to make the funds available from the granting agency.

Summer Salary
Nine months of a student's salary in the EEB program comes from either the department, a
fellowship, or the research advisor. Summer salary typically comes from the advisor’s research
funds, and is dependent on available funds and student progress; as decided by the advisor. 
All students should discuss summer salary with their research advisors at the beginning of the 
spring semester, preferably in January. 

Bonus Pay
A $500 bonus, contingent upon availability of funds, will be awarded by the department to a 
student who applies for an external (non-Rice) fellowship during their residency in the graduate 
program and receives an award in an amount that corresponds to at least 50% of the student’s 
annual stipend. A student may receive a bonus only once during the student’s residency in the 
graduate program even if multiple awards are received. 
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16. GRADUATE STUDENT TRAVEL

Students are encouraged to participate in national and international scientific conferences,
symposia, and workshops. This participation enables students to present their work to a wide
audience, listen to research presentations from a range of speakers, and meet with individuals
sharing common research interests. Students also use these meetings to network with future
collaborators and employers. To expedite participation, funds may be available to defray the
costs of attendance. These funds are available to students who will present their research
(oral or poster). Calls for applications for the BioSciences Graduate Student Travel Award are 
typically issued in April and November each year. Students apply for the awards by checking 
the box on the travel authorization form. BioSciences Graduate Student Travel Awards are dis-
pensed depending on the available funds and number of applicants in a given year. Funds can 
be used for transportation, shared lodging, meals, and registration. If more students apply than 
funds can support, applications will be prioritized based on time of last travel support, senior-
ity, academic standing, and importance of the meeting for the professional development of the 
student.

Students should ask their research advisors if they recommend a particular conference. Most
conferences have travel awards sponsored by the conference association. Students are
expected to apply for conference travel awards and travel awards from other Rice sources such
as the Institute of Biosciences & Bioengineering (IBB) and Women in Natural Science (WiNS),
in addition to applying for department funds. Failure to apply for external awards could reduce
chances of receiving departmental travel awards. Cash Advances are available to graduate 
students traveling internationally. The Cash Advance Request Form (see appendix) should be 
submitted at least 3 weeks prior to departure.

All students must use the Biosciences Graduate Student Travel Pre-Authorization Form
(see Appendix) for conferences or research-related travel. This form is essential for adminis-
trative and safety purposes. Communicate travel plans with the graduate program administra-
tor before making travel arrangements through the travel pre-authorization form before travel 
arrangements are made. Whether students receive travel funds from the department, a training 
grant, an outside fellowship, or the advisor, travel guidelines must be followed. Reviewing guide-
lines in advance will prevent misunderstandings regarding costs that are reimbursable versus 
costs that cannot be reimbursed. The graduate program administrator can help students make 
travel/registration purchases in advance to avoid carrying large expenses on personal accounts 
and work with students on approved reimbursements.

Reimbursements
Review the Travel guidelines in the Forms Appendix of this handbook before traveling to insure
that you have a good understanding of the expenses that are allowed for reimbursement
and the documentation you will require to receive reimbursement. The graduate program
administrator is available for questions you have about travel.
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17. DEPARTMENT VEHICLES

To drive a department vehicle or a vehicle rented for Rice use, students MUST notify the gradu-
ate program administrator they wish to be added to the list of drivers for the department. This 
will ultimately result in a request for students to fill out a Motor Vehicle Record Check (MVR) 
form that allows Rice to do an investigative consumer report that would reveal any records con-
cerning any driving, criminal history, credit history, and civil record. A copy of the driver's license 
is also submitted with this form. Submit these documents to the graduate program administrator 
who will send it to the Department of Risk Management. The department staff will notify you if 
Risk Management requests additional training or other requirements.

If graduate students get in an accident while driving a department vehicle, they should notify the
BioSciences office staff immediately.

18. POLICY ON EXTENDED ABSENCE

Students in the EEB graduate program are expected to maintain a regular presence on campus
during the academic year and participate in program activities. The faculty recognize that there
may be good reasons for students to engage in extended off-campus activities during the
academic year, such as field work or visits to collaborating institutions. If a student expects to
be absent for more than four weeks of a semester (cumulatively), they are required to notify
the Graduate Student Advising Committee (GSAC) with the duration and reasons for extended
absence. GSAC will approve extended absences for activities that clearly add value the
student’s degree program. GSAC approval should be arranged through the graduate program
administrator at the beginning of a semester but may also be sought during the semester for
cases when unexpected off-campus activities arise. This policy applies to the academic year
(Fall and Spring semesters) and not summer.
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19. MEDICAL OR PARENTAL LEAVE

Medical leaves and other types of interruptions of study are handled according to the 
guidelines in the General Announcements (http://ga.rice.edu/). If a graduate student 
temporarily cannot fulfill the duties of their appointment due to a medical emergency or 
the adoption/birth of a child, the student may be temporarily released from academic 
responsibilities as described below. A student may apply for short-term medical or 
parental release at any time during the semester. The application form can be found in 
the Graduate and Postdoctoral Studies form library (http://graduate.rice.edu/). Enroll-
ment and stipend support may be continued for up to six weeks or until the appointment 
expires (whichever occurs first). Graduate and Postdoctoral Studies requests that short-
term parental release requests be submitted four weeks prior to the expected start date. 
Students taking a voluntary short-term release should make arrangements
with their advisor and instructors to complete their academic responsibilities in a timely 
manner. Students receiving a short-term medical or parental release may also request a 
1-semester postponement of graduate program deadlines that occur in the year follow-
ing the 6-week leave. For example, upon returning to full-time research following the 
6-week leave, a student may request a 1-semester delay in an upcoming EEB Graduate 
Student Symposium presentation, committee meeting, and/or qualifying exam. 

A student may request deferral of TA responsibilities for one semester. Such requests 
should be made in writing via email to the graduate program director and copied to the 
department chair. In subsequent years, the student would be expected to meet standard 
program deadlines. We strongly encourage students who are experiencing a medical 
issue or anticipating the birth or adoption of a child to talk with the director of graduate 
studies, the department chair, and/or the assistant department chair to discuss the full 
range of options that may be available.

20. VACATION POLICY

Arrangements for holidays and other time off must be made in advance in consultation 
with the advisor and must be in compliance with university rules and any guidelines 
from funding agencies. Full-time graduate students are entitled to 10 weekdays of paid 
annual leave, in addition to University holidays. Unused days may not be carried for-
ward year to year and do not accrue payable time upon departure. Graduate students 
must coordinate their vacation plans with their advisers sufficiently far in advance to 
avoid last-minute conflicts. Students may sometimes be required to work on University 
holidays in order to staff ongoing projects and operations; students who work on a Uni-
versity holiday will be able to use this paid day off at another time.

Time away for professional activities (conferences, workshops, interviews, for instance) 
shall not count against vacation time.
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Short absences (those anticipated to be less than one week) due to a student’s illness or that
of a family member should be granted upon notice to a student’s supervisor, provided they
are commensurate with the episode. These should not be deducted from any vacation leave.
Longer absences may require temporary release from academic responsibilities. Please see
Chapter 19 (Medical or Parental Leave) for more information.

21. PROCEDURE FOR LAB ACCIDENTS

Graduate Students classified as a Fellow, Teaching Assistant (TA) and/or Research Assistant
(RA) injured in the lab at Rice University are covered under worker’s compensation. Rice
Student Health Center does not provide medical services for workers compensation care.
Therefore students injured in the lab should not go to Rice Health Services. The following
protocol should be used for all lab injuries.

Emergency
Call Rice University Police Department at 713-348-6000 (X6000, Do not call 911)

• RUPD will dispatch officers to the scene and Rice EMS if needed.
• In case Houston Fire Department trucks or ambulances are needed, RUPD will meet them
at the entrance gates and guide vehicles to the location.
• Be sure to tell the RUPD dispatcher of the location, and clearly describe the incident.

If the incident involves chemicals, biological material, or radioactive materials your
supervisor or someone in the laboratory should contact Rice Environmental Health and
Safety at 713-348-4444 (x4444).

When injury or illness involves a chemical, the Safety Data Sheet (SDS) should accompany
the victim to the hospital. A First Report of Injury Form must be filed with the Director of Risk
Management, VP for Administration (MS-670). An Accident/Incident Report must be submitted
to your Department head and Environmental Health and Safety. The form is available on the
Environmental Safety website at http://safety.rice.edu/

Administer First Aid, if necessary.
Evacuate the area, if necessary.
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Non-Emergency
Minor medical injuries/illness occurring in the workplace should be reported immediately to the
injured party’s supervisor. The supervisor should fill out a First Report of Injury Form (available
from Risk Management http://riskmanagement.rice.edu/ or Environmental Health and Safety
http://safety.rice.edu/). Submit this form Risk Management staff as soon as possible (https://
riskmanagement.rice.edu/contacts).

If non-emergency medical attention is needed, the student should seek treatment at NOVA
Clinic (workers compensation care) located at 9563 Main Street. Contact Risk Management for 
an
appointment. If transportation is not available, a request can be submitted to NOVA to provide
transport.

 

22. Title IX Support

Assault, harassment, discrimination
Rice encourages any student who has experienced an incident of sexual, relationship, or other
interpersonal violence, harassment or gender discrimination to seek support. There are many
options available on and off campus for graduate students, regardless of whether the
perpetrator was a fellow student, a staff or faculty member, or someone not affiliated with the
university.

Title IX of the Higher Education Amendments of 1972 prohibits discrimination on the basis of 
sex in education programs and activities. Students should be aware when seeking support on 
campus that most employees are required by Title IX to disclose all incidents of non-consensual 
interpersonal behaviors to Title IX professionals on campus who can support the student. The 
therapists at the Rice Counseling Center and the doctors at Student Health Services are confi-
dential, meaning that Rice will not be informed about the incident if a student discloses to these 
staff members and requests confidentiality. Rice prioritizes student privacy and safety, and only 
shares disclosed information on a need-to-know basis. If you need assistance or simply would 
like to talk to someone, please call Rice Wellbeing and Counseling Center, which includes Title 
IX Support: (713) 348-3311.

Additional resources are available at www.safe.rice.edu.
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23. DISPUTE RESOLUTION

Petitions
Students may need to file a petition for an exception to academic requirements, regulations, and
decisions for a number of reasons, including personal illness, family illness or death, off-campus
externships, etc. Under University guidelines, petitions are to be viewed as “unusual, rather
than typical.” Students should address questions about the petition process to the Graduate
Student Advisory Committee (GSAC). All appeals of decisions should be made at the lowest
possible administrative level above that at which the original decision was made. For example,
exceptions to a course requirement would be made to the GSAC. An appeal of a decision
made by a thesis committee, the GSAC, or a member of the EEB faculty would be to the direc-
tor of the EEB graduate program or to the department chair. Graduate students may petition for
exceptions to academic requirements, regulations, and judgements by following the procedures
outlined in the Rice General Announcements (http://ga.rice.edu/).

Grievance Process
Problems or conflicts may arise during a student’s graduate education, and students must take
responsibility for informing faculty. Depending on the problem, students should feel free to ask
for advice from their advisor, members of their thesis committee, the BioSciences or Natural
Sciences ombudsperson or a member of the grievance committee (see page i), or any faculty 
member
with whom they feel comfortable. It is best to move to resolve any conflicts quickly and amica-
bly.

However, if attempts to resolve a problem informally are unsuccessful, the following grievance
procedure should be followed:

1. The student should submit the grievance in writing to the department chair, who will at-
tempt to resolve the problem.

2. If the student remains unsatisfied, the problem should be presented for resolution to the
BioSciences graduate grievance committee, a standing departmental committee (page i). If 
a member of this committee also serves as the student's advisor or on the student’s thesis 
committee, the student may ask the chair for an alternate pro tem committee member. Both 
the student and the chair should submit a written record of their view to this committee.

3. If the student remains unsatisfied with the resolution of the issue, the problem should be
referred to a standing subcommittee designated at the Graduate Council and composed of
three faculty members (representing diverse disciplines within the University), one graduate
student, and the Dean of Graduate and Postdoctoral Studies. A written report of proceedings
at stage two should be presented to the Chair of the Graduate Council, for forwarding to the
subcommittee, together with all other written materials generated during the investigation. 
The decision of this subcommittee will be final.
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24. RESPONSIBILITIES AND EXPECTATIONS FOR
EEB GRADUATE STUDENTS AND FACULTY ADVISORS

Students and advisors are encouraged to discuss relevant items from the list below periodically.
These lab-specific topics do not override program, department or university policies or
requirements. Regular discussion around these issues may provide education, increase
productivity, and avoid misunderstandings.

1. Research and training
What is the initial project? How flexible is the project direction? How might the project develop
or change over the course of training? To what extent are students encouraged or expected
to collaborate on additional projects in the lab? How will collaborations outside the lab be
navigated? Who, in addition to the advisor, will/may provide research guidance? What additional
formal training (via courses or workshops at Rice or elsewhere) is recommended? What
software is needed on the student's computer? What training is required to use instruments and
equipment in and outside the lab?

2. Frequency and methods of communication
How often will the student and advisor meet in person? Communicate via email? Who is
expected to initiate one-on-one meetings? Will these meetings be scheduled or sporadic? What
should students bring to meetings (notebooks, data, etc.)? Are there regular lab meetings?
What level of participation in lab meeting discussions is expected? When is it acceptable to
miss lab meeting?

3. Preparation of progress reviews, candidacy exam, and thesis documents
Does the advisor have suggestions for possible committee members? What level of input will
the advisor provide on written documents and presentations? How much time does the advisor
need to provide useful feedback? What is the targeted number of iterations? Who else in the
lab can provide feedback? Will opportunities for practice talks be provided? What writing and
organizational strategies during the course of the project will facilitate preparation of the thesis
document?

4. Authorship and publication
What constitutes authorship? How is the order of authors determined on a manuscript or
abstract? What is the process for writing manuscripts? In what ways, besides authorship, might
a contribution be acknowledged? How is the outlet for publication decided? Is there a specific
expectation for a number of manuscripts (published, submitted, and/or in preparation) and the
student’s authorship position on these manuscripts for graduation? Are there situations (e.g.,
publications by other groups) that would alter this expectation? Will there be opportunities or
expectations for providing feedback on manuscripts of other lab members?

5. Intellectual property
What is the policy for claims on intellectual property and data ownership? When are claims
worth considering? How will pending claims impact when the research can be presented in
public forums?
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6. Notebooks, data, media, samples
What are the laboratory policies for storing, backing up, and sharing notebooks, samples, or
other information relevant to ongoing and completed projects?

7. Common laboratory responsibilities
Which duties are shared among lab members? Which are the student’s specific responsibilities?
What is the procedure for purchasing materials for research?

8. Mentoring experience
Are there opportunities or expectations that the student gain experience mentoring junior lab
members (e.g., undergraduate researchers or other visiting students)?

9. Work hours and time management
How many hours per week is the student expected to work in the lab? Does the schedule
matter? (E.g., should there be substantial overlap with the hours of the advisor or another lab
member?) How should students balance time conducting experiments/research versus reading
relevant literature? Are there advantages or disadvantages to doing some work (e.g., computer
work, reading, writing) off site? Which outside activities require consultation with the advisor
prior to participation? How much advance notice is required when requesting vacation days?

10. Seminars and conferences
Which seminars in addition to department-sponsored seminars should the student attend?
Under which conditions can or should a student travel to a conference? (E.g., only if the student
is presenting?) Which specific meetings are most relevant? Who covers costs, and what is
covered?

11. Professional development and career planning
What career path is the student considering? What arrangements can be made for participation
in internships, workshops, teaching, courses, etc. relevant to possible careers without
compromising research training? What is the process in the field of interest for academic and
non-academic job searches? Are there individuals in the career path of interest who could be
useful resources for the student? A student’s plans may change during the training period; this
is a good conversation to revisit periodically.

*Adapted from text suggested by a TAMU Faculty-Student Agreement Task Force with input 
from BioSciences faculty,
students, and graduates.
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25. Student Requests to Switch Advisors

Because switching advisors will likely affect progress towards the degree and/or financial
support arranged by the previous advisor, students should only consider switching advisors in
extraordinary circumstances. However, in rare cases a student may feel that their interests
could be better served by working with a different advisor. Requests to switch advisors will
be handled on a case-by-case basis. The EEB graduate program will endeavor to assist the
student; however, the student bears the ultimate responsibility of finding a new advisor.

Procedure:
1. The student should first discuss issues with the current advisor and attempt to resolve any
concerns or problems.

2. If the student feels that issues are insurmountable, they are encouraged to request
guidance from the EEB graduate advising committee members, the BioSciences or Natural
Sciences ombudsperson, or the department chair.

3. If the student still wishes to switch advisors, the student should speak with a faculty member
whose research interests are in line with their research interests, who is willing to serve as the
student's advisor, and who has funding to support the student.

4. If the student finds another faculty member willing to serve as their advisor, the student
should submit a petition to the department chair for approval of the change. This petition must
have the endorsement of the new advisor.

5. If the department chair approves the switch, the graduate program administrator will process
the paperwork required to change advisors.

6. If a student changes advisors prior to achieving candidacy, the new advisor and the student
may wish to petition the graduate advising committee to request a short delay in the timeline for
completion of the qualifying exam.
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26. RESOURCES FOR STUDENTS

Center for Academic and Professional Communication
https://capc.rice.edu; (713) 348-4932
Help with writing papers and theses, presentation skills through individual consultations and workshops

Center for Teaching Excellence (CTE)
http://cte.rice.edu/; (713) 348-2929
Offers Certificate in Teaching and Learning and TA training

Graduate Student Association (GSA)
http://gsa.rice.edu/
Hosts community-building events and represents graduate student interests

Office of Graduate and Postdoctoral Studies (GPS)
http://graduate.rice.edu/; (713) 348-4002
Forms, registration information, time boundaries, thesis guidelines, and other resources

Office of International Students and Scholars (OISS)
http://oiss.rice.edu/; (713) 348-6095
Support for international students, including visa assistance and advice for living in Houston

Pride @ Rice
https://ricepride.rice.edu/
Resources for students and allies of the LGBTQ+ community

Rice Counseling Center
https://wellbeing.rice.edu/counseling-center/about-us (713) 348-3311
Consultation and individual and group mental health counseling for Rice students

Student Health Services
http://health.rice.edu/; (713) 348-4966
Preventive and outpatient medical care for Rice students

Student Wellbeing Office
https://wellbeing.rice.edu/student-wellbeing/about-us (713) 348-3311
Advice for students, including tools for managing conflict and academic challenges

Women’s Career Planning
https://ccd.rice.edu/students/career-resources/identity-based-resources/resources-for-women
Key career planning resources for female students, alumni, and professionals

Women's Resource Center
https://owlnest.rice.edu/organization/rwrc
Mission is to increase awareness of and sensitivity to gender issues in order to build a more supportive, 
dynamic, and conscious atmosphere on campus.

Disability Resource Center (713) 348-5841
https://drc.rice.edu/
https://drc.rice.edu/students/grievances - specific link to report a grievance
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27. EEB GRADUATE STUDENT ASSOCIATION (EEB GSA)
CONSTITUTION

PURPOSE
● To foster strong professional and personal relationships among students and between students and 
faculty members.
● To provide a forum for concerns, both professional and personal, about graduate student life.

MEMBERSHIP
● A general member shall be any current graduate student (enrolled in a post-bachelor graduate pro-
gram) at Rice University interested in Ecology and Evolutionary Biology.
● A voting member shall be any general member who has been accepted into the Ecology and Evolution-
ary Biology graduate program or whose primary advisor is a professor in the EEB graduate program and 
who has not passed their oral dissertation defense.
● An alumni member shall be any graduated general member.

EXECUTIVE COMMITTEE
The EEB GSA will be governed by an Executive Committee elected by the voting members.
● To run for office on the Executive Committee, one must be a voting member in the EEB GSA. Multiple 
persons may be elected to one office with equal responsibility as deemed necessary by the Executive 
Committee at the time of election. Additionally, persons may be elected to multiple offices as deemed 
necessary by the Executive Committee.
● All positions are a 1-year term.
● If an elected executive committee officer must leave their position before their 1-year tenure ends 
(including circumstances where said officer is completing or leaving the academic program at Rice), they 
must inform all other officers via email  or other written communication about their departure from the role 
and the effective date of their departure.
● If an elected executive officer takes a leave of absence or goes on academic probation, they must step 
down from their position until they return and are restored to good standing. They must inform all other 
officers via email or other written communication about their departure from the role and the effective date 
of their departure. The executive committee will decide how to fill the position in this circumstance.
● The offices and corresponding duties shall be as follows:

President
Organizes and leads general meetings (all members may attend said meetings)
● Attends the monthly meeting with the Biosciences GSAs, faculty, and staff
● Attends the joint EEB/BCB GSA event planning meeting
● Plans the annual picnic (Crawfish Boil) in collaboration with BCB and Earth, Environmental, and 
Planetary Science GSAs
● Organizes the voting for Grad Student Selected Seminar Speaker
● Organizes the voting for the Executive Committee for the following year
● Maintains EEB GSA organizational status
● Acts as a liaison between the faculty and students
Departmental GSA Rep
● Acts as the contact person for the EEB GSA
● Represents EEB at GSA meetings and reports back to the department
● May attend the monthly meeting with the Biosciences GSAs, faculty, and staff
● Distributes GSA e-mails
Secretary/Treasurer
● Manages funds and composes a yearly budget
● Attends the monthly meeting with Biosciences GSAs, faculty, and staff
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● Attends the joint EEB/BCB GSA event planning meetings
● Raises funds (when necessary), including through Rice’s 24 Hour Challenge
● Handles the budget and payments associated with the annual picnic (Crawfish Boil)
● Takes minutes during meetings
Activity Chair(s)
● Organizes social events such as welcome symposium
● Attends the monthly meeting with Biosciences GSAs, faculty, and staff
● Attends the joint EEB/BCB GSA event planning meetings
● Organizes social events in collaboration with BCB GSA
● Handles publicity for all EEB GSA events

FACULTY ADVISOR
The faculty advisor shall be any member of the faculty or adjunct faculty of the EEB Program chosen by 
the executive committee.
● The purpose of the faculty advisor shall be as follows:
	 o To give advice and guidance to the organization
	 o To provide consistency by facilitating the transition of officers from year to year

BUDGET
The secretary/treasurer shall oversee all financial matters.
● Expenditures of less than $50 shall be authorized by both the secretary/treasurer and the president 
(EEB GSA Rep in the president’s absence).
● Expenditures of more than $50 must be agreed upon by a ¾ vote of the Executive Committee.

VOTING
● Only voting members shall be allowed to vote.
● A passing vote on general matters/officer elections shall be simple majority of members present at the 
general meeting (early voting shall be permitted by emailing or other official written notification before 
meeting).
● Changes or amendments to the constitution shall require advance notification of the proposed amend-
ments at least one week prior to the general meeting and require a ¾ majority of the members present at 
the general meeting (early voting shall be permitted by emailing or other official written notification before 
meeting).
● If a general member wants to put something to a vote, they must draft a proposal (less than 1 page) 
and email this to the executive committee. A general meeting will follow within one month in which all 
members will vote, with ¾ majority of the members present at the general meeting and the simple major-
ity deciding the vote.

ELECTIONS
At least one general meeting shall be held per year to elect new officers.
● Elections shall be held before the last day of exams of Spring semester for all offices.
● Officer turnover will occur on the last day of the Spring semester
● Before the voting of each office occurs, the current president shall:

1. Read the officer duties from the constitution
2. Ask for nominations, and allow all nominees to accept or reject nominations
3. Distribute a ballot via Google forms or other program to all voting members
4. Announce new officers

● Should an officer position become vacant before the general meeting at the end of the Spring semester, 
the remaining officers may decide by simple majority vote to:

1. Call a general body meeting with at least one week of notice to voting members of the EEB GSA 
and have an election for the vacant position
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2. Elect a current officer to take on the duties of the vacant position based on a ¾ majority of the ex-
ecutive committee members.

ANTI-HAZING POLICY
● This organization shall not engage in any form of hazing, as defined by the Code of Student Conduct 
and any other applicable Rice University rules and regulations.

NON-DISCRIMINATION POLICY
● This organization shall not discriminate against individuals on the basis of race, color, religion, sex, 
sexual orientation, gender identity, national or ethnic origin, ancestry, age, disability, or veteran status.

EEB GSA CONSTITUTION APPROVED - JULY, 2024

28. GRADUATE STUDENT AWARDS

Ecology and Evolutionary Biology Outstanding Thesis Award
2022: Eric Wice
2023: Joshua Fowler
2024: Hengxing Zou 

Ecology and Evolutionary Biology Outstanding Graduate Student Paper
2022: Carsten Grupstra
2023: Pedro Brandao Dias Ferreira Pinto 
2024: Hengxing Zou

Ecology and Evolutionary Biology Peter Savvas Nelson Award
2022 Marina Hutchins
2023: Annie Finneran
2024: Alex Bradley Jimenez Martín

Ecology and Evolutionary Biology Outstanding Student Seminar
2022: Carsten Grupstra
2023: Marina Hutchins
2024: Pedro Brandao Dias Ferreira Pinto and Hengxing Zou

Ecology and Evolutionary Biology Joe Davies Prize for Outstanding Service 
	 as a Teaching Assistant
2022: Joshua Fowler and Chia Hsieh
2023 :Eric Wuesthoff
2024: Ali Campbell

BioSciences Leadership Award
2022: Robert Laroche, Joshua Moore, Mario Escobar
2023: Hengxing Zou, Gabby Buck, Andrea Ameruoso
2024: Amoi Campbell, Eric Wuesthoff, Ana Swearingen



29. Frequently Asked Questions

The following is a compilation of frequently asked questions submitted by current EEB graduate 
students:

Q: Does Rice EEB offer graduate application fee waivers for prospective graduate students? 
A: The EEB program waives the application fee for all US Citizens and international students 
who have earned their most recent degree in the US. This is usually automatically applied, but 
students can also email the application administrator. Do not pay the fee online if you wish to 
request a waiver; the department cannot authorize refunds.

Q: In what ways does Rice EEB alleviate relocation costs for incoming graduate students? 
A: There are a limited number of scholarships for first year students that can alleviate relocation 
costs, but the program does not routinely cover relocation costs.

Q: What resources does the program allocate towards helping incoming first year graduate stu-
dents transition into graduate school? 
A: The Biosciences Department has a 1st year student mentoring program, along with the 
components of the training program that are targeted for 1st year students. The university also 
sponsors many offices that exist to support students. (See handbook chapters 4, 12, 13, 14)

Q: What is the retention rate at Rice EEB? What careers do Rice EEB alumni pursue? 
A: Reporting since Fall 2015, 4 students who were currently in the program or who entered the 
PhD program after Fall 2015 left without the PhD degree. Two received a master's degree at the 
end of year 2 and two decided to make a career change after the first semester of study. This 
corresponds to an 81% retention rate over the 8 year period. EEB students pursue a variety 
of positions in academia, government, and industry, but the majority move on to an academic 
postdoc as their first position after graduation.
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Q: How does Rice EEB facilitate a culture of care? What protocols are set in place within the 
program to protect graduate students from acts of discrimination? How does the program sup-
port students with disabilities? 
A: See Chapters 4, 12, 13, 19-23, 25-26 for policies and resources. Additionally, the department 
has a Grievance Committee and a Diversity, Equity and Inclusion Committee that both promote 
a culture of care.

Q: What fees required by Rice does the tuition waiver not cover? How much can I anticipate the 
out-of-pocket expense for these fees to be each semester? 
A: The tuition waiver that all students receive does not cover any fees such as student health 
fee, parking, etc. Some of the fees are optional, like parking, but the student health fee and a 
few other fees for services are not optional. The offer letter estimates the amount of fees for first 
year students based on the previous year's costs to help new students know how they should 
budget for fees. The amount changes each year, but it tends to go up in small increments, so it 
is not unreasonable to estimate that your fees will be similar to the previous year.

Q: How is the annual stipend amount determined? 
A: Rice requires a campus-wide minimum stipend (currently $34,000) based on costs of liv-
ing and stipends at peer institutions. Program faculty decide whether the stipend exceeds that 
minimum. 

Q: What do I do if I do not receive my stipend check or the amount seems wrong? Immediately 
contact the graduate program administrator. There are many offices involved in the different 
types of pay that graduate students can receive - research assistantships, teaching assistant-
ships, fellowships, etc. - but the graduate program administrator can direct students to the right 
answers. (See Chapter 15)

Q: Does the department supply loaner laptops or other equipment? There are various projec-
tors, connector cables, laptops, etc. in the department that students can check out temporarily 
through a sign-out sheet, but please seek advice from your research advisor or the office staff if 
you require any of this equipment on a permanent basis.
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30. Rice Biosciences Field Research Safety and Code of 
Conduct

* Field safety planning forms can be accessed online at the following URL: https://tinyurl.com/BIOSgradforms

Introduction
This document serves as a formal framework to outline field safety protocols and the rights 
and responsibilities of individuals engaged in field research activities. Our primary objective is 
to establish a structured environment that ensures the safety, dignity, and mutual respect of all 
participants, while also fostering positive relationships with the communities where we conduct 
our research.

Fieldwork is a crucial and often exciting component of many types of biological research, even 
as it comes with unique risks and challenges. These risks and challenges are not borne equally 
by all participants, and the experiences of field workers can be heavily influenced by their inter-
secting identities. Fieldworker identities and the majoritarian social constructions around them 
may impact how participants experience travel and data collection activities, living accommoda-
tions in the field, and interactions with fellow participants and members of local communities. 
Women, LGBTQIA+, BIPOC, disabled, poor, and undocumented field workers may all experi-
ence distinct barriers to safe and inclusive fieldwork. We encourage field teams to openly dis-
cuss issues of marginalization in fieldwork, including those included in the literature described in 
Rudzki et al. (2022). The guidelines related to safety and codes of conduct provided below have 
been developed with these issues in mind to promote a climate of field wellness.

In the following document, the Baseline Participant Bill of Rights delineates essential entitle-
ments for field project members, emphasizing their right to information, representation, and 
protection throughout their involvement in research endeavors. Additionally, it underscores the 
significance of providing adequate support, resources, and mechanisms for recourse to uphold 
the well-being and professionalism of all individuals engaged in fieldwork.

The Baseline Field Code of Conduct articulates a set of standards and expectations aimed at 
preventing harassment, abuse, and misconduct within the research community. These guide-
lines are crafted to uphold the integrity of our research activities and promote a culture of inclu-
sivity, integrity, and ethical conduct.

By adhering to these established principles and guidelines, we endeavor to cultivate an envi-
ronment of collaboration, accountability, and mutual respect in our field research endeavors. 
Together, let us uphold these standards to ensure a positive and impactful experience for all 
stakeholders involved in the field research process.

Items below are derived from Rice University's Code of Student Conduct (https://sjp.rice.edu/
code-of-student-conduct) and from TAMU’s Fieldwork Code of Conduct for
Anthropology and are tailored to address the specific challenges with field research, which may 
differ from those faced in a laboratory setting. Project PI’s should add any relevant sections that 
are specific to their field research situation that may not be adequately addressed below.
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I.	 Field safety
Off-campus research activities carry inherent risks that can be mitigated or prevented with suf-
ficient planning. The Rice University Office of Research provides a Field Safety Planning Tool 
that helps research teams prepare for off-campus activities. The Planning Tool must be com-
pleted for every off-campus research project by the project leader(s) in consultation with project 
participants. The completed form must be submitted to the department chair two weeks prior to 
a research trip.

Off-campus research activities vary greatly in distance, duration, frequency, and risk. The Field 
Safety Planning Tool is naturally suited to extended, long-distance excursions to remote lo-
cations where emergency services may be limited. However, field safety considerations are 
equally important for local day trips and regional overnight trips. In such cases, it is not neces-
sary to complete and submit the Planning Tool for every instance of off-campus work. However, 
a Planning Tool should be completed for every project that involves regular off-campus activity 
to ensure that project participants are sufficiently prepared and informed. In these cases, the 
Planning Tool can be prepared in a way that spans an extended period of likely fieldwork (e.g., 
an entire field season) and multiple likely participants and destinations. PIs should determine 
how off-campus activities should be bundled into a “project” that falls under a single Planning 
Tool. Once complete, the document should then be reviewed and signed by all participants.

Additional field safety considerations, above and beyond the required Planning Tool, should be 
discussed and developed by individual labs based on lab-specific considerations, needs, and 
risks. For example, for labs whose research involves frequent local or regional travel, guidelines 
should be established for
off-campus researchers to inform a designated on-campus contact where they are going and 
when they will return.

II.	  Baseline Participant Bill of Rights
Field project members have the right to:
1)	 Be informed about the objectives, scope of activities, and potential hazards associated 
	 with fieldwork, as well as to undergo essential training needed for the project and project 
	 safety
2)	 Voice any safety or comfort concerns they may have
3)	 Suitable shelter, equipment, and food (if provided)1

4)	 Safe social environment and accommodations (when provided)
5)	 Not being left alone for extended periods (such as overnight) at the field location if they 
	 so choose
6)	 Access first aid and field safety equipment, including remote-site communication devices
7)	 Evacuation at no cost if a student experiences a medical emergency2

8)	 Be evacuated from the environment if a student experiences Title VII or Title IX violation3

9)	 Refuse to do activities they feel are unsafe4

10)	 Exercise all rights above without academic consequences

1Reasonable shelter is relative to specific contexts of fieldwork. In some contexts, conditions 
might not meet the expectations of all participants, but these conditions are necessary to com-
plete the field project. For example, a remote ecology field project where participants are 
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expected to provide their own tents for camping in wind, rain, and cold temperatures. To ensure 
participants can make informed decisions, project directors will provide information regarding 
living conditions prior to departure.

2All programs should ensure all members have medical insurance that includes coverage for 
evacuation (e.g., Rice’s SOS). Medical evacuations will be managed through these services.

3Some projects might find it impractical to evacuate a team member back home for non-medical 
reasons because insurance may not cover high costs in such instances. Team members should 
be informed of this constraint before embarking on fieldwork. Additionally, every attempt should 
be undertaken to enable the individual to select a suitable solution that ensures their sense of 
safety, such as evacuation to a nearby town.

4Given the necessity of some activities for project participation (e.g., hiking on uneven terrain, 
exposure to extreme temperatures, scuba diving in open waters), project directors must inform 
participants before the project commences of all potentially risky activities that will be required 
(this is a required element of the field safety planning tool).

III.	  Baseline Field Code of Conduct
All members of a field project shall not:
1.	 Harass field team members or members of the local community. This includes:
	 a.	 Sexual harassment: unwelcome or unwanted behavior of a sexual nature that 
creates a hostile, intimidating, offensive, and/or uncomfortable environment for the recipient. 
This behavior can include unwelcome sexual advances or other verbal, non-verbal, or physical 
interactions of a sexual nature. It may include comments, gestures, or actions that are sexually 
suggestive or offensive, and a person of any gender or sexual orientation may be a target. This 
also encompasses quid pro quo harassment ("favor for favor"), where sexual conduct is condi-
tioned upon an individual's advancement or serves as a criterion for evaluation.
	 b.	 Identity-based harassment: offensive language or behavior regarding an indi-
vidual's race, ethnicity, gender, sexual orientation, ability status, religion, national origin, or other 
aspects of identity that unreasonably disrupt another person's involvement in the
project and/or community.
	 c.	 Bullying: targeted behavior that has the purpose or potential to unreasonably in-
terfere with another’s ability to participate in the project and/or community and creates an envi-
ronment that the targets find intimidating, hostile, or fearful of harm to one’s person or property.
	 d.	 Microaggressions: Microaggressions, often subtle and unintentional, can con-
tribute to an unwelcoming atmosphere and hinder collaboration and productivity. Examples of 
microaggressions include dismissive language, stereotyping, or invalidating experiences based 
on gender, race, ethnicity, sexual orientation, or other identities.
2.	 Mistreat or Abuse fellow project members or individuals from the local community. This 
includes:
	 a.	 Sexual misconduct:
		  i.	 Stalking: following and monitoring another in a way that would cause a 
			   reasonable person fear or distress.
		  ii.	 Assault: sexual contact or exploitation (e.g., recording) without consent.
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	 b.	 Physical abuse: cause or attempt to cause physical injury or pain or threaten to 
		  do so.
	 c.	 Hazing or mental abuse: Hazing is the intentional, knowing, or reckless act that 
endangers or negatively affects the safety or mental or physical health of another person or that 
a reasonable person would perceive as purposefully demeaning or humiliating to the subject of 
the conduct. Mental abuse can manifest in various ways, including but not limited to verbal at-
tacks, manipulation, coercion, intimidation, and the undermining of one's confidence and auton-
omy. Such behaviors not only compromise the psychological safety of individuals but also erode 
trust and collaboration within the team.
3.      Act or behave recklessly in a way that could lead to mental or bodily harm to self or others.
4.      Behave disrespectfully toward, break laws, or violate widely held norms of the host com-
munity. This includes disrespect toward other members of the research team, including collabo-
rators who may be from other institutions or countries.
5.	 Retaliate against trainees or colleagues who raise concerns or report violations of the 
code of conduct.
6.	 Abuse alcohol or other drugs. This includes the use of illegal substances and alcohol 
consumption outside of approved times or in amounts that unreasonably disrupt others' involve-
ment in the project or community. Participants at no time shall operate vehicles or dangerous 
equipment or participate in field research while under the influence of alcohol or other drugs. 
Underage drinking is not permitted. US laws will be followed on drinking age limits during Rice-
associated work and travel even in international contexts. Team members should
 never pressure other team members to drink alcohol.
7.	 Bring unauthorized weapons. These include but are not limited to handguns, rifles, shot-
guns, compound bows, crossbows, etc.
8.	 Misuse of project equipment. Project equipment should be treated with care and re-
turned in its original condition (providing normal wear). Any gross negligence or intentional 
misuse of the equipment couldlead to replacement at personal expense.
9.	 Neglect field responsibilities. For a project to be successful, all members of the field 
crew need to work together. This includes participating in fieldsite chores and contributing to a 
healthy field climate.
10.	 Avoid appropriate permits, permissions, and protocols for all research activities. Part of 
ethical research is to make sure that you are following Rice, national and international guide-
lines for your research activities, even if they are inconvenient.
11.	 Engage in Inappropriate Relationships. We follow the Rice Code of Conduct for romantic 
or consensual sexual relationships.
	 a.	 Undergraduate or graduate student and teacher/advisor sexual or romantic rela-
tionships are strictly forbidden by the Rice Code of Conduct.
b.	 Sexual or romantic relationships between other individuals in inherently unequal posi-
tions of power on the research team are also forbidden (where one individual has influence or 
authority over the other person). Should such a relationship arise or should such a relation-
ship have occurred before the faculty, graduate student, or staff member had such influence or 
authority over the other person, both parties must recuse themselves from any professional or 
supervisory responsibility in regard to the other person and also notify their immediate superior 
(advisor, department chair, or dean) about the situation as soon as they become aware of the 
situation so that adequate alternative educational or supervisory arrangements can be made.
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Failure to disclose the relationship promptly is a violation of this and Rice's policy.
c.	 Consensual and welcome sexual or romantic relationships between team members 
where there is no significant difference in influence or authority between the individuals are not 
prohibited by this policy. Team members, however, need to keep in mind that changed circum-
stances may require prompt recusal and reporting as per Rice Policy.
d.	 In situations where relationships are not forbidden, there is a “one-ask rule.” To avoid 
sexual harassment, you may respectfully convey interest in someone or ask someone out once. 
Once is enough. If you are told no, then resist the urge to keep trying because this will enter 
the territory of unwanted sexual harassment and may be grounds for dismissal or disciplinary 
action. Someone saying they are busy and cannot make it that night may also constitute a ‘no’ 
unless the person you are asking suggests another night or time might be considered.

IV.	  Research Group/Project-Specific Code of Conduct
Lab and project leaders are encouraged to add additional language around codes of conduct 
specifically applicable to the context of their team’s work. Any additional inclusions must not per-
mit anything barred in Rice’s Student Code of Conduct. Specific conduct codes may deal with 
research practices, spending or expenses, interpersonal interactions, collaboration guidelines, 
or other matters. Project leaders/supervisors are encouraged to review all elements of the code 
of conduct directly with all participants in addition to making copies of the document available to 
all participants.

V.	  Reporting Violations of the Code of Conduct
Code of Conduct violations should be reported to the field project director/supervisor or a 
designated ombudsperson on the field team. We encourage project directors/supervisors to 
designate an ombudsperson to allow an alternative reporting pathway should the director or 
supervisor be involved or if members do not feel comfortable reporting directly to the director. 
An alternative may be the department chair or graduate program director.

If someone does not feel comfortable reporting an issue relating to the Code of Conduct to team 
leaders, they should have the opportunity to report directly to their home institution. This re-
quires open access to a communication device in the field free of gatekeepers. All team mem-
bers shall have open access to such a device if cell phone service is not available.

Whom do I tell if I have a concern?
●	 Your immediate supervisor or manager
Whom do I contact if it is inappropriate to report a concern to my immediate supervisor?
●	 Designated ombudsperson, graduate student grievance committee, GSAC, or graduate 
or undergraduate program director, may all be of help in navigating your concern
●	 The department chair or dean of Natural Sciences may also be contacted
●	 For any concern, the Associate Vice President, Ethics, Compliance, and Enterprise Risk 
& Chief Compliance Officer, the Director of Internal Audit, or the Office of General Counsel
●	 For financial misconduct concerns, the Executive Vice President for Operations, Fi-
nance, & Support or Controller
●	 For areas relating to violations of university policies, the Office of General Counsel
●	 For employment-related matters, the Associate Vice President for Human Resources 
and the Office of General Counsel
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●	 For research misconduct, the Dean of Natural Sciences or the Vice Provost for Re-
search.
●	 For research animal welfare, the Animal Welfare Hotline or Animal Resources Facility 
Manager
●	 For safety and environmental concerns, the Director of Environmental Health and Safety 
or the Executive Vice President for Operations, Finance, & Support.
●	 For equality or nondiscrimination concerns (including sexual harassment), the Director of 
Equal Opportunity Programs and Affirmative Action
●	 For any alleged sexual misconduct that involves a student, the Title IX coordinator, the 
Dean of Undergraduates, the Dean of Graduate and Postdoctoral Studies, or the Rice Counsel-
ing Center.
●	 To report any concern anonymously, the Rice University Ethics Line

Contacts
 
Resource Role Phone	 Email
Rice University Ethics Anonymous reporting 

of bias, sexual harass-
ment, ethics issues

+1 866-294-4633
(anonymous)

http://www.rice.edu/
ethics

Rice SAFE Office	
	

Interpersonal Miscon-
duct Prevention and 
Support offers care 
management and navi-
gation to students who 
are reporting an incident 
of interpersonal violence 
perpetrated against 
them

713-348-3311 titleix@rice.edu

Title IX Coordinators, 
Richard Baker (Univer-
sity Coordinator); Stacy 
Mosely (Deputy Coor-
dinator); Allison Vogt 
(Deputy Coordinator)	

Title IX violations 713-348-6405	 Baker: rab20@rice.edu 
Mosely: mosely@rice.
edu 
Vogt: avogt@rice.edu

International SOS Emer-
gency

Medical Evacuation and 
Emergency Assistance

+1 215-942-8478
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Contacts (continued)
Dean of Graduate and 
Postdoctoral Studies

If a satisfactory resolu-
tion is not obtained at 
the program, depart-
ment or school level, the 
student may appeal the 
outcome of the griev-
ance by presenting the 
problem at the next 
administrative level: the 
Office of Graduate and 
Postdoctoral Studies, 
followed by the provost, 
or president.

713-348-4002 http://graduate@rice.
edu

Graduate Student 
Support Manager, 
Pia Byrd

Conflict resolution and 
support that is outside 
of the department and 
program

713-348-2617 pia.byrd@rice.edu

Dean of 
Undergraduates

If a satisfactory resolu-
tion is not obtained at 
the program, depart-
ment or school level, the 
student may appeal the 
outcome of the griev-
ance by presenting the 
problem at the next 
administrative level: the 
Office of Undergraduate 
Studies, followed by the 
provost, or president

713-348-4996 ugdean@rice.edu

Human Resources Grievances against non-
faculty staff members 
may also be brought to 
the employee relations 
director in Rice’s Human 
Resources office

713-348-2514 people@rice.edu

College of Natural 
Sciences Ombudsper-
son, Lauren Kapcha

Job is to listen, answer 
questions, help analyze 
situations, suggest re-
ferrals to other campus 
resources, identify 
options to help resolve 
problems. They also re-
port trends to the Dean 
of Natural Sciences and 
recommend changes in 
policies and procedures 
to the Dean

lhk1@rice.edu



38

Contacts (continued)
BioSciences 
Department Chair, Ed-
ward Nikonowicz

Another avenue for 
mediation and conflict 
resolution for under-
graduates and gradu-
ate students. Could be 
designated ombudsper-
son in case of conduct 
violation.

 edn@rice.edu

BioSciences Graduate 
Grievance Committee, 
Amy Dunham, Kory Ev-
ans, Aryeh Warmflash

Job is to listen, answer 
questions, help analyze 
situations, suggest re-
ferrals to other campus 
resources, and identify 
options to help resolve 
problems at the depart-
ment level for graduate 
students.
Report trends and make 
suggestions to the chair 
about policy changes. 
You can contact indi-
vidual members or the 
committee.

aed4@rice.edu, aryeh.
warmflash@rice.edu, 
kory.evans@rice.edu

BCB Graduate Program 
Director, Bonnie Bartel

Another avenue for me-
diation and conflict reso-
lution for BCB graduate 
students. Could be des-
ignated ombudsperson 
in case of violation.

 bartel@rice.edu

EEB Graduate Program 
Director, Julia Saltz 

Another avenue for me-
diation and conflict reso-
lution for EEB graduate 
students. Could be des-
ignated ombudsperson 
in case of violation.

julia.b.saltz@rice.edu

							     
VI.	  Responding to Code of Conduct Violations
Appropriate responses will be decided at all levels of reporting. The appropriate level of inves-
tigation for serious violations is the university level, including the Rice University SAFE Office, 
the Office of the Dean of Graduate and Postdoctoral Studies, the Office of the Dean of Student 
Undergraduates, and Human Resources. Note that if a Title IX violation becomes known to any 
project member who is an employee of Rice University, that member is required to report the 
incident to the Rice University Title IX Coordinator as soon as they can (see contact information 
above). However, because the field situation often involves isolation, an inability to immediately 
remove individuals from a situation, as well as communication challenges, project leadership 
may need to take immediate interim steps to ensure the safety of project members. This in-
cludes the following steps:



39

Step-by-step Procedure:
●	 Ensure that everyone is safe, particularly the complainant.
●	 Meet with other leadership, decide if anyone should recuse themselves, and then, as a 
team, get the perspectives of others who were involved or may have witnessed violations.
●	 Decide if the violation breaks university rules and/or Texas state law and requires report-
ing to the university. Some violations (e.g., being dismissive of local norms) might only violate 
the project’s code of conduct. Inform the complainant of any reporting decision at this level and 
that they have the right to report the violation themselves.
●	 Regardless of the decision to report to the university, project leaders must decide on 
immediate and appropriate action to protect other members in the field. This includes but is not 
limited to:
	 1.	 Nothing (if no action is necessary to protect members).
	 2.	 Reminding the offender of the Code of Conduct and the reason for that code.
	 3.	 Reassigning duties, which may include removing responsibilities or privileges.
	 4.	 Sending offender home at offender’s expense
●	 Ensure that the complainant and other members of the team continue to feel safe given 
the decision and inquire as to whether anything else needs to take place for them to feel so.

31. Rice Biosciences DEPARTMENT CODE OF CONDUCT

Everyone in the BioSciences Department has the right to work, learn, network, and collaborate 
in a safe environment free from bullying, harassment, and discrimination. A community where 
interactions are rooted in mutual respect facilitates scholarship at the highest level and nurtures 
inclusiveness amongst all department members. 
 
With that goal in mind, the BioSciences Department shares a Code of Conduct, laying out 
guidelines everyone should strive to uphold. These guidelines apply to all students, staff, post-
docs, visiting scholars, faculty, and guests. 

Mutual Respect and Awareness:
•	 Be courteous in your interactions
•	 Respect the professional, physical, and personal boundaries of others
•	 Listen respectfully without interrupting
•	 Constructively critique ideas, not individuals
•	 Collaborate rather than compete
Keeping an Open Mind:
•	 Listen actively with the intent to understand others’ views
•	 Seek ways to improve the work environment and work relationships
•	 Challenge your assumptions about people and the sources of those assumptions
•	 Eliminate barriers to success that others may face 
Being an Ally:
•	 Be aware of power differentials and empower those in more junior positions
•	 Be mindful of assumptions about any member of the community and generalizations about 

social groups							     
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•	 Respect the privacy and confidentiality of others
•	 Speak up when others are disrespectful of a group of people, even when members of that 

group are not present
•	 Seek opportunities for education/training on diversity, inclusivity, reporting, and bystander 

intervention techniques

How to address deviations from the Code of Conduct
Any deviations from the BioSciences Departmental Code of Conduct can be addressed accord-
ing to their severity, context, and the people involved:

Option 1: Resolve things yourselves. Minor deviations from the code of conduct can often be 
addressed by discussion. Members of the community should be open to discussion, and using 
an “oops, woah, ouch” framework can ease discussions. 

Option 2: Seek assistance from the department. If there is an ongoing issue or one you are 
uncomfortable resolving yourself, members of the department can help. The department chair, 
the graduate grievance committee, the DEI committee, and the graduate program chairs are all 
committed to ensuring that all members of our community are treated fairly. Consult with them 
to begin resolution of the issue.
Option 3: Seek assistance from the University. If there are issues that need to be addressed 
beyond the department, there are diverse university resources available to provide help, includ-
ing the Rice Faculty Ombuds Office, the Graduate and Postdoctoral Studies Student Support 
Specialist, the Natural Sciences Ombud, and the Dean of Undergraduate Studies

Violations of University Policy: More serious issues and those that are violations of University 
policy should be reported as appropriate as described in Policy 100 Rice University Standards 
of Ethical Conduct: https://policy.rice.edu/100 

Incidents of Bias should be reported to https://dei.rice.edu/report-bias

Additional Resources: 
A curated list of additional resources can be found here:
https://tinyurl.com/BIOSDEIresources
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REGISTRATION WORKSHEET FOR EEB GRADUATE STUDENTS 
 
FIRST YEAR STUDENTS. 
Students in the Ecology & Evolutionary Biology Graduate Program register for the course BIOS 801 
Graduate Research with varying credit hours, depending on their course load. The Department of 
Biosciences recommends that graduate students enroll in 15 credit hours total each semester, which is 
equivalent to working ~ 40 hours per week on courses, scholarly reading, and research. Graduate 
students must register for at least 9 credit hours every semester (including summer) to receive a 
stipend. 
 
Registration checklist for the first Fall semester: 

1. Are you assigned as a teaching assistant in the fall semester? If so, register this fall for BIOS 591 
Graduate Teaching, 3 credit hours.  

2. Speak with your advisor about which of the topics courses you should take in your first 
semester, BIOS 563 Topics in Ecology or BIOS 561 Topics in Evolution.  

3. Register for the Core Course, BIOS 569. Students who matriculate in a year when the core 
course is not offered should register for it in the fall of year 2.  

4. Register for 1 credit hour of BIOS 541 research seminar (lab meeting) in your advisor’s section.  
5. Register for enough hours of BIOS 801 Graduate Research to bring your total hours for the 

semester up to 15 credit hours. 
6. Consult with your research advisor to find out if there are any other specific courses they 

recommend given your research specialization. Feel free to talk to the other graduate students 
about the topics courses, plus the graduate-student led course in EEB Outreach, BIOS 589. 
Graduate students are required to take at least one semester of BIOS 589 in year 1 or 2, but it is 
only offered in spring. 

 
Below is an example first year registration, fall semester, that includes common courses. BIOS 569 is 
mandatory, but may only be offered every other year. BIOS 584(fall)/586(spring) are mandatory every 
semester; they represent the Monday guest seminar series hosted by the department at noon and 
graduate students are expected to attend. 
 
COURSE 
 

NAME CREDITS 
BIOS  
 

BIOS 532 ECOLOGY 3 
BIOS 541 RESEARCH SEMINAR (research advisor’s section) 1 
BIOS 563 TOPICS IN ECOLOGY 1 
BIOS 569 CORE COURSE IN ECOLOGY & EVOL 1 
BIOS 584 GRAD SEM IN ECOL & EVOL BIOL 1 
BIOS 801 GRADUATE RESEARCH (research advisor’s section) 8 
 TOTAL CREDITS 15 

Rice University uses a student database named Esther (esther.rice.edu). You will register for courses 
every term in Esther. 
 
AFTER THE FIRST YEAR. 
The graduate program administrator sends an email prior to registration for spring that outlines a 
checklist similar to this fall worksheet with registration reminders for EEB students at all levels. The 
checklist comes from the degree requirements list (see handbook Chapter 2). Feel free to consult the 
graduate program administrator for questions about Esther as well. 



BioSciences at Rice EEB Program 

Graduate Student Progress Checklist 

During annual progress reviews in December, EEB graduate students will be evaluated on the following criteria: 

All Students will have: 

    Completed an annual written progress report  

    Had a thesis committee meeting in past academic year (except 1st year students) 

    Presented talk at the EEB Graduate Student Symposium in December 

    Regularly attended the BioSciences/EEB seminars 

    Taken 2 topics courses (e.g. BIOS 561, BIOS 562, BIOS 563, or BIOS 568) before candidacy 

1st year students will have: 

    Found non-EEB courses to fill any gaps in education/preparation 

    Made progress toward selecting a thesis topic; at least one project should involve the student in the conceptual 

development of the idea 

    Demonstrated familiarity with the literature related to student’s intended thesis topic 

    Considered potential members of thesis committee 

    Begun data collection, OR demonstrated sufficient progress to ensure that they will be able to collect potentially 

publishable data, no later than the beginning of fall semester of the second year 

    Written a draft of the thesis abstract 

    Made attempts to obtain outside funding (e.g., NSF GRFP if eligible) 

    Earned a B or better in BIOS 569 Core Course (if offered this year) 

    Met with Graduate Student Advising Committee (GSAC) 

    Read the EEB Handbook 

2nd year students will have: 

    Collected data that is potentially publishable 

    Formed a thesis committee and held the first committee meeting 

    A firm thesis topic and a tentative outline of what the sub-topics will be that will form the chapters of the thesis 

    Made up any coursework deficiencies 

    Made attempts to obtain outside funding (e.g., NSF GRFP if eligible) 

    Fulfilled teaching requirements or established plans to fulfill requirements 

    Earned a B or better in BIOS 569 Core Course (if offered this year but not during student’s first year) 

3rd year students will have: 

    Collected data that will be publishable in a reputable peer-reviewed journal 

    Attended at least one national meeting 

    Passed the qualifying exam and filed the formal petition for candidacy to Graduate & Postdoctoral Studies 

    Made attempts to obtain outside funding (e.g., NSF or other grants/fellowships) 

    A firm thesis outline with clear descriptions of chapters and a plan showing how these chapters will translate into 

publications 

4th year students will have: 

    Thesis chapters that are either completed or currently in progress 

    At least one thesis chapter has been submitted for publication 

    Presented at a national meeting 

    A time table for the completion of the thesis and degree 

    Made attempts to obtain outside funding (e.g., NSF or other grants/fellowships) 

5th and 6th year students will have: 

    Demonstrated they are on track to produce a thesis with at least 3 first- or sole-authored papers publishable in peer- 

reviewed journals 

    Presented a talk at a national meeting 

    Made progress lining up postdoctoral opportunities (whether in academia, agencies, private sector) 

    Developed plan for future, post PhD 

07/16/20 
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EEB GRADUATE STUDENT ANNUAL COMMITTEE MEETING 
 
 
NAME OF STUDENT:  
 
DATE OF MEETING:  
 
MEMBERS OF COMMITTEE:  
 
ADVISOR:  
 
STUDENT’S YEAR IN PROGRAM:  
 
 

 
ACTION OR DISPOSITION (for Qualifying Exam only): 

 
PASS  CONDITIONAL PASS  ADDITIONAL MEETING REQUIRED 

 
 

 
SUMMARY: 
 
 
 
 
 
 
 
 
ADDITIONAL REQUIREMENTS OR ASSIGNMENTS and DEADLINE(S): 
 
 
 
MILESTONES TO BE MET BEFORE NEXT COMMITTEE MEETING: 
 
 
 
 
 
 
_____________________________________ 
RESEARCH ADVISOR SIGNATURE 



Qualifying Exam Evaluation 
Ecology & Evolutionary Biology Graduate Program, BioSciences Dept., Rice University 

Student:                               Date of exam:   

Please review guidelines for evaluation on reverse and provide comments as needed 
(comments required for “unsatisfactory” components) 

excellent satisfactory unsatisfactory 
Specific Aims □ □ □

Comments: 

Background and 
Significance □ □ □ 

Comments: 

Preliminary Results □ □ □
Comments: 

Research Plan □ □ □ 
Comments: 

Novelty □ □ □
Comments: 

Document text □ □ □ 
Comments: 

Presentation □ □ □
Comments: 

Response to questions □ □ □
Comments: 

Summary evaluation 

I have read this exam, and recommend:   □ pass qualifying exam

□ conditional pass (see comments above and in
summary document from committee chair) 

□ fail qualifying exam

Committee member:  
  signature 
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Guidelines for Evaluation of EEB Qualifying Exam 

Specific Aims Excellent: Each aim is a logical test of the hypothesis or has clear rationale 
at its foundation. Hypotheses are soundly based predictions of 
biological importance and address scientific concepts rather 
than experimental outcomes. 

Satisfactory: Aims are clearly stated; a case is made for the work's rationale 
Unsatisfactory: Aims are not clearly stated; little context or justification is 

provided 
Background and 
Significance 

Excellent: Identifies all relevant results and techniques from the literature, 
and synthesizes them in a thoughtful discussion  

Satisfactory: Discusses major previous works and places them in context for 
the present project 

Unsatisfactory: Fails to cite or assimilate previous work 
Preliminary Results Excellent: Extensive preliminary results with thoughtful discussion 

Satisfactory: Some preliminary results that are adequately described 
Unsatisfactory: Limited preliminary results or low quality of discussion 

Research Plan Excellent: Research plan would be competitive for funding with clear 
rationales, experimental plans, controls, interpretation of 
expected results, and alternative approaches 

Satisfactory: Research plan clear; experiments are technically sound and 
feasible 

Unsatisfactory: Research plan unclear, lacks description of controls or rationale, 
or includes inappropriate level of detail 

Novelty Excellent: Original research that demonstrates distinct creativity in the 
question or experimental design 

Satisfactory: Describes a novel problem appropriate for a Ph.D. 
Unsatisfactory: Incremental approach unlikely to yield publishable findings 

Document text Excellent: Good organization, fluent prose, and few grammatical errors; full 
compliance with formatting guidelines 

Satisfactory: Decent organization, coherent prose, and limited grammatical 
errors; full compliance with formatting guidelines 

Unsatisfactory: Poor organization, incoherent prose, and/or numerous 
grammatical errors; not in compliance with formatting guidelines 

Presentation Excellent: Engaging, highly polished presentation with well crafted slides 
that illustrate key results in the project and clearly describe 
future directions 

Satisfactory: Professional presentation on par with a solid conference talk; 
includes a coherent project narrative and future plans 

Unsatisfactory: Too much or too little detail; unclear about project goals and 
direction; incoherent or illegible slides; read from slides 

Replies to questions Excellent: Complete answers that demonstrate a deep understanding of 
the discipline that extends beyond the contents of the document 

Satisfactory: Competent answers that illustrate a facility with the issues and 
techniques immediately relevant to the thesis project 

Unsatisfactory: Answers reveal a limited familiarity with the thesis project or its 
context 
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PETITION FOR APPROVAL OF CANDIDACY FOR A DOCTORAL DEGREE (C-2) 

Candidacy for the Doctoral degree cannot be approved until the applicant has completed all course requirements, all 

qualifying or preliminary examinations or department equivalent, and any foreign language requirements. 

1. Name of applicant

(Last) (First) (M.I.) 

2. Department/Graduate program Student ID # 

❑ Attach to this application a current transcript (printed from WebApps; your graduate administrator will 
handle the items in red).

❑ Attach to this application a statement of all applicable departmental requirements for both course work and

qualifying or preliminary examinations.

❑ Attach student’s departmental checklist to candidacy to document how the student has fulfilled departmental

requirements.

3. Proposed thesis topic (tentative title)

Thesis Committee, subject to the approval of the GPS. (type or print) Please see the General Announcements for 
rules regarding the composition of thesis committees. 

(a) Thesis Director

Committee Chair within the department (if different) (EEB does not use this line - advisor chairs the thesis comm.)

(b) Member within the department

(c) Member outside the department

Additional member(s) 

*Thesis committees may later be changed. See http://graduate.rice.edu/thesis for additional information.

5. Signatures:

Original signature of  Department  Chair 

or Director of  Graduate Studies 

Graduate Coordinator signature 

Date 

Date 

Dean of Graduate & Postdoctoral Studies 

Date 

RETURN TO GRAD ADMINISTRATOR 

4. 

http://graduate.rice.edu/thesis
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Graduate Student Travel Guidelines 

The Graduate Program Administrator is your resource for conference registration, booking flights, hotel reservations, 
departmental travel awards, travel award spending (BIOS, IBB, WiNS, etc.), reimbursements, and any other travel 
questions. 

Pre-travel Authorization Form 
It is essential to communicate travel plans IN ADVANCE! Start by submitting a Pre-travel Authorization Form to the 
Graduate Administrator. Have your PI sign the form and provide the project number or fund that will cover your travel 
expenses (the project number or COA, not just a nickname). You will also need to submit a conference flyer, agenda, 
or website. 
Once you submit the completed pre-travel form, the Graduate Administrator can use a Rice pcard to pay for the 
conference registration, abstract submission fee, airfare, domestic lodging, prepaid airport parking, etc.  
Let the Graduate Administrator use a Rice pcard to make your travel plans in advance instead of using your personal 
credit card. If you make travel arrangements using your own card, you are responsible for those costs until AFTER 
the trip; reimbursements cannot be submitted until AFTER you return.  

Departmental Travel Awards 
On the Pre-travel form, BCB and EEB students can mark whether they would like to be considered for a departmental 
travel award, which is support available for grad students presenting at conferences or workshops. Funds are limited 
each year, and a student can only be awarded one per academic year. Students are encouraged to seek additional 
travel funding (IBB, WiNS, conference-specific travel funds, etc.).  

Cash Advance Request Form 
Cash advances are reserved for grad students traveling internationally who don’t want to carry a large amount on 
their own credit cards for lodging, meals, local transportation, etc. and then wait for Rice to reimburse once they 
return. If students allow enough time for the process, they can request through BiosPurch a cash advance and use 
those funds to pay for lodging, local transportation, etc. when traveling internationally. BiosPurch needs 3-4 weeks to 
process a cash advance request. Please complete the Cash Advance Request form; email it to BiosPurch at 
biospurch@rice.edu, and copy Denise Torres at dtorres@rice.edu. You will need to reconcile your Cash Advance 
once you return by submitting the Expense Summary template for clearing Cash Advances spreadsheet. Please keep 
individual itemized receipts for your expenses that will be used to clear the open Cash Advance. 

International Travel 
We can’t prepay the hotel usually, so please be prepared to pay for the hotel on your personal card or allow enough 
time to request a cash advance. 
If you have traveled internationally and need to be reimbursed, you will need to submit the itemized receipt and the 
pdf of the currency conversion; please ask the Graduate Administrator for details. 

University Travel Policy
Please read Policy 806 (https://policy.rice.edu/806) to understand what Rice will pay for and what is in compliance. 
Biosciences has additional policies and procedures related to student travel, and funding agencies have their own 
policies regarding whether and how grant funds can support student travel. 

Airfare Policies 
Rice policy requires that you fly economy class, not first or business class. For personal travel before or after your 
business travel, please speak with the Graduate Administrator before you make flight arrangements. If traveling 
internationally, Rice has contracted with a travel management company and strongly encourages students to use this 
company to facilitate booking international flights. International travel requires use of a U.S. airline if federal funds will 
pay for the ticket. 
If you know you are extending your stay beyond the dates of the conference (going early and/or staying late), you will 
need to submit a cost comparison for your flight, submitting an itinerary for the conference only and also submitting 
an itinerary for flying on the days before and/or after the conference. You must submit both itineraries.  
https://controller.rice.edu/rca-travel 

Tax Exempt 
Rice University is a tax-exempt institution in the state of Texas (#74-1109620). Be sure no Texas sales tax or Texas 
hotel tax is charged. Rice is exempt from hotel tax in some other states as well; please ask a staff member for a list of 
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states. If sales tax or hotel taxes are charged, the student is responsible for paying the tax. Tax exempt form can be 
obtained from the Graduate Administrator or other department staff.  

Reimbursements 
Some expenses you incur may be reimbursed by available travel funds (awards or PI funds). Reimbursements need 
to be submitted within 30 days of travel. The Graduate Administrator can submit the reimbursement report in iO for 
you by following these steps: 
Please list all itemized receipts on an Excel spreadsheet. Save each itemized receipt (one per page) in a pdf by type 
(food, baggage fees, local transportation, airfare, etc.). The columns on the spreadsheet should be subtotaled for 
food, transportation, etc. You should submit to the Graduate Administrator the spreadsheet and however many pdfs 
you have based on your expenses. If you have to zip or compress the pdf file to email it, then it’s too big, and it won’t 
load into Rice’s iO system; send it in pieces or a different way. 

A Few Tips to Keep in Mind
Keep all itemized receipts. These are not just credit card slips; each receipt needs to show what was purchased and 
the last four digits of the credit card. 
Do not split a restaurant bill X number of ways and ask the waitstaff to charge your credit card for 1/Xth of the total. 
You must provide an itemized receipt for what was purchased. 
Do not order room service or put any extra charges on your hotel room.  

Alcohol 
Alcoholic beverages will not be reimbursed and must be paid for personally and on a separate receipt. Federal grant 
money cannot be used to cover alcoholic beverages or entertainment – only meals, lodging, and other typical travel 
expenses. Where travel and business meeting costs are charged to a sponsored agreement (grant or contract), any 
terms of the agreement that are more restrictive than Rice’s policy will govern the payment. 

Per Diem 
In general, students are not allowed to use per diem on travel. If a student’s travel is funded by a research grant or 
fellowship that requires per diem travel, the student can request an exception to this rule prior to when travel occurs. 

Mileage 
Mileage reimbursement is allowed only when your personal vehicle is used for travel on Rice business. In this case, 
Rice uses a mileage rate published by central accounting and does not allow reimbursement on gasoline receipts. 

Ground Transportation 
Use conference or free airport shuttles when possible. If not possible, you can be reimbursed for local transportation 
to/from local airports using shuttles or ride share services. Please keep the full receipt (date, address, cost, map, etc.) 
to be submitted for reimbursement.  

Car Rentals 
Car rentals can be reserved with a Rice account at National or Enterprise. Rental vehicles may need to be purchased 
on a personal card and reimbursed because the credit card must be presented when picking up the vehicle. Rice’s 
auto insurance policy covers students in rental car or Rice vehicles when rented with the Rice code (within the U.S. 
only). You must decline the additional auto insurance offered by the rental company or pay for it yourself. GPS 
service is not an allowable additional rental expense. Avoid high company fuel charges by refilling the tank before 
returning the vehicle; keep fuel receipts. 

Research Grants 
If your travel is being funded on a research grant, use gsa.gov to determine the limits of what Rice will pay per day. 
This website provides per diem rates on lodging and meals/incidentals based on date and location, and Rice does 
use these rates for travel charged to a research grant. If your lodging and meals/incidentals are over the amounts, the 
faculty member will have to cover the remainder with faculty funds, or you will have to pay the remainder. 



Biosciences Graduate Student Pre-travel Authorization Form 
If you are planning any travel for a Rice or Biosciences related reason, you should talk to the Graduate Program 
Administrator and complete the following form before making travel plans. 

Student Name ______________________    ID Number: 

      Do you want to be considered for a Biosciences travel award*?  Yes No

*To apply for a travel award, you must be in the BCB or EEB program and presenting a poster or paper at the conference. You’re only eligible for

one travel award per academic year.

Have you applied for other sources of conference funding?  Yes     No 

Emergency Contact Information (partner/parent/family member/friend): 
    Name: _____________________ Phone #: __________________ Email: ________________________ 

What is the best way to reach you during this travel, if essential/emergency? 
      _________________________________________________________ (Provide phone and/or email.) 

Name of Conference:  
Dates of Conference and Dates of Travel: 
Location of Conference:  

Will you request an international travel advance? Will you request reimbursements?  
Yes  No Yes   No 

Has your Thesis Advisor approved all of the travel listed here?   Yes  No 

   All Expenses, including reimbursements, to be covered by (complete at least one of the 
following choices):   

   Project #____________________  COA: ___________________________________________________ 

Advisor Printed Name & Signature: 

This completed pre-travel authorization form is important for safety and reimbursement purposes. Failure to complete this form in advance 
and secure appropriate expense documentation may result in lack of reimbursement for out-of-pocket expenses. 

Reimbursements 
• Check with the Graduate Administrator before using personal funds on travel; Biosciences may be able to pay

up-front, minimizing reimbursement.
• If seeking reimbursements, submit PDF of itemized receipts, funding source, and the reason for the

reimbursement via email to the Graduate Administrator.
• NOTE: Bank statement information or a credit card slip are not sufficient documentation for the incurred

expense.
• You may have to ask the vendor to provide an itemized receipt.
• Reimbursement deadline is 30 days after travel ends.
• Rice is a tax-exempt institution in the state of Texas. We cannot reimburse Texas sales tax or Texas hotel

taxes. Please review your receipts prior to leaving the establishment to ensure no sales taxes have been
charged. See Biosciences staff for the Rice University Tax Exemption Certificate that you can have with you while
traveling.
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RICE UNIVERSITY FIELD SAFETY PLANNING TOOL

Background: This tool is designed to facilitate field safety planning for Rice University personnel
conducting off-campus research and education. The underlying goal is to help faculty engaged in
research and teaching off-campus identify required resources, both physical and instructional, to safely
carry out the intended goals. This tool raises questions for consideration in the planning process,
allowing time to carefully assess potential hazards and think through potential challenges before leaving
the campus. This tool also allows supervisors, including department chairs and relevant faculty, to assess
the off-campus activities taking place in their academic unit. This fully executed tool (put N/A if an
item is not applicable) is to be submitted to the Department Chair two weeks prior to a trip where
emergency services are not readily available to allow time for adjustments if required.

Before embarking on an off-campus activity, contact the Office of Risk Management for relevant
information well before your field trip to report your planned off-campus activity and ensure you
have all relevant information: https://riskmanagement.rice.edu/. For insurance purposes, this
contact is particularly important (especially for driving vehicles and for international travel).

NAFSA | Association of International Educators has a planning booklet that is useful for travel (including
international), and these may be obtained from the Study Abroad Office or directly from NAFSA
(https://www.nafsa.org).

In planning the trip, be careful to ensure that everyone is aware of unallowable costs that cannot
be reimbursed by Rice University or federal/other sponsor and understands Policy 806 for
reimbursement of allowable expenses (see final section of this Field Safety Planning Tool).

Key issues: Harassment and alcohol use are the most common problems that are reported during field
trips. Ensure that all participants are fully apprised of Rice’s policies on these and other relevant issues
and that these policies are in force on any Rice-sponsored activity even if it occurs off-campus or in
another country. Any non-Rice individuals participating in a field trip must sign a document that indicates
that they will abide by Rice policies throughout the trip, including travel. Coercing a participant to take the
trip or to do something while on a trip is not allowed. If Informed Consent is required for a particular
location due to dangerous or other circumstances, this document should be completed by participants
and submitted with this tool to the Department Chair.

Signatures: Each individual going on the trip should sign this planning tool to indicate that
relevant information has been provided.
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* Editable field safety planning forms can be accessed online at the following URL: https://tinyurl.com/BIOSgradforms
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RICE UNIVERSITY FIELD SAFETY PLANNING TOOL

GENERAL INFORMATION FOR ALL OFF-CAMPUS FIELD TRIPS

Individuals In Charge of Trip and Purpose of Trip: Identify the Rice employee(s) in charge of this
field trip/activity and its relationship to a course or to research. At least two individuals should be
identified as leaders should one become incapacitated.

Research and Educational Activities: Briefly describe the goal of your field operations, e.g. collection
of samples, observation of animals/environment, interviews with human subjects, etc.

Personal Safety, Security & Sexual Harassment: Personal safety risks during free time at an
off-campus site should be considered and discussed in advance, including the hazards of alcohol or
drug use, leaving the group, situational awareness, sexual harassment, or local crime/security concerns.
Review expectations and set the tone for a safe, successful trip. Check the U.S. State Department travel
site for current travel alerts. NOTE: Rice University policies related to drugs, alcohol, and sexual
harassment remain in effective regardless of the location. Under federal law and Rice Policy, the use of
recreational drugs is prohibited, even if legal in the local of activity. Under Rice Policy 848, it is
acceptable to follow local laws regarding the consumption age or limits on alcohol intoxication, though
anyone participating in a Rice function must nonetheless maintain responsible and respectful behavior.
The Rice University Sexual Harassment and training can be found at the following link:
https://eeopaa.rice.edu/sexual-harassment. In an emergent situation, the Wellness Center can be
contacted 24/7 at 713-348-3311 or Rice University Police Department at 713-348-6000.

Field Site location: Descriptive name of research location (e.g., Houston Arboretum, Big Thicket,
Carrizo Plain, CA; Tortuguero, Costa Rica); if not easily recognized, provide GPS specifications.
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RICE UNIVERSITY FIELD SAFETY PLANNING TOOL

Trip Duration: Start date or time (if day-trip), duration, expected return to campus.

Field Trip Roster: Name of Research Group or Course / Trip Leader / All participating parties. This
information should be provided to the Department Chair and, if remote area without cell phone service
or international travel, to the Office of Risk Management. A final list is required before leaving Rice
campus.

Minors in University Activities and Research:Will minors (persons under 18 years of age and who
are not enrolled in a Rice degree program) be participating in these research or educational activities?
Have you filed the appropriate paper work with the Office of Risk Management? Please see the Rice
University Policy Regarding Minors and Research and ensure all requirements have been completed
prior to trip: https://riceuniversity.co1.qualtrics.com/jfe/form/SV_eR5fe6AtDd39lHL
Information on programs with minors:
https://riskmanagement.rice.edu/minors-university-approved-activities

Activity Overview: Type, length, and purpose of activity (e.g.,collecting specimens and assessing
rock structures, hiking 3-4 miles over a 2-day period). For class trips (or research trips), where
accommodations cannot be made, efforts to ensure an equivalent experience for any such students
are important, and the Disability Resource Center should be consulted well in advance of the
planned activity for assistance in finding effective alternatives/equivalent experiences.

Site Information: Elevation, terrain, environment.
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RICE UNIVERSITY FIELD SAFETY PLANNING TOOL

Travel to Site: How will participants get to the field site? Are the vehicles to get to site insured and
driver(s) is(are) qualified and covered by insurance. Note any dangerous roads and other potentially
dangerous conditions.

Insurance: Insurance coverage for any unanticipated incident may be identified through
https://riskmanagement.rice.edu/insurance-policy-information. Some coverage for faculty, staff, or
students does not apply if outside the US or under specific circumstances, so knowing what insurance is
needed for health (including local resources aad/or returning to the US) is important.

Communication from Site: How will communication occur if problems are encountered (e.g., is
wireless phone service available and reliable, or is a satellite phone required for communication?)? If
participants will be alone, how will they seek assistance?

Site Access: Are there any particular restrictions or challenges to accessing site? Note any alternate
routes or suggested parking areas; gate access codes, etc. Make special note if isolated or remote:
How will communication occur if problems are encountered (e.g., will communication require a satellite
phone or is wireless phone service available?).

Environmental Hazards: Describe any dangerous wildlife, insects, poisonous plants, etc. that
participants may encounter. Note intended mitigation measures; discuss these dangers and mitigation
measures with participants prior to trip. If water and food are required, ensure that any participant
concerns (e.g., allergies, need for epinephrine to mitigate allergic response, etc.) are addressed.
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RICE UNIVERSITY FIELD SAFETY PLANNING TOOL

Physical Demands: List carefully and share information with participants regarding any physical
demands required for this trip and training/certification provided. e.g. diving, swimming, hiking, climbing,
high altitudes, respirators, heights, confined or restricted spaces, etc. (Consult with EH&S regarding
appropriate training and documentation and with Disability Resource Center for accommodations for
physical or emotional challenges). If any hazards from tools, equipment, or materials are present,
please review sections below relevant to these issues. [For trips with diving, see below.]

Personal Protective Equipment: Identify equipment that will be required — e.g., boots, safety glasses,
PFDs (personal flotation devices), hardhats, etc. Identify equipment that will be recommended — e.g.,
walking sticks, gloves, long pants, hats, insect repellant, sunscreen

Participant Information

Field Team/
Participants

Is anyone working alone?☐ Yes☐ No If yes, develop a communications plan with
strict check-in procedures; if cell coverage is unreliable, carry a satellite communication
device or personal locator beacon.
Primary Field Team Leader: Name, phone number
Secondary Field Team Leader: Name, phone number
☐ Field Team/Participant list is attached as training documentation
☐ Other attachment: e.g., course roster

Emergency Services/Daily Contact Information with Individuals Not Travelling
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RICE UNIVERSITY FIELD SAFETY PLANNING TOOL
Local
Contact

Name, address & phone #, may
be a local colleague/institution,
reserve manager, US Forest
Service office, etc.
Lodging location: name,
address, phone number

University
Contact
Not on trip.
Provide a copy
of this plan.

Name, phone number, email;
may be a Professor/PI,
department contact, supervisor
back on campus, etc.
Frequency of check ins: daily,
at end of work day, etc.

ADDITIONAL INFORMATION FOR TRIPS TO REMOTE AREAS WITHOUT USUAL
ACCESS TO FOOD/WATER/OTHER SERVICES WITHIN US & INTERNATIONAL

Site Location (Note that site location will impact transportation, communication, legal
compliance, et al.)
Name of Recognizable Location OR

Latitude: XX.XX (from GPS MAP) Longitude: XX.XX (from GPS/Map)

Emergency Services/Daily Contact Information with Individuals Not Travelling

Local
Contact

Name, address & phone
number, may be a local
colleague/institution, reserve
manager, USFS office, etc.
Lodging location: name,
address, phone #

University
Contact
Not on trip.
Provide a copy
of this plan.

Name, number, email; may be
a Professor/PI, department
contact, supervisor back on
campus, etc.
Frequency of check ins:
daily, at end of work day, etc.

Emergency Medical Services (EMS). Identify procedures for contacting emergency medical services.

Nearest Emergency Department (ED). Prepare an evacuation plan and transportation options to the
nearest Emergency Department; include estimated transport time, contact information and driving
directions from the site to the nearest provider of emergency medical care. Attach map with specific
directions.
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RICE UNIVERSITY FIELD SAFETY PLANNING TOOL
Cell Phone
Coverage

Primary Number:

Coverage: good, spotty, none

Nearest location with coverage:

Satellite
phone/device
More than one
device may be
required for
safety.

Device carried?

☐yes ☐no

Type/number:

Nearby Facilities:What facilities are available at or near the site: restrooms, water, gas, public phone,
store? If not, where are the nearest services along the route?

Side Trips: Are side trips planned or allowed during free time? Before or after the planned activities?
Are there restrictions, specific rules, or expected code of conduct? Trip leadership must ensure that all
participants are aware of and consent to observing all local customs and mores.

Physical and Emotional Limitations: Identify physical and/or emotional limitations for individuals on
the field trip. These may include, for example, physical limitations in walking or climbing, food allergies,
anxiety disorders, or other types of limitations. Remind participants to bring any required medications for
the duration of the trip (with a little extra just-in-case).Taking a source of epinephrine to remote sites for
serious allergic reactions is advised (e.g., Epi-Pen), preferably multiple doses. For class trips (or
research trips), where accommodations cannot be made, efforts to ensure an equivalent experience for
the students are important, and the Disability Resource Center should be consulted for assistance in
finding effective alternatives/equivalent experiences.

Medical and Personal Supplies: Ensure that participants know what medical and personal supplies
they must bring sufficient for unexpected delays. Examples include individual medications and supplies
(e.g., tampons, sanitary napkins). Include any medications that may not be taken daily.

A-16



RICE UNIVERSITY FIELD SAFETY PLANNING TOOL

Research and Educational Tools: Briefly describe tools or equipment that will be used to access the
site or during activities. Indicate specific training required before use, e.g., sharps (knives, razors,
needles), hand tools, chainsaws, power tools, heavy machinery, tractors, specialty equipment, firearms,
lasers, portable welding/soldering device, other hazardous equipment or tools. What training is required
and has been provided for use of these tools?

Other Research/Educational Hazards: Describe other potential hazards (e.g., handling or shipping
hazardous materials — chemical, biological, radiation, and explosives), handling animals, climbing or
working at heights, rigging, shoring/trenching, digging/entering excavations, caves, other confined space,
drone use — and how these will be managed on this trip.

Training Needed for Hazards: Describe other potential hazards utilized for any activity and indicate
training requirements for their handling/use and how oversight to ensure safety will be managed on this
trip. Examples include power tools; handling or shipping hazardous materials (chemical, biological,
radioactive, and explosive); handling animals; climbing or working at heights; rigging; shoring/trenching/
digging/entering excavations, caves, other confined spaces; utilizing drones.
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RICE UNIVERSITY FIELD SAFETY PLANNING TOOL
Personal Protective Equipment: Identify equipment that will be required — e.g., boots, safety glasses,
PFDs, hardhats, etc. Identify equipment that will be recommended — e.g., walking sticks, gloves, long
pants, hats, insect repellant, sunscreen

Research or Class Involving Diving:Will your research project/class activity require diving in bodies of
water or scuba diving? If so, do all participants hold a scuba diving certification? Please describe the
activities below.

ADDITIONAL INFORMATION FOR INTERNATIONAL FIELD TRIPS

International Activities: If you are traveling internationally, have you consulted with the state
department travel website, and Rice Office of Risk Management?

https://riskmanagement.rice.edu/international-travel-announcement
https://riskmanagement.rice.edu/international-travel-checklists
https://travel.state.gov/content/travel/en/traveladvisories/traveladvisories.html

Passport and Visa Issues: Ensure that participants are aware, if needed, that passport and visa are
required for the trip. International students must speak with the Office of International Students and
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RICE UNIVERSITY FIELD SAFETY PLANNING TOOL
Scholars as soon as possible, but at least two weeks before embarking on a trip outside the United
States or near US borders with other countries, to ensure their visa status and safety.

Check-in Schedule: Create a schedule for checking in with relevant parties (parents, oversight
person at Rice, et al.) so that relevant parties are apprised regarding safety of participants.

Data and Currency Security: Ensure that participants are aware of steps to be taken to ensure
passport, visas, identification, computer and currency security (e.g. taking a computer that does not
contain all their personal information) and securing cash or other valuables effectively. Prepaid cards
may be useful where appropriate.

Identify risks and consult International SOS and State Department for information:When traveling
outside the United States, registration of each person with International SOS:
https://riskmanagement.rice.edu/traveling-abroad-intl-sos is required. This site provides information on
local conditions and services for individuals. If traveling outside the US, contact Office of Risk
Management for more information. Ensure that there is informed consent from participants where risks
are elevated. Local mores are different in other countries (e.g., bribes, corruption, et al.). Identify any
known risks and mechanisms developed to address these risks. What is the worst case scenario and
what would you need to do prior to the trip (including materials to take along) and during the trip? The trip
should be registered with the Smart Traveler Enrollment Program (STEP) of the US State Department,
https://step.state.gov.
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RICE UNIVERSITY FIELD SAFETY PLANNING TOOL
Immunizations, Vaccinations or Medical Evaluation: Before embarking on a trip, ensure that all
participants receive any relevant immunizations, vaccinations, or prophylaxis or required evaluation, if
applicable, prior to the trip.

Effective Means of Communication at the Site (and during transport to the site): This may include
direct supervision, the buddy system, reliable cell phone, SAT phone, or radio contact, etc.

Security: High risk for harassment or violence? Review intended mitigation measures with participants;
discuss prior to trip. For international travel, check the U.S. State Department travel site for current travel
alerts. Consult Office of Risk Management for assistance.

No Go Criteria:What are the conditions under which approach to — or activities at — the target site
should be stopped or canceled? Examples include heavy rains, electrical storms, snow, temperatures >
100 degrees, within 2 hours of high tide, wave heights over 1 meter, local violence in the area, etc.
Under some conditions, an individual may decide not to go on the trip due to personal or medical issues;
the issues should be discussed by the leader and the individual.in making the final decision.

Expected/Usual Regional Weather: Note extreme conditions that could impact the trip or require
additional planning, (e.g., high heat, wind, rain, cold, snow, approaching storm). Are there backup
plans/supplies/materials to address an unexpected loss of resources. Knowing “What do I need to
survive in environment X” is an important question to explore with participants.
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RICE UNIVERSITY FIELD SAFETY PLANNING TOOL

Drinking Water Availability: Is there plumbed water available, is a water cooler with ice provided, is
bottled water provided (how much would be needed?), or are you using a natural source available and
you will treat the water before consumption (e.g., filtration, boiling, chemical disinfection)?

Access to Shade/Shelter: If forecast exceeds 80°F, shade should be provided by natural or artificial
means for rest breaks. This shade can be accomplished by building structures, natural trees, using a
temporary canopy/tarp, vehicle with A/C, et al.

High Heat Procedures (when temperatures are expected to exceed 95°F): If possible, limit strenuous
tasks to morning or late afternoon hours. Rest breaks in shade should be provided at least 10 minutes
every 2 hours (or more if needed). Effective means of communication, observation and monitoring for
signs of heat illness should be on-going at all times. Pre-work safety discussion recommended.

Cold Weather Provisions: Do you have the appropriate provisions, e.g., clothing, heathers, tents, etc.,
for the cold temperatures you are expecting to experience on the trip? Will there be substantial swings in
temperature in the field?
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RICE UNIVERSITY FIELD SAFETY PLANNING TOOL

Mental Demands: List carefully and share information with participants regarding any unique mental
demands required for this trip, e.g., long travel days, high stress environments, different cultural norms,
etc. If someone seems emotionally ill-equipped for the trip, have a frank discussion to avoid a crisis while
away. If assistance is needed, the Wellbeing Center phone (713-348-3311) is answered 24/7.

First Aid Training & Supplies: Identify clearly the team members trained in first aid and the type of
training received. Identify for participants the location and description of the group’s medical/first aid kit:
Who is carrying it, where is it stored, brief description of contents.

Field Transportation:What vehicles will be used during field operations? Identify before departure who is
qualified to drive/operate the vehicle(s). All those operating vehicles should be licensed and demonstrably
qualified for the specific vehicle. Examples: chartered boat, paddle craft, car, ATV, truck with trailer,
snowmobile, chartered plane or helicopter, etc. Rice University Office of Risk Management, manages a
variety of insurance programs. Please consult their website for assistance in ensuring coverage for your
field trip: https://riskmanagement.rice.edu/vehicle-safety-guidelines
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RICE UNIVERSITY FIELD SAFETY PLANNING TOOL
Research and Educational Tools: Briefly describe tools or equipment that will be used to access the
site or during activities. Indicate specific training required before use, e.g., sharps (knives, razors,
needles), hand tools, chainsaws, power tools, heavy machinery, tractors, specialty equipment, firearms,
lasers, portable welding/soldering device, other hazardous equipment or tools. What training is required
and has been provided for use of these tools? The leader for the field trip must ensure training is provided
prior to departure for the trip.

Other Research/Educational Hazards: Describe other potential hazards (e.g., handling or shipping
hazardous materials — chemical, biological, radiation, and explosives), handling animals, climbing or
working at heights, rigging, shoring/trenching, digging/entering excavations, caves, other confined space,
drone use — and how these will be managed on this trip.

Training Needed for Hazards: Describe other potential hazards (e.g., handling or shipping hazardous
materials — chemical, biological, radiation, and explosives), handling animals, climbing or working at
heights, rigging, shoring/trenching, digging/entering excavations, caves, other confined space, drone use —
and how these will be managed on this trip.

Personal Protective Equipment: Identify equipment that will be required — e.g., boots, safety glasses,
PFDs, hardhats, etc. Identify equipment that will be recommended — e.g., walking sticks, gloves, long
pants, hats, insect repellant, sunscreen. Ensure that all protective equipment is appropriate for the
intended use.
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RICE UNIVERSITY FIELD SAFETY PLANNING TOOL
Insurance: Insurance coverage for any unanticipated incident may be identified through
https://riskmanagement.rice.edu/insurance-policy-information. Some coverage for faculty, staff, or students
does not apply if outside the US or under specific circumstances, so knowing what insurance is needed for
health (including local resources and/or returning to the US) is important.

Research or Class Involving Diving:Will your research project/class activity require diving in bodies of
water or scuba diving? If so, do all participants hold a scuba diving certification from a licensed
organization? Please describe the activities below.

PERMITS FOR IMPORT, WILDLIFE AND GAME, AND MATERIAL TRANSFERS
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RICE UNIVERSITY FIELD SAFETY PLANNING TOOL
USDA-APHIS import Permitting: Assure that you have secured all appropriate USDA-APHIS if you are
importing any of the following from other states, or countries: soil, invasive species, plant agricultural
pests, any animal, plant or soil materials from other countries, or bacteria, fungi and viruses which infect
plants.

https://www.aphis.usda.gov/aphis/ourfocus/planthealth/import-information/permits/regulated-organism-and
-soil-permits

https://www.aphis.usda.gov/aphis/ourfocus/planthealth/import-information/permits/plants-and-plant-produc
ts-permits

https://www.aphis.usda.gov/aphis/ourfocus/planthealth/import-information/permits/plants-and-plant-produc
ts-permits/sa_transit/ct_transit

CDC Import Permits:Will you be importing biohazardous materials from other countries, if so, a CDC
import permit must be secured from the CDC: https://www.cdc.gov/phpr/ipp/index.htm

Wildlife and Game Permitting: Is a wildlife and game permit necessary, including importation of plants,
insects, feathers, birds, butterflies, etc.. If so, a wildlife and game permit must be secured for this purpose.
https://www.fws.gov/permits/ApplicationMain.html

Material Transfer Agreement (MTA): If transferring intellectual information or materials to another party
or receiving intellectual information or materials from a another party including rDNA constructs and
genetically modified organisms, an MTA must be secured from the Office of Technology Transfer:
https://ott.rice.edu.

REIMBURSEMENTS FOR EXPENSES — POLICY 806
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RICE UNIVERSITY FIELD SAFETY PLANNING TOOL

Cash Advances, Reimbursement for Charges of Personal Credit Cards, and Filing Expense
Reports on P Cards: Review Policy 806 (https://policy.rice.edu/806) prior to travel so that expenses can
be covered or reimbursed appropriately. Prior to travel, to ensure reimbursement, set up an expense
report and provide an end date to make clear expenses incurred in advance or on the trip (e.g., cash
advances and reimbursement for charges on a personal card) are for an event that ends at a future time.
File any expense reports or other reporting required by the department or the sponsoring agency for the
trip within 30 days of the trip end. Delays of 45 days or more in filing an expense report will result in
suspension of P card, and if expenses are not cleared in 60 days income will be imputed equal to the
expense amount with tax consequences to the P card owner

NOTES:
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/£,,t;:il'it�'01-339 (Back) 
� �k (Rev.4-13/8) 

Texas Sales and Use Tax Exemption Certification 
This certificate does not require a number to be valid. 

Name of purchaser, firm or agency 

William Marsh Rice University 
Address (Street&number, P.O. Box or Route number) 

I 
Phone (Area code and number) 

6100 Main St 713-348-0000
City, State, ZIP code 
Houston, TX 77005 

I, the purchaser named above, claim an exemption from payment of sales and use taxes (for the purchase of taxable 
items described below or on the attached order or invoice) from: 

Seller: 

Street address: City, State, ZIP code: 

Description of items to be purchased or on the attached order or invoice: 

Purchaser claims this exemption for the following reason: 

William Marsh Rice University (or "Rice") is a Section 501(c)(3) tax exempt organization and is exempt from Texas sales and 
use tax for purchases related to Rice's exempt purpose. 

I understand that I will be liable for payment of all state and local sales or use taxes which may become due for failure to comply with 
the provisions of the Tax Code and/or all applicable law. 

I understand that it isa criminal offense to give an exemption certificate to the sel/erfortaxable items that I know, at the time of purchase, 

will be used ina manner other than that expressed in this certificate, and depending on the amount of tax evaded, the offense may range 

from a Class C misdemeanor to a felony of the second degree. 

sign►
here 

Purchaser Title Date 

� 

\ ,,--, Associate VP and University Controller 
I .J' 

L/ 

NOTE: This certificate cannot be issued for the purchase, lease, or rental of a motor vehicle. 

THIS CERTIFICATE DOES NOT REQUIRE A NUMBER TO BE VALID. 

Sales and Use Tax "Exemption Numbers" or "Tax Exempt" Numbers do not exist. 

This certificate should be furnished to the supplier. 
Do not send the completed certificate to the Comptroller of Public Accounts. 
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Texas Hotel Occupancy Tax Exemption Certificate 
Provide completed certificate to hotel to claim exemption from hotel tax. Hotel operators should request a photo ID, business card or 
other document to verify a guest's affiliation with the exempt entity Employees of exempt entities traveling on official business can 
pay in any manner. For non-employees to be exempt, the exempt entity must provide a completed certificate and pay the hotel with 
Its funds (e.g., exempt entity check, credit card or direct billing). This certificate does not need a number to be valid.

Name of exempt entity Exempt entity status (Religious, charitable, educational, governmen/<1/) 

William Marsh Rice University Educational 501 {c) (3) 
Address of exempt organization (Street and number) 

6100 Main Street MS-70 
City, State, ZIP code 

Houston, TX 77005 

Guest certification: I declare that I am an occupant of this hotel on official business sanctioned by the exempt organization named 
above and that all information shown on this document is true and correct. I further understand that it is a criminal offense to issue 
an exemption certificate to a hotel that I know will be used in a manner that does riot qualify for the exemptions found in the hotel 
occupancy tax and other laws. The offense may range from a Class C misdemeanor to a felony of the second degree. 

Guest name (Type or print) Hotel name 

Guest signature Date 

sign► 
here 

Exemption claimed 
Check the box for the exemption claimed. See Rule 3.161: Definitions, Exemptions, and Exemption Certificate. 

D United States Federal Agencies or Foreign Diplomats. Details of this exemption category are on back of form.
This category is exempt from state and local hotel tax. 

D Texas State Government Officials and Employees. (An individual must present a Hotel Tax Exemption Photo ID 
Card). Details of this exemption category are on back of form. This limited category is exempt from state and local 
hotel tax. Note: State agencies and city, county or other local government entities and officials or employees are not 
exempt from state or local hotel tax, even when traveling on official business. 

D Charitable Entities. (Comptroller-issued letter of exemption required.) Details of this exemption category are on back
offonn. This category is exempt from state hotel tax, but not local hotel tax. 

� Educational Entities. Details of this exemption category are on back of fom1. This category is exempt from state 
hotel tax, but not local hotel tax. 

D Religious Entities. (Comptroller-issued letter of exemption required.) Details of this exemption category are on back
of form. This category is exempt from state hotel tax, but not local hotel tax. 

D Exempt by Other Federal or State Law. Details of this exemption category are on back of form. This category is 
exempt from state and local hotel tax. 

Permanent Resident Exemption (30 consecutive days): An exemption certificate is not required for the permanent resident 
exemption. A permanent resident is exempt the day the guest has given written notice or reserves a room for at least 30 consecutive 
days and the guest stays for 30 consecutive days, beginning on the reservatlon date. Otherwise, a permanent resident is exempt on 
the 31st consecutive day of the stay and is not entitled to a tax refund on the first 30 days. Any interruption in the resident's right to 
occupy a room voids the exemption. A permanent resident is exempt from state and local hotel tax. 

Hotels should keep all records, including completed exemption certificates, for four years. 

Do NOT send this form to the Comptroller of Public Accounts. 

A-28



BioSciences Department 
Cash Advance Request for International Travel only

Today’s Date:  ___________  

Requestor’s Name: ________________________             Student Id #: _______________ 

Cell Phone #: __________________  Do you have Direct Deposit set up in Esther ___Y ___N 

Home Mailing Address:  

Travel Dates:  ______________ 

Travel Destination (include City and Country): ______________________________ 

Purpose of Trip:

Funding Source (include Project Number or COA: __________________________ 

    (Attach PDF of Grad Student Travel Award & signed Grad Student Travel Authorization) 

Breakdown of expected use of Cash Advance 
Item Explanation of Use Cost (USD)

Baggage 

Supplies 
Local Transportation 

Lodging/Hotel 

Meals 

Site Fees 

Total Amount of Cash Advance needed:  $ ___________ 
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EEB Graduate Student Professional Society Membership Grant Form

Please email the completed form as an attachment to GSA president(s) Annie Finneran
(af58@rice.edu) and Hannah Yin (hy43@rice.edu) and CC the graduate program administrator
(Denise, dtorres@rice.edu). Please include “prof society member eeb grant app” in the subject

line of the email so that your application is less likely to be missed. Thank you!

Name:
Email:
Rice ID #:
Name of society:
Dates of membership:
Membership cost:
Earliest date payable for desired membership period:
Is this a student membership cost?

Briefly describe which professional society you would like to request membership funds for
and how this membership will contribute to your career development. For instance, why
would a membership be beneficial for the particular year you’re applying for? (6 sentences max)

How it works:
● Students can apply once every academic year (September thru April).
● Students can only select a membership lasting up to 12 months.
● Applications will be reviewed by EEB GSA generally at the end of each month (with the

exception being by the end of the fall semester for the month of December), after which
an EEB GSA officer will contact recipients to coordinate payments.

● Membership costs up to $50 will be covered.
● Membership costs can be partially covered – in this case the student will need to pay in

full up front before receiving partial reimbursement.
● Memberships must be purchased within 4 months of receiving this grant, or by June 15th

if this date comes sooner.
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Ecology & Evolutionary Biology Annual Grad Student Report Format 

Ecology & Evolutionary Biology graduate students are expected complete an annual report and submit 
the report to the Graduate Program Administrator by December 1 of each year. EEB program faculty 
review students’ annual reports and Graduate Student Symposium talks as part of the annual review 
process.  

The report must follow the below format, with all components in the specified order. 

 Up-to-date CV, any format may be used 

 Annual Self-Evaluation Questionnaire 

 List of all funding efforts (grants, fellowships, awards) sought in the past year, with indication 
of status (e.g. awarded, declined, pending) 

 List of all talks and research presentations conducted over the past year 

 Dissertation research summary (format based on year in the program, as specified) 
• Students in years 1 & 2 – A paragraph describing research interests and likely directions

for the dissertation
• Students in years 3 and beyond – Abstract for each dissertation chapter

 Table of research activities over the past year 
• Over the past year, how have you divided your time among the diverse activities that are

part of your research training? This may include but is not limited to, reading literature,
attending seminars, developing/designing experiments, performing
experiments/collecting data, data analysis, preparing written and oral presentations,
writing manuscripts. Not all categories need be used; you may include other categories
that are not listed here. The table will likely vary by student and year in program.
Example table:

Research Activity % time spent on activity over the 
past year (100% total) 

literature 20 
data analysis 30 

seminar 10 
writing/preparing manuscripts 40 

• Indicate the average number of hours worked per week, over the past year, by filling in the
below blank.

Over the past year, I worked ____ hours per week, on average.

• In addition, express whether you think changes in your time management would be useful
for your productivity during the next year, and describe what changes you are planning
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Ecology & Evolutionary Biology Graduate Student Annual Self-Evaluation Questionnaire 

It is valuable to evaluate periodically how well you are expending your time and to make changes in your 
behavior that improve your productivity (even after you have your degree). In addition, it is important to 
identify ways to engage others effectively in discussions that accelerate your research progress, extend 
your research skills, and expand your intellectual breadth. Finally, it is vital that you assess what steps 
you need to take to become an independent researcher who identifies hypotheses that are compelling, 
testable, and worthy of your valuable time and effort. To help you think about these issues as you proceed 
through graduate school, you should provide typed answers to the following questions as a component of 
your annual report (no more than one page). You are encouraged to discuss these with your advisor and 
committee and to ask them for input on the changes you are planning for the upcoming year. 

1. Did you think your goals for the previous year were realistic, too ambitious, or not
ambitious enough? ‘

2. What aspects of your research represented the biggest obstacles?

3. What aspects of your research represented the biggest successes?

4. List your research, academic, and professional development goals for the coming year.
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EEB Graduate Student Symposium: Presentation Preparation Guide 

Title 

• Clear and appropriate title (should summarize contents of your presentation), author name, affiliation/lab

Introductory Slides 

Methods, Design, Analysis 

• Heading or other indication that experimental methods are now being presented
• Introduce study system and relevant biology/ecology of you study organism/population/community
• Explain overall methodological approach
• Explain analytical methodology and statistical methods
• Convey appropriateness of methods to achieving stated study objectives or goals

Results 

• Heading or other indication that you research results are now being presented.
• Focus on key results and key insights.
• All figures should be clear and readable
• Figure contents (e.g. axes, symbols, scales) and patterns (e.g. trends, relationships, statistical outcomes)

are explained thoroughly
• Avoid large tables; utilize clear figures

Conclusion 

• Summarize main points
o Interpret the results in the context of the story laid out in the Introductory slides

• Do these results solve the problem presented in the introductory slides?
• Offer next steps or future work generated by the presented research
• Final slide with take home points
• Acknowledgements (funding sources, advisor/collaborators, field or lab assistants, others who helped

make your work possible).

Sources: 
http://pages.cs.wisc.edu/~markhill/conference-talk.html#interview 
Dr. Mary Purugganan – BIOC 583 seminar on presenting seminars, Feb. 6, 2017. 
http://www.northwestern.edu/climb/resources/oral-communication-skills/creating-presentation-body.html 

• Forecast: Briefly identify the problem you’re addressing and insight you found
• Outline: Give the structure of the talk you’re about to give
• Motivation and Problem:

o Why should anyone care about this topic you are presenting? How will your information benefit
the audience?

o Describe the current state of understanding in the field
§ What is known and not yet known

o Relate your research project to previous literature.
§ How does your work relate to previous work?
§ How does your work advance (add to) the field?

o Are there wider/broader implications of your work for science or society?
o What is your specific hypothesis or research objectives/goals?
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EEB GSS Feedback Form Dec. 3, 2018 

Presenter Name:_____________________________________ 

Presentation Content: 

Criteria Rank* Comments 

Title—Clear and appropriate title which 
summarizes contents of the presentation. 

1    2    3 

Introduction—Briefly identified the issue being 
addressed and why we should care. Clearly 
conveyed conceptual background, motivations,
and identified the “gap”. Provided clear
questions, potential alternative hypotheses,
and/or objectives. 

1    2    3 

Methods—Clearly explained why/how 
methodological approach will answer big 
question(s)/objective(s) outlined in intro. 
Provided necessary details to understand 
results without getting lost in detail.

1    2    3 

Results—Focused on key results and insights. 
Figure contents (axis, symbols, and scales) and 
patterns explained thoroughly. Revisited the 
question and its relation to the results. 

1    2    3 

Conclusion—Summarized main points in the 
context of the story presented in the 
introduction. Explained if or how the results 
addressed the question/filled the gap. 

1    2    3 

Q&A—Answered questions clearly, 
confidently, and concisely. Gave reasonable
speculation if answers were unknown or not 
straightforward 

1    2    3 

*Rank—1: Needs Improvement; 2: Good; 3: Very Good
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EEB GSS Feedback Form Dec. 3, 2018 

Presentation Style: 

Criteria Rank* Comments 

Delivery—Avoided use of fillers (e.g., “um”, 
“so”, “kind of”). Effectively used delivery tools 
(e.g. spoke clearly, at good tempo & volume, 
sounded engaged, with limited reliance on 
slides). 

1    2    3 

Presentation of self—Projected confidence and 
familiarity with the topic and slides. Avoided 
distracting body language (e.g., repetitive 
motions, wild gestures with pointer etc.).
Appropriate eye contact. 

1    2    3 

Organization—Clear narrative & logically
ordered flow, with clean transitions & 
connections between big question, results & 
take home.

1    2    3 

Visuals—Figures were clear and readable. 
Used visuals with very limited use of text. 
avoided large/complex tables and figures 
or build up complex results step by step. 
Used color-blind safe colors.  Avoided small 
font.

1    2    3 

*Rank—1: Needs Improvement; 2: Good; 3: Very Good

GENERAL COMMENTS: 
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Graduate Thesis Evaluation 

Ecology & Evolutionary Biology Graduate Program, BioSciences Department, Rice University 

(To be completed by all committee members a as part of our graduate program assessment) 

Student: Date of defense:  

excellent very good satisfactory unsatisfactory 
Knowledge of 
background research 
and techniques 

□ □ □ □ 

Comments: 

Research results □ □ □ □ 
Comments: 

Problem solving and 
critical thinking skills □ □ □ □ 

Comments: 

Document text (written 
communication skills) □ □ □ □ 

Comments: 

Presentation (oral and 
visual communication 
skills) 

□ □ □ □ 

Comments: 

Committee member:  
  signature 
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Guidelines for Evaluation of EEB Graduate Thesis 

Background and 
Significance 

Excellent: Identifies all relevant results and techniques from the literature, 
and synthesizes them in a thoughtful discussion  

Satisfactory: Discusses major previous works and places them in context for 
the present project 

Unsatisfactory: Fails to cite or assimilate previous work 
Results Excellent: Extensive published or publishable results with thoughtful 

discussion 
Satisfactory: Some published or publishable findings that are adequately 

described 
Unsatisfactory: Limited or unpublishable results or low quality of discussion 

Problem solving and 
critical thinking skills 

Excellent: Demonstrates a deep understanding of the discipline that 
extends beyond the contents of the document 

Satisfactory: Competent answers that illustrate a facility with the issues and 
techniques immediately relevant to the thesis project 

Unsatisfactory: Answers reveal a limited familiarity with the thesis project or its 
context 

Thesis text Excellent: Good organization, fluent prose, and few grammatical errors; full 
compliance with formatting guidelines 

Satisfactory: Decent organization, coherent prose, and limited grammatical 
errors; full compliance with formatting guidelines 

Unsatisfactory: Poor organization, incoherent prose, and/or numerous 
grammatical errors; not in compliance with formatting guidelines 

Oral presentation Excellent: Engaging, highly polished presentation with well crafted slides 
that illustrate key results in the project and clearly describe wider 
implications 

Satisfactory: Professional presentation on par with a solid conference talk; 
includes a coherent project narrative 

Unsatisfactory: Too much or too little detail; unclear about project goals and 
direction; incoherent or illegible slides; read from slides 
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Research	Presentation	Tips	–	the	art	of	a	truly	great	seminar	
Compiled	and	edited	by	Josh	Tewksbury…	

The	following	document	was	prepared	by	soliciting	feedback	from	a	wide	range	of	faculty	
at	R1	research	institutions.	I	am	an	ecologist,	but	consistent	advice	came	from	colleagues	in	
a	wide	range	of	fields.		I	have	edited	the	advice	only	slightly,	and	organized	it	into	main	
themes.			

Two	principles	and	a	rule	of	thumb	to	begin.	First,	every	talk	is	a	job	talk.		Unless	you	never	
see	yourself	moving,	then	every	time	you	talk	about	your	work,	you	are	giving	a	talk	that	
could	lead	you	to	the	next	job.	Job	opportunities	have	been	lost	because	of	sloppy	
"informal"	talks	in	which	chairs	or	search	committee	members	were	unimpressed.	Second,	
the	research	seminar	is	almost	always	the	most	important	aspect	of	an	actual	interview.			

You	learn	to	give	a	good	seminar	the	same	way	you	get	to	Carnegie	Hall	--	practice,	practice,	
practice.		Get	critical,	constructive	feedback	on	several	iterations	of	your	talk	before	any	
high-stakes	event.			A	good	rule	of	thumb	for	any	high	stakes	talk	–	give	yourself	a	minimum	
of	40	hours	of	work	time	to	build	the	talk	and	hone	it	to	perfection.		The	difference	between	
a	competent	talk	and	an	exceptional	talk	is	that	last	20	hours	of	practice	AFTER	you	think	
the	talk	is	“in	good	shape”.	

I	have	organized	this	into	5	sections	–	I.	the	art	of	preparing	the	talk	(9	commandments	for	
building	a	truly	great	research	seminar),	II.	the	art	of	giving	the	talk	(12	tips	focused	on	the	
delivery	of	a	great	talk),	III.	a	bundle	of	tips	for	making	clear	slides,	IV	a	quick	hit	list	to	
check	if	you	are	truly	ready	to	give	you	talk,	,	and	V.	a	small	number	of	resources	(we	can	
add	more	during	the	seminar).	

I. The	Art	of	Preparing	the	Talk
1) Provide	a	narrative:	the	art	of	clarity	and	mystery

• Care	about	story	telling	and	narrative	structure.	The	best	seminars	are	good	stories
and	like	all	good	narratives	they	have	an	interesting	and	engaging	plot.	They	keep
the	listener	at	the	edge	of	their	seat.	The	art	of	a	good	narrative	is	to	combine
predictability	and	surprise.	Tell	your	audience	what	the	story	will	be	about	(this	is
what	"organizing	slides"	are	about)	but	have	a	plot	with	surprises	and	interesting
turns.	The	art	of	a	good	narrative	comes	from	either	being	an	innately	good	story-
teller,	or	from	reading	good	fiction	(Poe,	Hemingway,	some	of	the	good	pulp	and
mystery	writers	such	as	Elmore	Leonard	are	great	models).	It	does	not	hurt	to	make
an	outline	of	your	plot	rather	than	just	putting	a	bunch	of	slides	together.	Posing
mysteries/questions	is	a	ploy	that	can	be	used	to	great	dramatic	effect.

• use	a	story-telling	technique	other	than	chronological	-	"first	i	did	this,	then	i	did	this,
then	i	did	that"	is,	well,	boring.		extra	points	for	creating	a	suspenseful	story.		two
story-lines	i	use	regularly	use:
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o 2x4	from	the	left	-	leading	your	audience	in	one	direction,	with	the	implicit
expectation	of	a	certain	result	or	outcome,	dashing	their	expectations	(the
2x4),	using	that	research	"disaster"	to	realize	some	greater	pattern,	outcome
or	underlying	fundamental	truth	(this	structure	works	well	for	a	series	of
experiments	with	early	"failures"	leading	to	a	divergent	path	and	final
success)

o baptist	preacher	-	start	high,	bring	low,	end	high.		works	really	well	for
conservation	talks	where	the	end	message	mixes	scientific	outcomes	with	a
larger	social/societal	message	of	interaction/responsibility/	etc.

• Science	is	a	detective	story.		Tell	it	like	one.		State	hypotheses	explicitly,	with	at	least
two	strong,	plausible	alternatives	so	that	nobody	can	figure	out	in	advance	what
your	results	will	be.		Highlight	the	unexpected	and	the	counterintuitive	results.		Play
up	any	clever	insights	that	let	you	solve	the	problem,	or	any	exceptionally	large
datasets	and	analytical	savvy	that	let	you	do	what	nobody	else	has	been	able	to	do
before.		Science	is	(or	at	least	should	be)	a	CREATIVE	enterprise,	not	just	a	slog.

2) Provide	context	and	structure

• Care	about	didactics.	When	you	give	a	lecture	you	are	both	an	entertainer	and	a
teacher.	Audience	members	should	go	out	knowing	something	new	and	having
learned	how	to	explain	it	in	a	couple	of	pithy	sentences.	The	best	talks	are	those	in
which	people	leave	saying	“I	didn’t	know	that!	Man,	feather	lice	are	so	cool!”	Do	not
be	embarrassed	about	giving	all	the	background/context	needed	for	the	talk	to	be
understood	and	for	its	importance	to	be	appreciated.	What	is	obvious	to	you	might
not	be	to	the	rest	of	the	audience.	Ecologists	will	welcome	a	refresher	on	how	G
proteins	work	and	physiologists	will	thank	you	if	you	explain	how	the	neutral
theory	works	and	why	it	matters.

• Why	is	your	research	important	to	science?		What	are	the	big	questions	you're
addressing?		Why	is	your	system	BY	FAR	the	best	way	to	get	at	these	questions?
Context	and	relevance	are	EVERYTHING	for	the	majority	of	the	audience.

• Avoid	assuming	your	audience	knows	as	much	about	the	nitty	gritty	as	you	do.	If
you	start	a	talk	with	a	statement	like	"You	probably	all	know	the	importance	of	the
corticosteroid	hormones	for..."	well,	then	you've	lost	(and	perhaps	alienated)	those
in	your	audience	that	don't	(which	at	the	very	least,	will	be	graduate	students	-	also
see	point	3	above:	what	to	do).

• Start	with	saying	what	you	are	going	to	say.		It	could	be	an	outline	of	the	talk	or	even
some	of	the	major	conclusions	right	up	front.		People	want	to	know	within	less	than
5	min	what	the	point	is	going	to	be	and	whether	they	are	in	the	right	lecture.	Only
after	this	brief	statement,	begin	an	introduction	of	the	general	area	of	this	work	and
why	it	is	interesting.	After	an	introduction,	you	have	your	observations,	and	towards
the	end,	summarize	all	over	again.		Include	broader	implications.		Don't	forget	this
last	section	on	implications,	else	people	may	go	away	wondering,	"so	what?"

• Have	a	clear	overarching	question	that	you	start	with,	flesh	out,	and	return	to	(i.e.
say	what	you	will	say,	say	it,	remind	people	what	you	said).	The	bricks	are	the
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excellent	results	and	data	you	have	garnered,	but	without	the	mortar,	no	one	will	
understand	their	significance.	Outlines,	schematics	with	parts	highlighted,	etc,	are	
great	for	this.	

• Have	a	good	conceptual	framework	explaining	what	you	like	in	Biology	(or
whatever	field…).		Usually	only	a	small	fraction	of	the	audience	will	really	get	the
details	of	what	you	do.		They	need	to	hear	and	see	(with	a	schematic)	what	the	big
picture	is.		This	is	usually	three	topics,	like	“behavior,	physiology,	and	environment”
or	“modeling,	field	observations,	and	manipulations”.	It	really	can	be	anything…but
often	this	is	the	ONLY	thing	that	the	majority	of	the	audience	will	take	away	about
the	candidate.	It	gives	people	an	idea	of	what	you	would	do	for	30	years,	and	how
you	would	fit	into	that	department.

3) Keep	it	simple

• Bad	seminars	frequently	try	to	pack	far	too	much	into	the	time	slot.	My	gut	tells	me
that	you	can	hit	only	2-3	pieces	of	the	big	picture	story	in	any	seminar.

• In	any	talk	you	will	have	some	goal--a	few	points	to	make.		Organize	the	talk	to
maximize	the	clarity	of	these	points.		Throughout	focus	on	items	that	lead	you	to
these	specific	goals	and	reject	tempting	tidbits	that	don't	aid	in	getting	there.

4) Care	deeply	about	representation,	from	graphics,	to	art	to	font

• Slides	must	be	clear	but	in	great	seminars	they	are	beautiful.	Spending	time	making
beautiful	images	that	are	didactical	and	clear	separates	the	good/competent	talks
from	the	excellent	ones.	What	we	do,	the	creatures	and	systems	that	we	study,	are
so	damn	beautiful	that	there	is	no	justification	for	esthetically	sterile	talks.

• No	slides	where	ANYTHING	is	unreadable	or	hard	to	interpret.		How	many	times
have	you	heard	a	slide	introduced	like	this:		"I	know	you	can't	read	this	in	the	back
of	the	room,	but	..."		"These	colors	didn't	show	up	as	well	as	I	thought,	but	..."		""This
is	a	very	busy	figure	so	I'll	walk	you	through	it	..."		"I	know	this	slide	is	a	little	dark,
but	trust	me	--	this	little	smudge	is	really	important	..."		"There	are	no	labels	on	these
axes,	but	they	are	..."		IF	YOU	HAVE	TO	APOLOGIZE	FOR	A	SLIDE	IT	IS	NOT	WORTH
SHOWING.

• Clear	and	beautiful	figures	that	are	clearly	explained.	What	is	the	x-axis?	What	is	the
y	axis?	What	pattern	(trend	line,	colors,	differences,	no	relationship,	etc)	do	you
want	people	to	see	in	the	figure?	Only	after	explaining	all	that	will	people	really
understand	the	significance	(which	you	should	also	tell	them).

5) Cut	text,	then	cut	more	text,	then	remove	even	more	text.

• No	text-only	slides.		EVER.		Images	should	be	compelling,	clear,	and	large	enough	for
the	old	timers	in	the	audience.

• Use	PowerPoint	as	an	image	projector,	not	a	presentation	crutch.	That	means
minimal	text,	rarely	if	ever	in	bullet	point	form,	always	large	font.
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• Use	as	few	words	as	possible.		Avoid	long	lists	of	anything.		People	can't	retain	them.
If	you	have	to	say,	"I	know	you	can't	read	this	but....,"	you	have	too	much	material	on
your	slide.

• Make	sure	that	you'll	talk	about	everything	on	each	slide.	Otherwise,	remove
unneeded	figures	or	panels.

• Minimize	text	on	slides	-	put	only	enough	text	on	the	slide	to	remind	yourself	of
what	you	need	to	say,	or	very	very	strategically	to	remind	the	audience	of	some	key
concept	or	number	that	they	need	to	remember	as	the	story	rolls	out1.		And	if	you
can	remind	yourself	what	you	need	to	say	with	just	a	photograph	or	a	graph,	even
better.	This	produces	a	more	professional	slide	set	that	seems	a	little	more	'mature',
and	it	draw	the	audience	into	the	speaker's	story	rather	than	reading	slides.

6) Know	and	care	about	your	audience

• Know	your	audience.		The	first	10	minutes	and	last	10	minutes	(at	least)	must	be
accessible	to	EVERYONE	in	the	audience.		I	have	never,	EVER	heard	anyone
complain	that	a	speaker	spent	too	much	time	on	introducing	the	subject	and	putting
it	in	context.

• Know	your	audience.	A	seminar	to	a	biology	department	is	different	than	a	seminar
to	a	cell	biology	or	ecology/evolution	department.

• Know	the	audience.	It's	crucial	to	gauge	the	level	appropriately.	If	you	know	key
people	in	the	field	will	be	in	the	audience,	make	sure	that	you	cite	their	work
appropriately,	but	not	gratuitously.	Also,	don't	confuse	appealing	to	a	broad
audience	with	"dumbing	down"	-	colleagues	(including	undergraduates	through
senior	faculty)	from	other	disciplines	or	sub-disciplines	are	not	stupid,	even	if	they
aren't	up	on	the	latest	bayesian	technique,

• For	the	job	seminar,	talk	briefly	in	a	very	genuine	way	about	your	fit	to	the
department.	This	is	not	an	idle	shout	out	to	all	the	professors	you	might	have
something	in	common	with.		Instead,	this	takes	researching	the	departmental
resources	and	understanding	how	you	could	both	use	and	contribute	to	them.

• For	the	job	seminar,	use	the	last	5-10	min.	to	talk	about	what	you	would	do	in	your
new	lab.	This	could	even	have	potential	specific	aims	for	a	grant.	Consider	what
experiments	your	first	rotation	or	grad	student	or	undergrad(s)	would	do	in	the	lab.

7) Be	clear	about	YOUR	research

• Be	very	clear	what	YOU,	PERSONALLY	have	contributed	to	the	science.		Own the
work. Don't say "I'm a postdoc in the xx lab and we study....". This	is	especially
important	if	you're	coming	out	of	a	big	lab.	Some	tips:

o Use	your	acknowledgements	well.		Be	classy,	complete,	and	quick.		This	is
one	of	the	only	times	in	your	seminar	when	you	will	put	text	and	information

1	Beware:	This	latter	use	of	text	is	where	speakers	go	horribly	wrong,	
thinking	the	audience	needs	to	remember	dozens	of	full	sentences	and	big	
bulleted	lists.	
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on	a	slide	that	you	will	not	talk	about.		List	funding,	list	advisors	and	lab-
mates,	list	collaborators.		Don’t	call	them	all	out	by	name.		

o List	published	works	under	relevant	results,	so	folks	know	what	is	published.

8) Reduce	the	number	of	slides	and	the	number	of	transitions

• The	exact	number	depends	a	lot	on	how	you	use	them,	but	you	will	almost	always
have	too	many

• Up	to	35	slides	for	a	45-minute	talk	might	be	possible.		More	than	that,	especially	if
many	have	data,	is	just	overload.		For	a	15	min	talk,	10	slides	seems	the	upper	limit.
You	may	be	able	to	get	through	more,	but	the	audience	will	not.		You	want	them	to
come	away	satisfied	rather	than	frustrated.		Boil	down	the	message	to	the	essentials.

• Avoid data diarrhea: Sometimes	your	story	has	lots	of	data	you	are	very	proud	of.
One	approach	is	to	show	the	audience	how	you	carefully	analyze	one	or	two	points
using	the	raw	data.		Do	this	until	the	audience	recognizes	that	you	think	well	and
trusts	that	you	are	satisfying	rigorous	criteria.		Then	say	that	you	investigated	the
five	other	points	with	similar	methods,	care,	and	scrutiny,	but	since	there	isn't	time
to	show	each	of	the	individual	experiments,	you	will	just	be	stating	the	results.		This
way,	you	have	illustrated	how	to	do	it	well	with	details	and	yet	not	dragged	the
audience	through	too	many	details.

9) The	E’s	of	life,	in	15-minute	packets,	and	with	clarity

• Giving	talks	as	all	practices	is	about	all	these	E’s	of	life,	isn’t	it:	Empathy,	Ethics,
Esthetics,	and	Etiquette	…

• Any	talk	over	15	minutes	is	longer	than	our	brain's	attention	span,	so	break	up	your
talk	into	15	minute	pieces	and	then	pause	for	a	minute	of	so	between	each	one	so
that	people	can	rest.

• get	over	the	need	to	show	your	disciplinary	colleagues	you	speak	the	jargon	and	can
"out-math"	them	-	live	in	fear	of	a	resurgence	of	buzzword	bingo,	and	strive	to	make
your	work	understandable	and	relevant	to	the	broadest	audience

II. The	Art	of	Giving	the	Talk:

1) Stay	on	Time

• Stay	on	time,	and	under	the	full	amount	of	time	allotted.	Make	sure	to	allow	time	for
questions,	e.g.	if	it's	a	50	min	time	slot,	aim	for	40	min	-	I	think	it's	pro	when	I	see	a
speaker	clock	in	around	40-42	min,	treating	the	seminar	as	a	time	for	a	collegial
exchange	of	ideas	rather	than	just	a	show	about	themselves.	It	shows	both
confidence	and	openness.

• Finish	on	time	to	leave	room	for	questions.		Nobody	every	complained	about	a
seminar	that	was	TOO	SHORT.

2) Slow	down
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• Avoid	talking	too	fast,	not	looking	at	your	audience	and	reading	from	notes.	If	you
are	not	engaged	in	your	audience	because	you	are	nervous	they	will	check	out.
Learn	to	work	with	your	nervousness.

• Speaking	faster	to	say	more	does	not	improve	a	talk.		Give	yourself	time	to	make
points	clearly	and	for	the	audience	to	think	while	you	are	talking.		Leave	the	slide
you	are	talking	about	up	until	you	have	finished	making	any	points	about	it.		It	is
easy	to	make	the	mistake	of	flipping	to	the	next	slide	while	still	finishing	your
statements	about	the	previous	one.

3) Connect	with	individuals

• Care	about	your	audience.	Respect	and	pay	attention	to	those	in	front	of	you.	Engage
them.	This	takes	place	at,	at	least,	two	time	scales.	Get	to	know	your	audience	before
giving	the	talk	and	prepare	a	suitable	one.	It	is	deadly	to	give	a	seminar	full	of
ecological/neuroscience/molecular	jargon	to	a	general	biology	department	(or
worse,	to	a	general	lay	audience).	It	is	also	bad	to	give	too	general	a	talk	to	a
specialized	audience.	The	second	time	scale	is	while	delivering	the	talk.	Paying
attention	to	your	audience	is	key.	Are	they	engaged?	Is	it	time	to	crack	a	joke	or	do
something	vaguely	outrageous	to	bring	them	back	into	the	fold?	It	is	often	nice	to
engage	the	audience	at	a	personal	level.	There	all	sorts	of	ways	of	doing	this…(e.g.
involve	someone	in	the	audience	as	an	element	of	the	talk.	“Josh,	what	do	you	think.
Does	this	graph	make	sense?”	Make	eye	contact	and	ask	questions	to	the	audience
“Have	you	all	watched	the	director’s	cut	of	Bladerunner?”.	Make	frequent	eye
contact	to	see	if	you	are	keeping	the	audience	with	you.	There	will	always	be
someone	snoozing	…	Do	not	freak	out.

• No	matter	how	many	people	are	in	the	audience,	talk	to	them	as	if	you	are	in	the
hallway	with	a	single	colleague	and	are	in	a	conversation.		positive,	intense,	focussed.
LOOK	at	people	-	stare	straight	at	them	as	you	make	your	points.		connect!		get	out
from	behind	the	lectern/podium	and	move	towards	the	audience.		people	will	stay
awake,	and	stay	involved	if	you	are	looking/talking	directly	at/to	them.		This	means
be	prepared	and	bring	your	own	equipment	(see	#11).

• Especially	if	you're	on	a	job	talk	and	you've	had	a	chance	to	meet/talk	with	folks
before	your	seminar	-	include	points	raised	in	those	conversations	in	a	causal	way,
and	name	them	without	being	overly	pandering.		connect	to	your	audience.

4) Consider	the	power	of	the	spoken	word,	and	the	power	of	silence

• Channel	David	Attenborough,	Oprah,	and	Carl	Sagan.		Don't	rush.		Emphasize
individual	words/points.		Use	silence	to	allow	a	visual	point,	or	a	spoken	point,	to
sink	in.		Allow	yourself	to	use	a	broader	vocabulary	than	is	customary	in	science.
Cement	your	messages	with	metaphor...

5) Vary	your	pace,	vary	your	voice	and	convey	excitement

• You're	not	'giving	a	seminar',	you're	not	nervous.		You're	just	talking	science	with
some	colleagues,	and	there's	nothing	else	you'd	rather	be	doing.



A - 44

• Let	your	voice	communicate	your	excitement	about	your	science.		If	you	don't	care,
why	should	I?

• Vary	from	detail	to	generalization.		After	a	dense	part,	say	something	lighter...after	a
few	graphs,	have	a	colored	picture	of	your	preparation	or	of	a	model	or	of	anatomy...
Try	to	make	it	fun	as	well	as	interesting.		Eventually	public	speaking	will	be	a
pleasure	for	you	as	well	because	one	can	enjoy	communicating	technical	ideas	in	a
clear	and	effective	manner.		Your	enjoyment	will	be	evident	and	will	help	audience
enjoyment.		And	practice	a	punchy	last	sentence	or	two	so	you	don't	end	with,	"Well
I	guess	that's	all	I	have	to	say."

6) Recognize	that	many	people	do	not	hear	as	well	as	you

• A	significant	number	of	older	people	hear	poorly,	and	many	speakers’	voices	tend	to
disappear	toward	the	end	of	sentences.		They	have	a	nice	strong	voice,	but	in	mid
sentence	it	goes	into	a	gravely	lower	register	and	fades	as	perhaps	they	are	running
out	of	breath.		The	sentence	ends	like	a	casual	parenthetical	whisper	that	can't	be
heard.		I	suggest	trying	to	catch	yourself	doing	that	and	developing	a	more
consistent	audible	tone	to	the	end	of	the	sentence.		Keep	the	voice	up	all	the	way
through.		Pause	and	take	a	breath	instead	of	squeezing	more	out.		Despite	this,
variations	in	voice	are	good	ways	to	catch	attention.		For	that	you	can	go	loud	for
emphasis	but	not	soft.

• Many	people	in	your	audience	will	not	be	native	English	speakers.		Try	to	use	simple,
widely	understood	words,	allusions,	and	humor	rather	than	local	idioms,	however
trendy.		Talks	have	an	implied	formality.		Consider	that	you	are	on	show	and	are	the
leader	of	an	intellectual	experience.

• Your	talk	is	accessible	only	if	it	can	be	heard	and	understood.		In	each	room,	try	to
estimate	how	loudly	you	need	to	speak	to	reach	the	back	row.		If	you	are	not
confident	of	being	heard,	use	the	microphone	when	available.		The	microphone
helps	only	if	you	remain	near	it	and	speak	towards	it.		Experiment	a	bit	before	the
talk	starts.

7) Don’t	apologize	and	make	statements

• Avoid	being	self-deprecating.	Don't	put	yourself	down	(saying	things	like	"I	know
this	pattern	isn't	strong	but..."	or	using	too	many	caveats	like	"This	may	mean").	Be
confident	(without	being	annoyingly	cocky).	Never	apologize	for	anything	in	a	job
talk.

• Try	very	hard	to	make	statements	about	what	you	see	rather	than	say	them	as
questions	(because	your	voice	goes	up	at	the	end	of	a	question,	reducing	its	impact).

8) Start	and	end	strong

• Consider	starting,	or	ending,	your	talk	extemporaneously	with	the	lights	up.		force
the	audience	to	look	at	you,	and	to	follow	your	words.						it	takes	a	bit	of	guts,	but	it
also	connects	the	audience	to	you,	instead	of	to	your	images.

• Know	your	first	and	last	sentences	cold.	So,	"Thank	you	for	inviting	me	to...."	(also
know	your	first	scientific	sentence).		If	you	mumble	through	the	first	few	minutes,
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you're	toast.		You	should	also	be	able	to	end	your	seminar	gracefully.		'That's	all	
folks'	is	great	for	Bugs	Bunny,	but	not	for	a	seminar.	

9) In	the	question	and	answer	session

• Don't	interrupt	questioners.

• For	aggressive	questions,	always	answer	the	substance,	never	answer	the	tone.

• Don't	make	your	answer	to	a	question	too	long.
10) Make	peace	with	the	pointer(s)	–	point	it,	don’t	circle	or	draw	with	it.

• Use	the	pointer	to	indicate	the	data	you	are	describing.		Move	it	slowly	to	guide
movement	of	the	eyes	to	exactly	what	you	are	now	talking	about.

• Don't	wave	it	rapidly	or	in	circles	to	call	attention	to	an	area.		The	observer	gets
dizzy	and	can't	see	through	all	the	visual	interference	you	are	creating.		I	just	close
my	eyes	when	that	happens.		Point	and	hold.

• Always	bring	your	own	pointer	to	a	job	talk

11) Always	prepare	for	the	unexpected

• Try	your	talk	on	different	platforms	(PC,	Mac)	and	projectors.		Prepare	for
something	to	fail	(e.g.,	an	embedded	movie).		Bring	a	backup	of	your	talk	on	a	flash
drive,	and	put	a	copy	on	the	web	where	you	can	retrieve	it	anywhere	that	there's
web	access.		Shit	happens.

• Bring	a	second	laser	pointer	to	every	talk.	Laser	pointer	batteries	run	down	often	in
a	lecture.		The	batteries	have	very	little	capacity.		You	can	see	the	pointer	light	better
than	the	audience.		If	the	light	starts	looking	dim	to	you,	the	audience	will	not	see	it;
switch	to	an	old	fashioned	stick	or	pull	out	your	other	pointer.

• Bring	your	own	USB	remote,	so	you	can	walk	around	the	room.

• Assume	your	computer	will	die	en-route,	so	always	carry	backups	(jump	drive,	CD)
of	your	presentation	and	have	a	copy	in	dropbox	that	you	can	access	from	a	distance,
if	needed.

• Check	your	images	on	a	data-projector,	not	just	on	your	computer.		Data	projectors
often	alter	colors	and	brightness.

• If	you	have	multimedia	(sound,	video),	check,	practice,	verify,	have	alternate
solutions.	Even	if	problems	that	arise	are	not	your	fault,	some	will	see	them	as	your
fault.	If problems do arise (with any part of your talk) never apologize. Just move on.
Never point out misspellings that you suddenly see during your presentation. Stiff upper
lip. Fix the error immediately afterwards.

• Show	up	early	to	test	your	setup.		Remind	your	host	about	knowing	how	to	access
technical	help,	in	the	event	of	a	glitch.

• If	you	are	going	to	a	meeting	and	need	to	upload	your	presentation	onto	a	session
computer,	check	for	Mac-PC	incompatibility,	preferably	before	you	go.		Have	a	.pdf
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version	as	a	backup	--	that	should	work	on	any	computer,	but	you'll	lose	any	
animations.	

III. A	bundle	of	tips	for	building	a	clear	slide

• Titles:	Use	a	simple	declarative/informative	brief	title	at	top	of	EACH	slide.		Not
"Effects	of	A"	but	"A	Blocks	B"	or	"A	is	Inactive"	or	"A	activates	B."		This	will	help
those	who	doze	or	looked	down	or	jotted	a	note	when	you	first	said	what	the	slide
was.

• Size	of	lettering.		20	to	35	point	in	PowerPoint!		Everyone	makes	them	too	small.		18
points	is	the	lowest	you	can	go	for	a	label.		The	larger	size	is	for	titles.		A	convenient
rule	of	thumb	is	that	the	lowercase	letters	of	any	label	need	to	be	1/40	of	the	size	of
the	picture	at	least--you	can	measure	this	during	practice	projection.		This	goes	for
the	numbers	labeling	tic	marks	on	graphs	and	the	indication	of	their	units	too.		Don't
be	embarrassed	to	use	large	letters.		Look	at	any	billboard.		No	printed	figure
labeled	for	publication	has	letters	big	enough	for	a	projected	slide	made	from	the
same	picture.		Re-letter	figures	from	the	literature	to	meet	this	requirement.		You
can	erase	the	old	letters	in	Photoshop	and	relabel	in	PPT,	or	cover	the	old	letters
with	new	ones	in	a	white	box.		To	make	a	test,	project	something	in	the	auditorium
and	go	to	the	very	BACK	of	the	room	and	ask	if	it	is	clear.		Can	you	really	read	the
smallest	letter?		Similarly	a	transparency	made	with	the	12-point	type	that	we
would	consider	generous	for	a	printed	document	is	not	visible	on	projection.

• Lines:		Often	you	will	import	graphs	from	another	program.		Either	in	PPT	or	in	the
original	program,	make	the	axis	thickness	and	symbol	sizes	adequate.		A	1	point	line
thickness	does	not	show.		If	you	import	graphs	and	then	shrink	them	on	the	PPT
page,	letters,	lines,	and	symbols	will	become	smaller.

• Colors:		Colors	are	great	but	try	also	to	have	contrasting	brightness.		Objects
differing	in	color	but	not	brightness	are	hard	to	see.		Contrast	is	paramount.
Textured	backgrounds	just	make	it	hard	to	see	the	stuff	you	are	presenting.		They
obscure	your	message.		Dark	reds	and	blues	are	brilliant	on	the	computer	screen	but
disappear	if	put	on	a	black	background.		Dark	reds	are	fine	against	white.	Yellow
disappears	against	a	white	background

• Consistency	and	continuity:		Movies	have	a	continuity	editor	who	makes	sure	that
the	cars	stay	the	same	color	from	scene	to	scene	and	people	wear	the	same	clothes
coming	out	of	the	door	as	they	did	going	into	it.		Similarly,	you	can	try	to	keep	the
same	color/symbol/thickness	for	control	data	versus	that	for	test	data.		In	diagrams,
represent	the	same	object	the	same	way	each	time.

• Transitions:	use	av	to	supplement	your	message,	not	provide	the	main
entertainment.		zooming	slides,	too	many	animations,	lots	of	videos,	etc.	etc.		the
audience	should	remember	YOU	first,	your	message/science	second,	and	your	av
third.
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IV. You	know	when	you	are	ready	when…

• You	know	what	is	on	the	next	slide	without	having	to	think,	and	you	can	transition
easily	from	one	slide	to	the	next

• You	have	eliminated	all	the	text	“crutches”	from	your	talk

• You	know	what	part	you	would	cut	if	your	talk	is	running	too	long	and	you	are	able
to	cut	it	on	the	fly	without	a	pause2

• You	are	comfortable	explaining	all	of	your	material	and	working	with	the	audience
directly

V. Resources
• Watch	'power	poses’:	http://poptech.org/popcasts/amy_cuddy_power_poses

• Garr	Reynolds'	blog	Presentation	Zen	is	pretty	good	if	you	can	get	past	the	self-
promo	and	wise	sage	schtick.	http://www.presentationzen.com/

• It	is	worth	studying	-	though	not	necessarily	emulating	-	the	so-called	Lessig
method.	http://presentationzen.blogs.com/presentationzen/2005/10/the_lessig_m
eth.html

• Watch,	and	re-watch	some	fantastic	seminars.		There	are	plenty	to	choose!			Here	is
one,	for	example..	http://128.208.114.46/seminars/02-08-12/index.html

2	It	is	excruciating	when	a	speaker	says	'I	should	skip	this	since	I	don't	have	time',	and	then	they	end	up	
talking	a	long	time	about	it	anyway	(And	this	is	where	having	less	text	on	the	slides	useful	because	it's	way	
less	obvious	if	you're	skipping	something...)	



Plagiarism: Recognize and Avoid It 

What is plagiarism? 
Plagiarism is the use of someone else’s ideas, processes, results, equipment design, visuals, 

wording, or even sentence structure as if they were your own, whether the source is  printed 

or electronic.  

     Every incoming student receives information about plagiarism from the Rice University Honor 

Council, which judges cases of alleged Academic Fraud: “Violating the Honor Code 

requirements of an assignment or failing to credit one’s sources constitutes academic fraud and 

would, therefore, violate the Honor Code.”  The Council defines plagiarism as “quoting, 

paraphrasing, or otherwise using another’s words or ideas as one’s own without properly 

crediting the source.”  A “false citation” or “false data’ are also violations.  Current penalties 

range from a three-semester suspension and a failing course grade to a warning, depending on 

circumstances.  Check the Honor Council website for further details. 

     Rice University Policy No. 324, Research Misconduct, states “Research misconduct means 

fabrication, falsification or plagiarism in proposing, performing, or reviewing research, or in 

reporting research results. . . . Research misconduct, however, does not include honest error or 

differences of opinion” (2011). 

      Professional journals, too, are checking more closely for plagiarism, including self-

plagiarism (using your own previously published work with or without citation).   

     Therefore, you plagiarize if you 

 Use someone else’s ideas, processes, results, equipment design, visuals, or wording

without citing the source;

 Copy something word for word without using quotation marks, even if you cite the

source;

 Write an unacceptable paraphrase, changing the source wording only minimally,

even though you cite the source;

 Use all or part of a visual without crediting the source.

Why is it important to avoid plagiarism? 
In the United States, plagiarism is considered academic misconduct, and you are expected to 

recognize and avoid plagiarism.  It is YOUR responsibility to use quotation marks when using 

exact source words, to paraphrase correctly, and to cite all sources whether on slides or in written 

text.   You must cite the source even if no author is identified, as on Wikipedia. 

     Plagiarized work can result in a failing course grade, expulsion from graduate school, rejection 

of a paper submitted for publication, denial of an advanced degree, loss of your scholarly 

reputation, or loss of job.   

     Most journals run every submitted paper through software that checks for plagiarism. Some 

journals say explicitly that a paper containing any plagiarism will be rejected; in some cases no 

paper by that author will be accepted for 3-5 years or longer.  Unfortunately, the Internet has 

made plagiarism easier than ever before, much research is done online, and it is easy to import 

blocks of text without noting the source.  You might also infringe on someone’s patent, thereby 

leaving yourself open for a lawsuit. 

How can you avoid plagiarizing? 
1. For each source you read, keep electronic notes.  You might want to use the Template

for Taking Notes, which can be downloaded from the Rice Center for Engineering
Leadership (RCEL):   www.rcel.rice.edu, and is available in this handbook. As you
enter the information, proofread for
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completeness and accuracy.  Be careful to put quotation marks around any blocks of text 

or wording that you import so that later you can put it into your own words and won’t 

accidentally plagiarize. 

2. If in your writing you copy something word for word, put quotation marks around it

and cite it: (Jones 2010).  Paraphrase by putting ideas into your own words; cite the

source of the ideas: (Adams et al. 2009).  Because you cannot paraphrase a visual, if you

copy a figure or table, cite it at the end of the caption and inside the period: (Alvarez

2010).   If you change a figure or table or use only part of it, cite it at the end of the

caption: (Adapted from Alvarez 2010).  Put the complete bibliographic reference for

all citations in the Bibliography (or Works Cited).

3. Practice paraphrasing (putting someone else’s ideas into your own words) because

it’s often difficult to do.  Avoid the temptation of paraphrasing too many details.  Focus

on the main idea or evidence that you need to cite.  (Read carefully—don’t change the

meaning!)  Once you have determined what you need to paraphrase, reread the source

and then cover it up.  Write the main idea from memory and then check to verify that you

haven’t used exact wording or sentence structure.  Simply changing the verb tense or

substituting one adverb for another, but leaving the sentence structure essentially the

same, is still considered to be plagiarism.  Remember, too, that a paraphrase is always

considerably shorter than the original text.

4. Always cite your source, whether for text, visuals, or ideas, including those from

papers or posters at conferences.  If you cannot remember the source, you cannot use the

information.  Put citations in as you write your first draft so that you don’t have to go

back later when identifying the source may be difficult.  If you use any material from one

of your own previously published sources, cite it.

      If you are using parts or all of one or more of your published papers in a Master’s 

thesis or PhD dissertation, check the journal contract to see if you already have 

permission to do so.  Otherwise, contact the journal for permission.  Keep a paper copy of 

your request and of their answer.   If you are using an entire paper as a chapter, identify it 

at the beginning of the chapter and then cite it often during the course of the chapter. 

     Rice now publishes all theses and dissertations as open access works.  Since journals 

want to publish only new material, they probably won’t accept work from your Rice-

published thesis as a paper.  Therefore, if you plan to write a paper based on previously 

unpublished research reported in your thesis, your advisor can request that your thesis be 

“embargoed” for 6 – 12 months to give you time to submit a paper.  Only then will the 

university put your thesis into open source electronic access.  But your advisor must 

request that embargo from the Dean of Graduate and Postdoctoral Studies! 

5. In your text, make clear whose work you are referencing.  It often works well to name

the author at the beginning of a short paragraph and then give the citation reference at the

close of the paragraph. For example:  Alvarez disagrees, however, stating that the

polymer is not strengthened significantly by ………..  Indeed, the evidence given in the 

paper indicates increased strength of only .005 percent (2010).  If the paragraph is long or 

includes more than one reference, you need to give the reference more than once. 

6. Generally, it is a good idea to identify an author by name rather than by referring to

a number in your bibliography, though this practice varies somewhat by field or by 
journal.  In any case, try not use a reference number as a part of speech.  Do not, for 
example, write that “[10] gives more compelling evidence than [98] provides.”  Think of 
how time consuming it is for a reader to have to keep flipping to the bibliography to see 
who has said what.  It would be preferable to write “Johnson et al. (10) give more 
compelling evidence than Dickerson et al. (98) provide.”  And then move to the evidence, 
clearly identifying the references as you discuss the evidence each author gives.

[Whether you use square brackets or parentheses depends on the field or journal.]
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Examples of Citation within the Text 
CONFUSING:  [10] and [15] were the next to apply this algorithm to new nanoshell 

applications. 

CONFUSING:  The first big improvement came in the work of [10]. 

CLEAR:  Koninsky et al. (10) and Rebert et al. (15) were the next to apply this algorithm to 

new nanoparticle applications. 

CLEAR:  The first application of this algorithm to gold-coated silica nanoparticles came in 

2007 (Smith and Wesson 2008). 

LESS CLEAR:  Research teams then began to apply this algorithm to gold-coated silica 

nanoparticles [10, 15].  (But at least the reference is not used as a part of speech.) 

CLEAR:  Research teams then began to apply this algorithm to new nanoparticle 

applications.  (See, for example, Smith and Wesson 2008 and Rebert et al. 2009.) 

CORRECT, but LESS CLEAR:  Research teams then began to apply this algorithm to new 

genetic sequences. (See, e.g., 10, 15, and 22.)  [Too many commas—not clear] 

      CLEAR:  (See, e.g., Smith and Wesson 2008 and Rebert et al. 2009.) 

For suggestions on how to avoid plagiarism and cite information, see Diana Hacker and 

Nancy Sommers’s The Bedford Handbook, 8
th
 ed., 2010 or 9

th
 ed, 2014.  The book, available 

either as a print or an electronic copy, includes extensive examples of APA and Chicago style 

guides or go to other web sources.  Always check a journal’s Style Guide for citation 

specifics for a paper you are submitting.  If you are submitting for publication outside the 

U.S., style expectations will differ. The preferred style may differ from field to field, as well.

Ask fellow graduate students if they can recommend software that can automatically reformat

to differing styles.  If you have kept an accurate and complete electronic file of notes on what

you read, you’ll be able to meet any requirements.

 Using Internet Resources 
 Everything on the Internet is copyrighted and requires permission to use in a journal

article unless the site specifies free use.  Check to see if the author provides information

on how his/her work (e.g., video, audio, graphic, icon, web page) may be used. Follow

the guidelines, if they exist.  Free use simply means that you do not need permission to

use the material; you still need to cite the source.  You do not need permission for use in

a class paper or a thesis, though you must cite the source, even for a source in which the

author is not identified, as on Wikipedia.

 For anything you plan to publish, ask the owner of the copyright of the electronic source

for permission to use the work.  Because a journal usually owns the copyright of a

published article, contact the journal for permission to cite.  You need to specify what

you would like to use.  Keep a paper copy of your request for permission and of the

permission received.

 If you use one of your own (first author) published papers in your thesis, you don’t

legally need permission from the other authors because all the authors have equal

copyright rights, but you should notify them about your plans. (Some departments and

faculty require you to get written permission from the other authors.)   In your thesis

clearly state the source and identify the contributions of the other authors. Most journals

will give you permission to use your published paper, but check the contract!

 If you post on your personal web site a chapter from your unfinished thesis or a paper

you plan to submit for publication, it is considered published and copyrighted by the act
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of placing it on the Internet. Some journals will allow a previous posting on a personal 

web site; others will not: journals are becoming increasingly careful about self-

plagiarism—if the material has been on the web, it has been published and a journal 

wishes to publish only information that is NEW.  Some journals will let you reference 

your published paper on your personal website with a link to the journal after the paper 

has been published. Check the Style Guide and publishing requirements in the journal 

you wish to submit to before you post your work!  Become familiar with the 

requirements of the major journals in your field. 

 If you download from the Internet and then print a copy of an article published as print,

you may cite it as a printed source.  If you cite an article in an electronic journal, you

must cite it as a Web source.  If you read it on a Kindle or similar source, be aware that

graphics are often omitted or distorted, though those sources are rapidly improving.

Examples of Citation in a Bibliography or Works Cited 
Notice that the same basic information is included in the three entries for journal articles, 

although the styles differ.  Choose the style appropriate for what you are writing, and then be 

consistent within the document.  You must follow a style guide. 

If the Bibliography is set up numerically rather than alphabetically, references are numbered 

consecutively within a text, and the bibliography entries would be numbered with the authors’ 

names listed with first name (or initial) first as in [24] J. Conant. 

Print sources 
Beattie, Christopher, Mark Embree, and D. C. Sorensen. Convergence of Polynomial Restart 

Krylov Methods for Eigenvalue Computation. SIAM Rev., 47 (2005), pp. 492-515. [Journal style] 

Chen, J. Y., A. Kutana, C. P. Collier, and K.P. Giapis.  Electrowetting in Carbon Nanotubes. 

Science 310, 1480-1483 (2005).  [Journal style] 

Hacker, Diana & Sommers, Nancy (2010). The Bedford Handbook. Boston: Bedford/St. Martin’s. 

[APA style]  

Nicolo, Micah J., Gerald R. Dickens, Christopher J. Hollis, and James C. Zachos. “Multiple early 

Eocene hyperthermals: Their sedimentary expression on the New Zealand continental margin and 

in the deep sea,” Geology 35, no. 8 (2007): 699-702.  [Chicago style] 

[24] J. Conant. 109 East Palace: Robert Oppenheimer and the Secret City of Los Alamos. New

York: Simon & Schuster, 2005.  [IEEE style]

Electronic sources
Travis, E. R.; Hannink, N. K.; van der Gast, C. J.; Thompson, I. P. ; Rosser, S. J.; Bruce, N. C.

Impact of transgenic tobacco on trinitrotoluene (TNT) contaminated soil community. Environ.
Sci. Technol. 2007, 41 (16), 5854-5861; DOI 10.1021/es070507a.  (As illustrated in the Style

Guide for Environmental Science & Technology; note the substitution of the DOI for the URL

and date retrieved when the DOI is available.)

Herbst, Roy S., M.D., PhD., and Scott M. Lippman, M.D.  Molecular Signatures of Lung 

Cancer—Toward Personalized Therapy. New England Journal of Medicine 356, no. 1 (January 4, 

2007): 76-78.  Retrieved April 18, 2007 from http://www.nejm.org 
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Examples of Plagiarizing and Paraphrasing 

The original text 
“The times people choose for writing are often vestiges of old habits and time constraints.  

Undergraduates tend to write in the evening or late at night because they have classes and 

other responsibilities during the day.  But habits of nocturnal writing often persist, 

unexamined, long after the writer’s circumstances have changed, among people who really 

function best in the morning.  The majority of professional writers prefer to work during the 

day. 

     Regardless of your preferences, this needs to be a matter of choice, to the extent that you 

can choose times for writing.  After all, you probably schedule other activities at appropriate 

times, according to your needs.  I imagine that you cook or buy meals when you are likely to 

be hungry, that you sleep when you are tired, and that you run or play tennis when you have 

some energy, not when you are completely exhausted.  Yet a surprising number of people try 

to write when they are least rested and alert, or most likely to be distracted.”   

      Hjortshoj, Keith (2001).  Understanding Writing Blocks.  New York: Oxford University 

Press, 108-9.  
(The term “writing blocks” refers to those situations in which a writer is unable to make writing 

progress; in other words, a graduate student, for various possible reasons, is unable to write and may 

instead focus time and energy on other tasks, such as reading an almost endless list of background 

papers or running another iteration.)  

Read the following examples and decide if each is paraphrasing or plagiarism.  Underline any 

plagiarism. 

1. The times graduate students choose for writing are often based on old habits and time

limitations.  If as an undergraduate you wrote at night, you need to look at how your

circumstances have changed to see if you are one of those people who really function best in

the morning.  Most professional writers work during the day.  But your decision needs to be a

matter of choice, to the extent that you are able to choose times for writing.  After all, you

choose when to eat and when to sleep.  Don’t try to write when you are least rested and alert,

or likely to be distracted (Hjortshoj 2001).

2. If you are in the habit of doing your dissertation writing late at night, examine your

motivation for writing then.  You might simply be continuing old undergraduate habits

instead of choosing to do your writing during the day when you are not too tired to think

clearly.

3. Hjortshoj suggests that students should decide when to schedule their time for writing

based on actual conditions rather than on habit.  Whereas an undergraduate may need to write

at night, a graduate student might be more alert and productive during the day (2001).

4. Keith Hjortshoi (2001) points out that students often choose times to write based on old

habits and time constraints of undergraduate days when students tended to write in the

evening or late at night.  He recommends writing during the day rather than when you are

least rested and alert, or more likely to be distracted.
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Analysis of the four responses 
1. The times graduate students choose for writing are often based on old habits and time

limitations.  If as an undergraduate you wrote at night, you need to look at how your

circumstances have changed to see if you are one of those people who really function best in

the morning.  Most professional writers work during the day.  But your decision needs to be a

matter of choice, to the extent that you are able to choose times for writing.  After all, you

choose when to eat and when to sleep.  Don’t try to write when you are least rested and alert,

or likely to be distracted (Hjortshoj 2001).

The underlined portions are not sufficiently changed   Although some words are changed, 

“people” to “graduate students” in the first sentence and “majority of professional writers” to 

“most professional writers,” much of the paraphrase is taken word for word from the source.  

Even though the source is cited, this is clearly PLAGIARISM.  Another problem: the attempted 

paraphrase is too long and summarizes unimportant points such as choosing when you eat or 

sleep.  

2. This may look like a good paraphrase, but because the source is not cited, it is

PLAGIARISM.

3. This is an acceptable PARAPHRASE.  It summarizes the major points about choosing

writing times based on current circumstances rather than on undergraduate habits.  It suggests

choosing to write during the day, but with the use of “may” and “might,” it also recognizes that a

single approach won’t work for all.

4. Keith Hjortshoi (2001) points out that students often choose times to write based on old habits

and time constraints of undergraduate days when students tended to write in the evening or late at

night.  He recommends writing during the day rather than when you are least rested and alert, or

more likely to be distracted.   PLAGIARISM.   Even though the source is cited, the underlined

portions are all taken word for word.  Changing the verb tense of “tend” to the past tense of

“tended” is not sufficient change.  And notice that the author’s name is not spelled correctly.

Frequently asked questions 

1. When don’t I have to cite the source for information?
You don’t have to cite basic knowledge that is found in two or more textbooks.  But

neither can you use it word for word—you must paraphrase.  The exception would be

something like a common formula or algorithm; those you would have to use as they

appear in the source.  Just because 2000 people have read it on Wikipedia, that doesn’t

make it “basic knowledge.”  It’s basic if it is found in a number of reputable sources.

2. What if I’m using a common method that’s difficult to reword?  Do I have to

cite the source?
If you use it word for word rather than paraphrasing it, you must cite the source. Many

authors simply refer the reader to a paper that contains a clear explanation of the method

instead of copying the method.  I know of an Assistant Professor who was denied tenure

for taking a commonly used method word for word from a published paper.

3. How do I cite a source that I read about in a different article, a review

article, for example?
You will have to cite the source as well as the review article.  However, as a scholar, you

should read the original article instead of relying on what someone else says about it.

Reviewers are not equally good, and even a good reviewer may be focusing on different
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aspects of the article than you need.  The exception would be an article originally 
published in a language you can’t read or an article that is no longer available.  In such 

cases you must make clear that it is the reviewer’s interpretation that you are citing. 

4. What do I put in the Bibliography or Works Cited?
Everything you cited and nothing that you did not cite.

5. What should I do if I have an important quotation or a really relevant figure,

but I can’t remember where I found it?
See if you can track it down via the Internet.  If you can’t find it, you can’t use it.

6. Can I cite my own previously published paper in my thesis or cite my thesis

in a paper I’m submitting for publication?
Of course, but ask the journal for permission, unless your contract with the journal

already gives you permission to use the article in your thesis.  You don’t need to ask the

other authors for permission because every author listed on a published paper has equal

copyright ownership, but you should acknowledge their contributions.  (Some

departments require you to ask permission—be sure to check.)  If you were first author

and are now using essentially the entire paper as a chapter in your Master’s or PhD thesis,

make clear at the outset of the chapter that it comes from your paper (cite it clearly!).

Then several times in the chapter, cite it again.  If you use any figures or tables from the

published paper, cite those as well at the end of the caption.

      See #4 on page 2 for how to write and publish a paper based on previously 

unpublished research in your thesis or dissertation.  Your advisor can request that your 

thesis be “embargoed” (meaning that Rice will not put it in open electronic source form 

for 6 – 12 months) so that you can write and submit a journal paper.  

7. Can I cite or publish something of mine that I have already posted on the

Internet?
Anything you have posted on any portion of the Internet is already copyrighted and

therefore published.  You can use that material in your thesis, but most journals will not

accept anything that has already been “published” on the Internet.  Once your paper has

been published, though, you can put a link to it on your personal website.

8. When do I have to get permission to quote or paraphrase someone else’s

work?
In the academic world, this is sometimes a gray area. You usually don’t have to get

permission for use if you are writing a paper for a class, a Master’s thesis, or a PhD

dissertation, though you must cite the source.  And because being cited helps faculty

receive tenure or academic awards, most researchers are delighted to be cited. Because a

journal usually owns the copyright of a published paper; you must ask the journal for

permission to cite a written portion or a visual for anything you are submitting for

publication (including your thesis or dissertation), including a paper in a Proceedings.  If

your paper comes out of funded research, you may need permission to publish what

might be considered the intellectual property of the funding agency.

Modified from an original document by Janice L. Hewitt, PhD

 Rice University, 2015    Rice Center for Engineering Leadership (RCEL) 
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Template for Taking Notes on Research Articles: 
Easy access for later use 

Download this template from the Rice Center for Engineering Leadership 
(RCEL): rcel.rice.edu or from engr.rice.edu 

Use the following format (or something similar—from LaTex or Endnote, for example) 
to make an electronic record of your notes for later easy access.  You may think you’ll 
remember everything you read, but details will slip away.  The time spent filling out the 
form will help you understand the reading and will save you hours of rereading when you 
write a Background, Related Work, or a Literature Review section.  Put quotation marks 
around any exact wording, including imported blocks of text, that you include so that you 
can avoid accidental plagiarism when you later cite the article. 

Complete citation.  Author(s), Date of publication, Title (book or article), publisher, Journal, Volume #, 
Issue #, pages.  How you use this information will vary by journal Style Sheet requirements, class 
requirements, or thesis advisor/departmental requirements. Put everything down initially so you’ll have 
what you later need. Check key journals in your field for Style requirements; use the Web to access detailed 
examples of Chicago or APA styles.  You can also find examples in a recent edition of a writer’s handbook 
such as Diana Hacker’s The Bedford Handbook. Always be consistent within a document! 

If electronic source:  URL (may be required by your advisor or professional journal); DOI (digital object 
identifier) if available or name of database or document number; date retrieved.  PUT QUOTATION 
MARKS AROUND ANY IMPORTED BLOCK OF TEXT so that you won’t later think it is your wording. 

Key Words (Be precise, not general): 

Specific subject: 

Authors’ Hypothesis or Claim (What do they say they are presenting that is new?): 

Method(s: 

Result(s):  

Evidence: 

Summary of key points:  Use quotation marks around any exact wording. 

Context and relationships (How does this article relate to YOUR work and to other research? Needed for 
a lit review): 

Important Figures and/or Tables (brief description; page number): 

Cited References to follow up on (Cite those obviously related to your topic AND any papers frequently 
cited by others because those works may well prove to be important as you develop your own work): 

Your evaluative comments on the work:  For example, does the paper clearly identify its contribution to 
the field? Is the method used an appropriate one? Do the results match the claim? Is the evidence sufficient 
and convincing? What flaws do you see in the paper? What strengths? How can this paper be helpful to 
your own research and/or writing? 

Janice L. Hewitt, PhD, Brown School of Engineering, 2014  jhewitt@rice.edu  
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When should I reference something? 
Give a reference if 
-its someone else’s idea
-its some one else’s technique
-its some one else’s observation

Disruption of xxx blocks the yyy pathway in Arabidopsis (Smith and Jones, 2003).  
Because of their similarity to xxx, the abc kinases may be part of the yyy pathway (Doe, 
2005).  To test this, I will use homologous recombination (Jones and Smith, 2001) to 
disrupt abc1 and determine if this blocks the yyy pathway.   

You could leave the reference off of the second sentence only if this is completely your idea, and 
was not published by someone else or told to you by someone else.  So if Doe mentioned this 
idea to you but never published it, you would write: 

Because of their similarity to xxx, the abc kinases may be part of the yyy pathway (Doe, 
personal communication). 

A good rule of thumb is that each sentence in an introduction needs a reference; sometimes a 
sentence clearly continues the description of the work in a previously referenced sentence and 
then doesn’t need a reference .   

How do I reference material from a review article? 
Sometimes you get a review article (Epsiloni, 2008) that reads something like 

The abc kinases were first discovered by Alpher (Alpher, 1982).  There are 15 abc 
kinases (Beta, 2007).  There are two types of abc kinases, type I and type II (Gamow, 
2006).  The type I but not the type II abc kinases are present in plants but not in animals 
or fungi (Delter, 2008). 

If you paraphrase the above section without reading the four articles,  and/or without referencing 
the review article, you will be in trouble.  If you didn’t read the 4 original papers, you should 
only reference the review article: 

Two types of abc kinases have been described (see Epsiloni, 2008 for review). 

If you read the 4 original papers, and in your writing you follow the general outline or format of 
the review paper (or any other document), you need to reference the review paper or document.  

A recent review Epsiloni (Epsiloni, 2008) describes how Alpher first identified abc 
kinases (Alpher, 1982), and that are 7 type I and 8 type II abc kinases (Gamow, 2006; Beta, 
2007)….. 
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