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The Food Science and Technology (FST) Graduate Handbook complements the Iowa State University (ISU) Graduate College Handbook by providing program-specific information that may not be available in the Graduate College Handbook. Students and graduate faculty should consult both the FST Graduate Handbook and the ISU Graduate College Handbook, as well as the resources included in this document.
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Orientation and Check-Ins
All new graduate students are required to attend the program orientation at the beginning of the fall semester. Continuing students are encouraged to participate in biannual check-ins with the Director of Graduate Education and support staff at the start of each fall and spring semester.
Letter of Intent
A Graduate Assistantship Letter of Intent is processed through Workday at the start of the appointment and at the beginning of each subsequent semester. This letter outlines the position details, stipend (if applicable), and the length of the appointment.
ISU ID
ISU IDs (ISU Card) are issued at 0530 Beardshear Hall (4-2727). To obtain an ISUCard, the hiring department must initiate the Onboarding process in Workday, and the new employee must complete payroll documentation with Human Resources. A valid photo ID, such as a driver's license or passport, and the University ID Number (UID) are required to obtain an ISUCard. The first ISUCard is issued free of charge.
Registering for Courses
After discussing course selections with your major professor, you can manage your initial registration online through Workday. The Schedule of Classes is also available on Workday. Further details are in the Graduate College Handbook. Full-time status for graduate students is defined as 9 credit hours per semester. Students on research assistantships during the summer should register for 1 credit of 6990.
Laboratory Safety
All students must complete Laboratory Safety training before classes begin. Training modules, including Laboratory Safety: Core Concepts, Emergency Response Guide Video, and Fire Safety and Extinguisher Training, are available in Workday under Learning. An in-person Laboratory Safety Orientation is offered at the start of the fall semester for new laboratory personnel. Additional training specific to certain laboratories and research projects may be required. Students should discuss all training requirements with their major professors before starting work in the laboratory.
Office Assignment
Each graduate student will be assigned a desk within the Department. The Graduate Support Specialist will inform you of your desk assignment and location.
Keys
Graduate students are granted access to the buildings and laboratories they work in. The major professor must complete the New Employee Data Collection form to request keys for the student. The Graduate Support Specialist will facilitate the acquisition of these keys.
Computers and Printers
The Department does not provide computers or printers for graduate students. It is the responsibility of the major professors to supply these if necessary. IT support is available by submitting a request through the service portal.
Workday
Workday is the unified system for Finance, Human Resources, and Planning at Iowa State University. Students can access their academic plan, committee, class registration, ISU transcripts, Ubill, payslips, contact information, direct deposit choices, and W-2 withholdings in Workday. New students will complete the onboarding process in Workday.
Purchasing
Laboratory supplies and other research materials may be purchased through CyBuy on Workday or with a Purchasing card (P-card). Workday offers training for purchasing, with additional information provided by Procurement Services. All purchases require a corresponding worktag from the major professor to link the purchase to the project. Receipts are required for P-card purchases. Students should discuss lab-specific purchasing procedures with their major professor before making any purchases.
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Majors, Minors, and Certificates
Food Science and Technology - Major				
Master of Science (MS)
Doctor of Philosophy (PhD)
[bookmark: _Toc173423185]Food Science and Technology - Minor
Food Safety Certificate
Program Competencies and Learning Outcomes
1. Food Science and Technology – Major
*Text in bold is considered more relevant to PhD outcomes
Competency 1:  Able to describe and apply fundamental knowledge in food science, as well as knowledge specific to the area of study
· Learning Outcome 1a:  Demonstrate understanding of core knowledge, theory, and techniques of Food Science and Technology as defined by the Institute of Food Technologists, including food chemistry and analysis, food microbiology and safety, and food processing and engineering
· Learning Outcome 1b: Demonstrate understanding of relevant knowledge, theory, and techniques associated with tangential fields (e.g., statistics, biochemistry, material science, chemical engineering, etc.) identified by the Academic Plan (AP) committee
· Learning Outcome 1c:  Describe key principles, challenges, emerging knowledge and technologies, and relevant methodologies within the area of specialization

Competency 2: Able to conduct scientific and/or engineering research using methods and practices relevant to the area of study
· Learning Outcome 2a: Demonstrate appropriate techniques and methodology to collect and analyze data for the purpose of creating new knowledge, insights, and solutions in the area of specialization
· Learning Outcome 2b:  Adopt, adapt, refine, and apply specific principles, resources, methods, and technologies needed for the conducted research

Competency 3: Able to think critically to address and solve problems
· Learning Outcome 3a: Define and describe narrow (ie project-specific) and broad (ie overarching) problems as supported by relevant information from various sources, including literature
· Learning Outcome 3b: Organize, break down, interpret, and evaluate information to reach a decision and identify the implications and limitations
· Learning Outcome 3c: Evaluate and question ideas, assumptions, approaches, results, and interpretations within and outside the area of specialization, and consider alternative points of view
· Learning Outcome 3d: Synthesize information to form ideas and theories and to design approaches and strategies

Competency 4: Able to effectively communicate with a target audience
· Learning Outcome 4a: Record and communicate information using appropriate visual, verbal, and written techniques
· Learning Outcome 4b: Explain and justify reasoning, ideas, and theories effectively
· Learning Outcome 4c: Aggregate and summarize knowledge from various sources in a useful format
· Learning Outcome 4d:  Tailor communication to address different audiences, including external scientific audiences, public/lay audiences, students, and the team (including major professor and committee)
Food Science and Technology - Minor
Students minoring in Food Science and Technology are expected to meet Learning Outcome 1a.  
Interdepartmental and Co-Majors
Learning outcomes for interdepartmental majors are independent of the home department. Students enrolled in co-majors must achieve the competencies and outcomes associated with both programs.
Food Safety Certificate
The Food Safety & Defense Graduate Certificate Program is an inter-institutional certificate program being offered as part of the Great Plains Interactive Distance Education Alliance (GPIDEA / AGIDEA), in cooperation with Kansas State University, University of Nebraska-Lincoln, and the University of Missouri. The learning outcomes and competencies for this certificate are devised by a multi-state agricultural consortium and are distinct from those of the Food Science and Technology graduate program.
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Course Requirements
Table 1:  Required courses for the Food Science and Technology MS and PhD Programs
	REQUIRED COURSE
	CREDITS
	PREREQUISITE

	FSHN 5110:  Integrated Food Science
	3
	Passed Proficiency Exam (Beginning Fall 2025)

	FSHN 6950:  Grant Proposal Writing
	1
	None

	FSHN 6810:  Seminar Presentation
	1 
	Last Semester

	FSHN 6820:  Research Presentation and Discussion
	0 – Taken every semester

	None

	A 5000 or 6000-level "Research Methods" course relevant to research (quantitative, qualitative, or mixed methods) 
	≥ 3
	Course dependent

	FSHN 5900C:  Special Topics - Teaching
	1
	None

	APC approved courses
	Determined by APC
	Course dependent

	FSHN 6990:  Research
	Determined by the APC (≥ 3)
	None


1. MS and PhD – Total credits for graduation (including research credits) must be ≥ 30 for MS and ≥72 for PhD
· [bookmark: _Hlk141280526]FSHN 5110:  Integrated Food Science (3)
· Learning Outcomes:  1ac,3abcd,4abcd
· FSHN 6950:  Grant Proposal Writing (1)
· Learning Outcomes: 1ac,3abcd,4abcd
· PhD students should complete the course prior to taking their preliminary exam.
· FSHN 6810:  Seminar Presentation (1)
· Learning Outcomes: 4abcd
· To be taken in the final semester of the program.
· Open presentation given immediately prior to final oral examination
· Students must provide an abstract of their thesis or dissertation presentation for circulation at least two weeks prior to their final oral examination.  
· FSHN 6820:  Research Presentation and Discussion (0- Repeatable)
· Learning Outcomes: 4abcd
· To be taken every semester in the program.
· Unsatisfactory performance may be considered evidence of a lack of satisfactory progress and may result in dismissal from the program.
· A student can request a waiver to be excused from enrolling and/ or attending FS HN 682 for extenuating circumstances. Such requests will be for one semester only and approved by the DOGE upon major advisor’s recommendation. The student must make this request with justification no later than one week before the start of classes in order to facilitate review by the FST DOGE and instructor(s) of the class.. Extenuating circumstances include:
· Conflict with other registered courses.
· CPT/ internship situations: if a student is off-campus on CPT/ internship activities for a semester other than summer, student can be waived from registering FS HN 682.
· Other unforeseen situations and emergencies.
· Research Methods course at the 5000 or 6000 level (≥ 3)
· Learning Outcomes: 1b,2a
· Course(s) should be appropriate to the area of emphasis as determined by the APC.
· Potential courses include but are not limited to:
· Quantitative research methods:  STAT 571 (3) or 587 (4)
· Qualitative research methods: HDFS 504 (3)
· Mixed methods: HDFS 607 (3)
· FSHN 5900C:  Special Topics - Teaching (1)
· Learning Outcomes:  1a,3,4abcd
· All graduate students in FST, regardless of funding source or status, are required to complete FSHN 5900C. Part-time students who work off campus may have to make arrangements to fulfill this requirement. The FST Graduate Education Committee must approve the arrangements.
· Teaching assignments are made near the end of the preceding semester for the following academic year. Both graduate students and instructors are asked for their preference in the assignment procedure. Graduate students should be flexible with their assigned course, regardless of their preference.  In assigning interns to classes, priority will be given to laboratory classes over lecture-only classes. Faculty may be asked to justify their request for a teaching intern.
· Graduate student teaching interns are expected to be of assistance to faculty for approximately 8-10 hours per week.
· The duties of a teaching intern may include setting up laboratories/experiments, proctoring examinations, attending class (if required by the instructor), leading labs, grading lab reports, copying class/laboratory material, holding review sessions, etc. In addition to these duties, teaching interns are expected to be actively involved in some of the teaching activities.
· Faculty members are expected to provide teaching activities for their teaching interns. Examples of teaching activities include presenting lectures, developing exams, leading laboratory recitations, grading and discussing laboratory reports and oral presentations, one-on-one teaching, involvement in the development of new experiments or modification of the existing ones, conducting review sessions, and others. FSHN course instructors are to submit a written evaluation of the graduate student's teaching performance to the student at the completion of the semester and review the evaluation with the student.  In addition, the instructor is required to submit a grade for FSHN 5900C.
· All non-native English speakers are required to take the Oral English Certification Test (OECT) test given by the Graduate College. International students with a degree from the U.S. are required to take the test prior to being given a teaching assignment. Therefore, the OECT test should be taken in the second semester of residence. Students cannot fulfill their teaching requirement until they have taken and passed the OECT test. In some cases, a low passing score will need to be supplemented with an additional course in teaching communications suggested by the Graduate College. Check the OECT website to find out the dates the tests will be offered.
· In some instances, part-time students may not be able to complete the teaching requirement in the usual manner by serving as a teaching intern in one of the FSHN Department courses. A part-time graduate student can make alternative arrangements to fulfill this requirement. The student’s AP Committee must approve the alternative arrangement. Then the student must appeal in writing to the FSHN Graduate Education Committee via the DOGE.  A letter from the student should be submitted to the DOGE, which explains why it is not feasible for the student to fulfill this requirement in the usual manner. The letter should be co-signed by the student’s major professor.  In lieu of student teaching as an intern, the student can obtain pre-approval for teaching or supervising interns in the student’s workplace. Goals and objectives for this activity should be stated and approved by the student’s AP Committee. Another possible alternative is for the student to provide expertise as a guest lecturer in a FSHN course at least once per year during the student’s graduate career. The student could also meet the teaching requirement by providing a series of lectures in the student’s area of expertise in a course or courses within the FSHN Department.  The student will be required to complete a written report of the alternate teaching experience, such as fulfillment of the goals and objectives for teaching or supervising interns or a synopsis of the experience as a guest lecturer. This report will be submitted to the major professor with a copy sent to the DOGE.
· FSHN 6990:  Research (≥ 3)
· Learning Outcomes:  1abc,2ab,3abcd,4abcd
· Students should discuss the number of research credits with their major professor each semester prior to registration.
· APC-approved courses (≥ 0)
· Learning Outcomes:  1b,2a,3bc
· No credit requirement
· The AP committee should identify and require courses that will align with the student’s research focus and interests to better tailor the graduate experience for each unique background, research focus, and career goals.
· Students should discuss courses with their APC during the first meeting and at each subsequent meeting.
· FST follows the ISU Graduate College policy on courses and credits.
Food Science and Technology Minor
Nine (9) credits in FSHN courses are required for completion of the minor.  Students without a background in food science are required to take FSHN 5110 in addition to the 9 credits. A maximum of 3 credits may be at the 4000 level.  All other courses must be at the 5000 or 6000 level.
1. Interdepartmental and Co-Majors
Students who are in an interdepartmental program and declare FSHN as their home department are required to meet the academic requirements of his or her major, not those of his or her home department.  Students who are co-majors must fulfill the requirements of both majors.
Grade Requirement
For any classes listed on the APC, the lowest grade acceptable is a C. However, the department has adopted a policy that for courses within the major (i.e., FST), the lowest acceptable grade is a B-. Classes must be repeated when a grade does not meet these requirements. For classes not on the APC, a D is the lowest grade acceptable. Research credit grades are not used in computing GPA's. If the student’s GPA drops below 3.0, the Graduate College will place that student on academic probation, and the student will not receive direct tuition support from the College. Likewise, the Department and/or major professor may withhold tuition support when a student’s cumulative GPA is less than 3.0, except during the first semester grace period for new students. A GPA of 3.00 or greater is required before graduation is approved For specific problems or if situations arise, the Graduate College will handle these on a case-by-case basis.  Additional policy on grading can be found in the ISU Graduate College Handbook.
Publication Requirement
MS students must have one paper submitted for publication in a peer-reviewed journal before the final exam.  PhD students must have two papers submitted for publication in peer-reviewed journals before the final exam.
Annual Evaluation Requirement
Graduate students are required to submit an annual evaluation. The purpose of the annual evaluation is to monitor student progress toward achieving program learning outcomes and competencies, to enable regular feedback for improvement throughout the program, to identify any potential issues affecting student progress, and to provide a record that can be used to communicate student progress to APC. Each student will schedule a meeting with their major professor to discuss progress and goals for the upcoming year. Reports are to be signed by the student and major professor and submitted to the Graduate Student Services Specialist by August 15. Failure to turn in the report may result in a hold on all your academic and financial activities. Students are expected to maintain completed annual reviews and have each year’s review available at APC meetings and exams.  A negative annual review will not result in failing the program; however, it may be used to justify a “lack of progress.”  
Examination Requirements
1. Proficiency Examination (ONLY REQUIRED FOR STUDENTS ENTERING FALL 2025 OR LATER)
The Proficiency Assessment is designed for both MS and PhD students in the Food Science and Technology (FST) program. Its primary purpose is to evaluate students' understanding of core material from foundational FST modules and their ability to access and interpret relevant information. This assessment plays a critical role in identifying early in their academic journey any areas where students may need additional support, ensuring they have a strong base for further coursework and research. The exam format consists of take-home case studies in Food Chemistry and Analysis, Food Microbiology and Safety, and Food Processing and Engineering. These case studies are evaluated by FST graduate faculty with a required passing threshold of 80%.
Students who fail to meet the passing threshold for a specific module are required to take relevant undergraduate courses at Iowa State University, such as FSHN 3110, FSHN 4200, and FSHN 4710. Students must enroll in these courses at the first available opportunity and achieve a grade of B or greater to remedy the deficiency. If a student does not secure a B on their first attempt, they are granted one additional opportunity to pass the Proficiency Assessment before the start of their second year. Failure to meet the required threshold on the second attempt will result in dismissal from the program.
ii. Preliminary Examination (PHD ONLY)
The purpose of the Preliminary Examination is to evaluate the depth and breadth of understanding, readiness for advanced research, and potential for academic success as a PhD candidate. Students must develop a written research proposal that mirrors the format of funding agency guidelines, such as those from the USDA NIFA for pre-doctoral proposals, and give an oral presentation of their proposal to their Academic Plan Committee (APC). During the presentation, the APC poses questions to assess the student's knowledge and understanding in their research area as well as their ability to utilize literature and other resources to identify problems, create hypotheses, design approaches, integrate knowledge, think critically, analyze data, organize information, and communicate effectively. The proposal should be centered on a research question or a needs-based approach addressing a current challenge in Food Science and Technology. It should be aligned with but distinct from existing research and must include a literature review, problem identification, overall goal, hypothesis and approach, justification for the hypothesis and approach, specific objectives, methodology, and a timeline for the proposed research. The student develops the proposal and presentation with guidance from their APC. Should a student fail the exam, they are permitted to retake it after six months, with a maximum of two attempts allowed for passing.
iii. Final Oral Examination and Thesis/Dissertation 
The final examination for MS and PhD students is aimed at evaluating their overall understanding and communication of a candidate’s thesis or dissertation work. Students are required to develop a written thesis or dissertation and complement it with an oral presentation. Details on the structure of the thesis and dissertation are described by the Graduate College’s Center for Communication Excellence.  The presentation, equipped with visual aids, is to be given concurrently to the public and their Academic Plan Committee (APC). Students should work with their APC to identify a date for the exam and submit an abstract for public distribution at least two weeks prior to the exam.  A question-and-answer session with the APC will follow the open presentation.  The session is used to assess the student's knowledge, research capabilities, critical thinking, and communication skills pertinent to their degree. Should a student fail the exam, the candidate will be allowed to retake the exam after two months, with a maximum of two attempts permitted for passing.
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Below is the recommended program progression.  However, individual programs may vary. 
Proficiency Exam (Year 1 – Prior to the Start of the First Semester)
The Proficiency Exam (see “Degree Requirements) is required to be completed no later than the start of the second year of study.  The Proficiency Exam will apply to students entering Fall 2025 and later.
Establishment of AP Committee (Year 1 – End of First Semester)
1. MS 
The master’s AP committee for a student completing a thesis consists of at least three members of the graduate faculty. It must include two members, including the major professor, from FST. The committee must include member(s) from different fields of emphasis so as to ensure diversity of perspectives.  An Associate Graduate Faculty (for example, term faculty, adjunct faculty approved by Graduate College as an associate member) may participate in the direction of a student’s MS research as a member. If a member of the FST graduate faculty serves as a co-major professor and jointly accepts the responsibility for the direction of a Academic Plan, the associate member of the graduate faculty can serve as a co-major professor.
[bookmark: _Toc173423218]PhD
The AP committee for a doctoral program consists of at least five members of the graduate faculty. It must include at least three members, including the major professor, from within FST. The committee must include member(s) from different fields of emphasis so as to ensure diversity of perspectives. An Associate Graduate Faculty (for example, term faculty, adjunct faculty approved by Graduate College as an associate member) may participate in the direction of a student’s PhD research as a member. An associate member of the graduate faculty may participate in the direction of a student’s dissertation research as a co-major professor if a full member of the graduate faculty serves as a co-major professor and jointly accepts responsibility for direction of the dissertation. Non-ISU Associate Graduate Faculty Members may comprise no more than 34% of the AP committee of a doctoral student, meaning that up to two committee members may be from outside ISU. 
AP Meeting (Year 1 – Second Semester; Annually Thereafter)
Once the members have been appointed, the student and the AP committee should have the first AP meeting to discuss research and coursework no later than 1st half of the 2nd semester.  Following the first APC meeting, the student should complete the Academic Plan form in Workday to appoint members and plan courses.
Preliminary Exam (Year 3 – First Semester; PhD Program Only)
The Preliminary Exam (see “Degree Requirements) is required to be completed no later than six months prior to the final exam date. 
Thesis/Dissertation (Last Semester)
Theses and dissertations must be submitted no later than 7 years from the start of the student’s program.
1. MS Program (Year 2 – Second Semester)
PhD Program (Year 4 – Second Semester)
Final Exam (Last Semester)
Final Exam must be completed no later than 7 years from the start of the student’s program.
1. [bookmark: _Toc173423226]MS Program (Year 2 – Second Semester)
PhD Program (Year 4 – Second Semester)
Preparing for Graduation (Last Semester)
Instructions on preparing for graduation can be found in the ISU Graduate College Handbook.
Lab and Office Checkout (Last Semester)
Prior to graduation, students must complete a lab and office checkout (forms can be found in the “FST Graduate Student Information” folder in Box).  Students should arrange a time to review the completeness of the checkout with their major professor.  Failure to complete the lab and office checkout may delay graduation.
Exit Interview (Last Semester)
Students are required to schedule an exit interview with the Department Chair and DOGE.  The intent of the exit interview is to provide an opportunity to reflect on your graduate education and to share constructive feedback on your experiences to enhance our graduate programs.  Students are asked to complete the FSHN Graduate Education Exit Interview form before meeting with the Department Chair.
Advancing from MS to PhD Program
Students may advance from the MS the PhD program through one of the following pathways:
· A student may be admitted to the FST doctoral program after completion of the MS degree in FST at ISU. The following two steps must be taken as part of the application process.  After a student completes the MS degree in FST, the major professor reports to the DOGE the student's request to continue for a PhD in FST major. A letter signed by the major professor and the Academic Plan (AP) committee must be submitted to the DOGE. The best time to have this discussion is at the MS thesis defense.
· The student completes a Pursuit of Master’s and Ph.D. in the Same Department form and submits it to the Graduate Student Services Specialist. No fees are collected, as this is strictly an internal application process. After the Admissions Committee decides, the DOGE will then submit a letter to the Graduate College to indicate that the student will continue as a doctoral student.
· A student who starts an MS degree program in FST at ISU can request to change to a doctoral program with the recommendation of the major professor and the AP committee. The major professor reports to the DOGE the MS student's request to switch to a PhD program and the recommendation of the student's AP committee. Typically, the student will have demonstrated the ability to conduct research comparable to a MS thesis and/or prepare a peer-reviewed journal submission.
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Change of Major Professor and APC Member
If there are difficulties between the major professor and the student, the conflict(s) may be taken to the Ombuds Office to aid resolution in an impartial manner. The Ombuds process is confidential and focused on conflict resolution before things escalate into grievances.
Should you find it necessary to switch major professors, you should first discuss this matter with your present major professor, second with your APC (if one has been appointed), and third with the FST DOGE and department chair. Any research work and/or intellectual properties generated by the graduate student prior to changing the major professor must be acknowledged in future publications or presentations. Identification of a new major professor must be accomplished within 5 months (or one semester). Once you have terminated your relationship with the major professor you are leaving, you will not have research assistantship support. During the period you are trying to identify a new major professor, the FST DOGE will serve as a temporary advisor. You will need to communicate regularly on your progress to the DOGE. When a new major professor and you have agreed to work together, you and the major professor must notify the FST DOGE and FSHN chair. If you are unable to find a major professor within 5 months, you may be subject to dismissal.
A member of the APC may be changed as directed in the Graduate College Handbook.
Professional Expectations
All students are expected to exhibit the following professional attributes:
· Self-management
· Proactivity
· Developmental orientation (ability to receive critical feedback)
· Punctuality and reliability
· Ethical conduct (honesty, integrity, fairness, and respect)
· Contribution to team goals
· Scholarly mindset (desire for learning and knowledge; intellectual curiosity)
· Regular communication with the major professor
Dismissal 
1. Dismissal Criteria
[bookmark: _Hlk141454826][bookmark: _Hlk141454958]A student may be dismissed, that is, removed from their degree program and not permitted to register as a FST student, for the following reasons:
· Failure to progress satisfactorily in their degree program
This may be evidenced by a lack of research progress, a lack of aptitude for food science, or a failure to maintain a satisfactory academic standing, as defined by the Iowa State University Graduate College Handbook and in core Food Science and Technology requirements.
· Lack of a major professor
Because graduate degrees in FST at Iowa State are centered around a mentored research project, it is impossible to complete a degree without a research mentor [major professor]. To maintain good standing and earn a degree in FST, a student must have a FST faculty member serving as his or her major professor.  Occasionally, a faculty member who has previously agreed to serve as a major professor becomes unable to serve. Faculty desiring to terminate their service as major professor must do so by notifying the student and the FSHN Chair and FST DOGE in writing. A student who has lost his or her major professor has up to five months after the date the FSHN Chair is notified to identify another FST faculty member willing to serve. The FSHN Chair and FST DOGE will help the student search for a new major professor, if the student desires.
· Academic dishonesty
The proper conduct of science requires the highest standards of personal integrity. Because of this, dishonesty in the classroom or in the conduct of research is considered a serious offense by FSHN and by the University. Students accused of academic dishonesty will be dealt with according to the procedures outlined in the University Catalog and the Faculty Handbook. Possible punishments can include dismissal from the program and expulsion from the University, depending on the severity of the offense.
1. [bookmark: _Hlk141360259]Dismissal Procedure
A student’s APC, or if the student has no APC, the student’s major professor, or the FST DOGE can recommend the dismissal of a student for any of the reasons listed above. Recommendations for dismissal are made to and are acted upon by the FSHN Chair.  Procedures for dismissal are as described in the Iowa State University Graduate College Handbook. Before a dismissal is decided, the FSHN Chair must give the student a written justification for why dismissal is being considered. The FSHN Chair must also discuss the situation with the student, as well as his or her APC, major professor, temporary advisor, and/or Graduate Program Committee, in an attempt to find a satisfactory resolution. This discussion constitutes the “informal conference” as described in the Graduate College Handbook. If a satisfactory resolution cannot be reached and the FSHN Chair decides to dismiss the student, either party may bring the issue to the attention of the Associate Dean of the Graduate College for a decision. The student may appeal the decision of the Associate Dean, as described in the Graduate College Handbook.  Your major professor will officially notify the office personnel of the dismissal and your assistantship payment will be stopped on the official day of dismissal. Also, students should officially withdraw from the university unless they transfer to another department.
Responsibilities of FST and the Major Professor
It is the responsibility of the FST program to counsel students who are having academic difficulties, to help students search for an acceptable major professor, or if students are unable to overcome these difficulties, to help the students identify and apply to other appropriate degree programs. It is the responsibility of the major professor and his/her department to seek funds for a student’s assistantship and for the conduct of research. Where necessary, graduate students need to be informed and/or updated if the major professor foresees assistantship funding problems.
Termination of Financial Support
Dismissal from FST requires that assistantship support be terminated unless the student is able to transfer to another graduate program at ISU that the GA support can go through.  Assistantship appointments are made semester by semester. Appointments may be terminated for two reasons only: 1) for cause, or 2) loss of funding. The satisfactory completion of one appointment, plus satisfactory academic performance, will ordinarily make a student eligible for reappointment. FST faculty have the discretion not to reappoint. Failure to reappoint is not termination of the student’s graduate degree program and is not subject to formal appeal. FST faculty have an obligation to provide reasonable notice if reappointment is not to be made. At least 30 days’ notice is recommended. The policies on termination given here apply only to graduate assistantship appointments that have been formalized by a letter of intent and not to longer-term commitments that may have been made. FST follows the Graduate College Handbook’s policies regarding early termination of research assistantships for cause or for loss of funding, including the appeal processes. For more information, please see Termination of Assistantship Appointments.  FST faculty may make commitments to support students for periods longer than the length described in the Letter of Intent. Such commitments are not formally treated as appointments. Students should obtain the terms of such commitments in writing. Assistantship support for more than seven or eight years is strongly discouraged, and departments may set limits on the number of years a student is eligible for assistantship support.  Students with any doubt about their assistantship status should discuss their situation with their major professor, the FSHN Chair, the FST DOGE and/or the department or program providing their assistantship support. 
Vacation and Sick Leave
During each academic year, students will be allowed two weeks of vacation (20 h/week) plus University holidays with approval from the major professor. Time off must be discussed with your major professor. University holidays are listed at http://www.registrar.iastate.edu/calendar. Note that because GAs are considered a half-time (50%) position, one week of vacation is equivalent to 20 hours of work, a day of vacation is equivalent to 4 hours. It is the student’s responsibility to notify their major professor when sick and fill out the sick leave card. Failure to notify the major professor of absences could lead to leave without pay or dismissal from the program.
Notebooks
Graduate students are expected to maintain a laboratory notebook to keep a dated record of experimental procedures, results, analyses and conclusions. Entries should be made directly into the notebook.  Major professors may also require electronic record-keeping.  Consult your major professor for your lab’s policy.  Notebooks should be submitted to the major professor when filled or when the student completes their program.  
Authorship and Intellectual Property
FST follows ISU policy on authorship and intellectual property.  
[bookmark: _Toc173422964][bookmark: _Toc175925612]ADMINISTRATIVE ROLES, RESPONSIBILITIES, AND CONTACT INFORMATION
Department Chair
· Dr. Ruth S. MacDonald, Interim (ruthmacd@iastate.edu) 
· Oversees the Food Science and Human Nutrition Department
Director of Graduate Education (DOGE)
· Dr. Joey Talbert (jotalber@iastate.edu) 
· Supervises, counsels, and coordinates graduate student programs
· Recommends graduate candidates for admission based on the advisement of the FST Graduate Education Committee
· Allocates assistantships with the guidance of the FST Graduate Education Committee
· Processes official forms
· Collaborates with the FST Graduate Education Committee to maintain the Graduate Student Handbook
· Provides orientation sessions for all incoming graduate students at the start of the Fall and Spring semesters
· Works with Graduate Support Staff to inform major professors of necessary procedures
· Reviews the academic standing of all graduate students each semester with the FSHN Graduate Education Committee
· Ensures that APC members are appointed and an APC form is filed within designated timelines
· Confirms a balanced composition of APC members
· Encourages timely completion of preliminary examinations and active participation of all APC members
· Coordinates the announcement of PhD and MS examination dates and locations department-wide in a timely manner
Major Professor
· Responsible for the programming, guidance, training, supervision, welfare, and ethics awareness of assigned graduate students
· Holds regular conferences with students each semester
· Introduces lab and department policies to students
· Provides personal counseling to aid student development
· Arranges resources and space for graduate student research projects
· Approves all necessary graduate forms and requests
· Suggests APC members and appropriate courses for students' Academic Plans
· Monitors students' academic standing and responds to grades below expectations
· Approves thesis or dissertation for APC review and ensures manuscripts are prepared for publication
· Confirms that graduate students meet all requirements and develop the ability to present at departmental and scientific meetings
The Academic Plan Committee (APC)
· Prepares students academically and attends their examinations
· Recommends courses tailored to students' Academic Plans
· Assesses PhD students' readiness for candidacy and evaluates theses or dissertations
Graduate Student Service Specialist
· Brenda Emery (robynath@iastate.edu) 
· Maintains master files and individual records for graduate students
· Assigns office space, keys, and desks
· Documents fulfillment of teaching requirements before graduation
FST Graduate Education Committee
· Provides oversight of all aspects of the graduate programs in Food Science and Technology
· Reviews and recommends changes to program outcomes, assessments, and curricula
· Coordinates course offerings and manages the graduate student handbook
· Sets application deadlines and updates recruitment materials
· Reviews applications and makes admission and award recommendations to the DOGE
  
Voting on issues unique to the FST Graduate program and its curriculum will be limited to Departmental faculty with Graduate Faculty status in the FST graduate program
FSHN Graduate Education Committee
· Oversees all graduate degree programs associated with the department, supporting the mission of graduate education
· Reviews policies affecting all graduate students and makes recommendations
· Solicits nominations and evaluates candidates for graduate awards
· Organizes orientations and conducts annual evaluations
· Assigns Teaching Assistants in collaboration with the Associate Department Chair and collects performance evaluations.
Departmental Staff
The departmental staff are available for assistance through your major professor. The staff does not assist in the preparation of coursework materials (except for teaching assistants which should be handled through the instructor), thesis typing or other non-research work. If you are in doubt, ask your major professor.
· Karla Long – Accountant II – 515-294-1274 – kylong@iastate.edu
· Account/bills reconciliation, budgets, CyBuy/p-card approver, standing orders, account reporting, course fees.
· TBD – Administrative Assistant II – 515-294-4546 –
Student office worker supervision, mail, and packages, manage conference room use, key ordering and check-out, order office supplies, telecommunications coordinator.
· Russell Tarvin – Information Technology Support II – 515-294-1597 – rtarvin@iastate.edu
· Technical support for Faculty and Staff, FSHN teaching labs, conference rooms, and FSHN research labs, IT training and consulting, computer and printer ordering, file and computer permissions, software license management, Box drive file management
[bookmark: _Toc175925613]FORMS AND OTHER RESOURCES
Forms
Departmental forms (e.g. travel forms, lab checkout, etc.) can be found on Box under the “FST Graduate Student Information” folder.  If you do not have access to the folder, please contact the Graduate Student Support Specialist.  
Current Departmental Faculty
Current FSHN Departmental Faculty can be found on the departmental website.
Departmental Equipment
Equipment in the Kemin Lab may be reserved for research use.  In addition, the students should check with individual labs if they require certain equipment.  Major professors should be contacted prior to entering an individual lab or using equipment.  ISU also maintains shared equipment facilities that may be utilized for a fee.
Laboratory Inventory
Chemical and biological inventories should be routinely updated through EHS.  Students should contact their major professors to receive access.
5900C Reference Codes
Reference codes can be found on Box under the “FST Graduate Student Information” folder.  If you do not have access to the folder, please contact the Graduate Student Support Specialist
Graduate College Handbook
Iowa State University (ISU) Graduate College Handbook
Thesis Writing
Writing resources are provided by the Graduate College 
Career Services
Career service resources are provided by the Graduate College
Graduate and Professional Student Senate
 The GPSS represents graduate and professional students at ISU
