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Graduate Student Handbook 2025-2026

School of Chemical, Biological, and Environmental Engineering

WELCOME

Welcome to Oregon State University (OSU) and the School of Chemical, Biological, and Environmental
Engineering (CBEE). This handbook is intended to help you get settled and answer some of the questions
you might have as a new graduate student in our school. If, after reading the contents, you have
unanswered questions, please feel free to ask for help. The staff, faculty, and fellow graduate students
in the School are available and willing to help solve any issues as they arise. Additional information on
deadlines, procedures, and requirements is provided by the current Oregon State University Graduate
School Catalog (https://catalog.oregonstate.edu/college-departments/graduate-school/) and the
Graduate School’s Student Success Guide for New Graduate Students:
https://gradschool.oregonstate.edu/current-students/new-graduate-students.

Graduate students in CBEE are responsible for complying with the rules of the University, the Graduate
School, the College of Engineering (COE), and the School. In some instances, the requirements of the
School are more restrictive than those of the Graduate School. In such cases, the School requirements
specified in this document will apply.

The faculty hopes that your time at OSU will be rewarding, memorable, and fruitful.

Dr. Tala Navab-Daneshmand, Associate Professor and Associate School Head for Graduate Programs
Kimberly Compton, Graduate Programs Coordinator


https://catalog.oregonstate.edu/college-departments/graduate-school/
https://gradschool.oregonstate.edu/current-students/new-graduate-students

CBEE CONTACTS
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School Head Jeff Nason jeff.nason@oregonstate.edu 541-737-9911
Associate Head for Graduate Tala Navab- tala.navab@oregonstate.edu 541-737- 0552
Programs
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B; . ing P
'0€ngineering Frogram Elain Fu elain.fu@oregonstate.edu 541-737- 1062

Director

Graduate Programs
Coordinator
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Admissions Committee TBA
(AY 25-26) ENVE Chair:
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TBA
Office Manager Jen Moore jennifer.moore@oregonstate.edu 541-737-6149
Accountant Lea Clayton lea.clayton@oregonstate.edu 541-737-2495
. , Jennifer i i
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GETTING SETTLED

The School of Chemical, Biological, and Environmental Engineering (CBEE) resides in Johnson Hall with
satellite facilities in Gleeson, Graf, Kelley, and Owen Halls.

GRADUATE ORIENTATION PROGRAM

CBEE will hold orientation sessions in mid-September prior to classes. Orientation will draw attention
to some of the major components of this manual and is required for all incoming students.

ONID ACCOUNTS
ONID is your OSU Network ID. Every student is assigned an ONID account. You must activate your ONID
account and enroll in Duo to register for classes.

To activate your ONID account, go to https://onid.oregonstate.edu and choose “Sign Up For ONID” in

the upper-left hand column. Duo enrollment: https://uit.oregonstate.edu/duo

ONID email is the official communication link that the university uses to communicate with students. Do
not forward this email to other email services.

Use your ONID username and password to access email, online course materials, grades, and financial
accounts. Among the services you may access are:

ONID Email

Canvas

Beaverhub

Google Apps for OSU (email/calendar features not available)

0OSU Box Cloud Storage

0OSU's Wireless Networks (use Eduroam)

Computing Labs

Interlibrary Loan

ONID Account Support

Support documentation and several video tutorials are posted at the Knowledge Base website
(https://oregonstate.teamdynamix.com/TDClient/1935/Portal/KB/).

Phone and email support for ONID is provided by the OSU Service Desk, 541-737-8787
(https://oregonstate.teamdynamix.com/TDClient/1935/Portal/Home/).

Engineering IT Support

Questions for Engineering specific computers or services should be directed to Engineering IT support
first (Service Desk cannot assist with those requests): https://support.engineering.oregonstate.edu/
Engineering IT Helpdocs: https://it.engineering.oregonstate.edu/



https://uit.oregonstate.edu/duo
https://onid.oregonstate.edu/
https://canvas.oregonstate.edu/
https://uit.oregonstate.edu/beaver-hub
https://uit.oregonstate.edu/gsuite
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https://library.oregonstate.edu/illiad
https://oregonstate.teamdynamix.com/TDClient/1935/Portal/KB/
https://oregonstate.teamdynamix.com/TDClient/1935/Portal/Home/
https://oregonstate.teamdynamix.com/TDClient/1935/Portal/Home/
https://support.engineering.oregonstate.edu/
https://it.engineering.oregonstate.edu/

OSU ID CARD
All OSU students may obtain a student identification card.

Corvallis campus students must visit the ID Center in Memorial Union, 103, after registering for classes
at OSU. Photo identification is required (state issued driver's license or ID, passport, or military ID). The
OSU ID card is your official identification for using campus services, facilities (door access) and activities,
and is valid as long as you are registered for classes. It is scanned at many locations to verify registration.
Your OSU ID card is your meal card if you live in university housing.

MyCard is the online card office where students can submit a digital photo of themselves for their initial ID card,
view their OSU ID card balance and past card transactions, add money to their OSU Orange Cashor Orange
Rewards account, set up "Donors" (contributors other than themselves), and deactivate or reactivate their
lost OSU ID card. OSU Orange Cash and Orange Rewards is the campus debit account used with your ID card
for copies at the library and purchasing food on campus. Orange Cash and Orange Rewards are separate from
your resident hall meal plan. You can add money to your OSU Orange Cash or Orange Rewards at the ID Center
or online (mycard.oregonstate.edu). See this website for more information on Orange Rewards, a discount
debit plan: https://food.oregonstate.edu/orange-cash.

BUILDING ACCESS

KEYS

Graduate students are granted the authority to carry building and lab keys. All requests for keys must
be supported and initiated by an academic advisor. If approved, the Office Coordinator will submit an
online request and the Key Shop will notify you via email once your key is available for pickup. Key
pickup is in the Memorial Union at the OSU ID Center. You will need your OSU ID to pick up keys. Please
check the ID Center’s website for current service hours. Your OSU ID may also be used as a key for doors
that support that option.

The security of your keys is critical for everyone’s safety. Any loss of keys must be reported immediately
to the Main Office. It is your responsibility to exercise the utmost care in the use of your keys. Under no
circumstances should you lend your keys or ID card to other students or visitors or provide access to an
unauthorized individual.

If you need key card access to labs in Johnson Hall your major professor will request it.

To maintain a safe laboratory environment, specific safety training is required before key or card access
will be granted to any CBEE building or laboratory. The Primary Investigator (Pl) for the space will
complete a User Access Request for each incoming user. Prospective users will be placed into a Canvas
Course to complete the training requirements appropriate to the space(s) accessed. Several training
modules require recertification at fixed intervals, e.g. an annual refresher. Certifications must be kept
current to maintain access. A new User Access Request will be completed for each space access is being
requested for, although if the training certificates are current, they will not need to be taken again.

AFTER-HOURS PASSES

An After-Hours Pass allows a student to remain inside a building after it closes. It does not grant access
to a building after it has been closed. Passes must be obtained from the proper personnel for each
building. For Gleeson, Graf, and Johnson Halls, please see the Office Coordinator in the Johnson Main
Office. For Owen Hall please see the Civil and Construction Engineering office.


https://publicsafety.oregonstate.edu/id-center
http://mycard.oregonstate.edu/
https://food.oregonstate.edu/orange-cash
https://publicsafety.oregonstate.edu/id-center

Campus Security patrols all buildings periodically outside of building open hours. Anyone without an
After-Hours Pass and valid OSU ID will be required to leave the building. Office and laboratory doors and
windows are to be kept closed and locked when not occupied. Security patrols will lock any open, vacant
rooms. Do not let anyone into the building after hours. Individuals who are authorized to be in the
building after hours are issued appropriate access codes and keys. Anyone abusing this system will have
their After-Hours Pass revoked.

Passes change color at the beginning of each academic year. You must obtain a new pass each year or
risk being escorted from the buildings.

GRADUATE STUDENT OFFICES/DESKS

CBEE graduate student offices/desks are located in various locations of three of the buildings that we
occupy. The Office Manager assigns offices/desk space. Space is limited; therefore, not all students are
guaranteed individual desk space nor a computer. Students on graduate research appointments will be
given preference (PhD priority), with remaining students placed as space permits. To request a desk
and be put on the waitlist, please complete a Grad Desk Request form:
https://oregonstate.qualtrics.com/jfe/form/SV_9ZBW5LZub8hdrlk. For assignments, see the Office
Manager. Once placed, please do not change your desk space assignment without the Office Manager’s
approval.

Desks are owned by the School, as are the majority of monitors. Computer desktops and laptops are owned by
individual PI’'s—and are configured specifically for the student assigned. ONID account login credentials should never
be shared. Remote access is restricted to the assigned user(s) only.

Some students may work alternate schedule(s), log-in remotely, or may have successfully defended,
but still be assigned seating for an extended period. For these reasons, students must wait for an
assigned seat (they may not sit at any desk and log-in).

Cleaning the desk is the occupant’s responsibility. Please maintain a clean work environment and leave
the desk cleaner than when you arrived. Cleaning supplies are available if needed. You are expected to
help keep common areas and shared equipment in graduate student offices clean (e.g., microwaves,
refrigerators, whiteboards, study tables, etc.). Grad desks in Johnson are open so the Fire Marshall
requires the following:

1. Allloose papers, books, documents, and combustible items must be removed from the desk
space and locked in the provided locker and/or rolling tower when unoccupied. The desktop
must be clear of all flammable materials when not in use.

2. There will be no use of outside storage devices, such as cardboard boxes or other storage
containers, in the graduate desk area.

3. Rolling towers are to be kept in their designated areas and not removed.

4. The tops of lockers are to be clear of all materials, boxes, plants, etc.

5. Space heater(s) and/or fans must be plugged directly into a wall outlet. They may not be plugged in
to a power strip.

6. Power strips cannot be

If allowed, small appliances, such as mini fridges, coffee pots, microwaves, etc. must be plugged directly
into a wall outlet. They may not be plugged in to a power strip. Students have access to kitchenettes
located on the 3" floor of Johnson Hall and the 1t floor of Gleeson Hall. Students assigned seating in Kelley
Engineering Center (KEC) have access to a grad student lounge.
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MAILBOXES

Each graduate student is assigned a mailbox located in Johnson 116. U.S. mail is delivered directly to
the Printing and Mailing Center where it is sorted and distributed to the remainder of campus. Campus
mail arrives once daily at approximately 0900. U.P.S., FedEx, and other freight carriers deliver directly
to Johnson 116 throughout the course of the day. Please check your mailbox regularly for mail,
checks/paystubs, returned homework, school circulars, and other information.

All packages are received in Johnson 116. An email notification will be sent alerting you to the arrival of
a package. Office hours are 0800-1200 and 1300-1700, Monday-Friday. There is a sign-out clipboard in
the main CBEE office where you are required to sign for each package you pick up. Your name and the
number of packages will be listed—find your name, and sign on the appropriate line to verify you have
picked up your package. It is your responsibility to make arrangements in advance if you are unable to
pick up your package in a timely manner. You can connect with the Office Coordinator in advance
(recommended, especially if you will be on vacation or otherwise away from the office) or have
someone else pick up your packages for you. This becomes critical if your shipment needs special care
(like immediate refrigeration). Three attempts to contact you will be made; If you cannot be reached,
your package will be returned to the vendor.

Please be sure that all packages and correspondence are addressed properly. The correct address for
all mailing or shipping to CBEE is the following:

<YOUR NAME OR YOUR MAJOR PROFESSOR>

CBEE or your major designation (Chemical Engineering, etc.)
105 SW 26 Street

116 Johnson Hall, Your Mailbox number

Oregon State University

Corvallis, OR 97331-2702

Mailboxes are set up for your use and are available to receive USPS items. Tampering in another
person’s mailbox is the same as tampering with any standard mail receptacle and violates federal law.

EMPLOYMENT/PAYROLL

NEW HIRES
If a student is offered employment either via hourly work or an assistantship, new hire paperwork must
be completed to receive payment. The following steps must be taken:

Supervisor must contact Office Manager with job specifics, and
Student will be contacted regarding new hire paperwork.

3. Students cannot begin work until the proper paperwork has been completed and submitted.
For hourly positions, students cannot begin work until they have received a Cleared to Work
email from Student Employment.

All employees must have a social security number to work. International students should report to the
Office Manager immediately to obtain instructions on applying for a social security number if you do
not have one.



TIMESHEETS

Timesheets are found online at http://mytime.oregonstate.edu. Hourly students (e.g., graders, lab
workers, etc.) must clock in/out for each shift. Timesheets are submitted on the 15™ of each month.
GRA/GTA appointments also have a timesheet. These timesheets are for recording sick leave taken or
to record time when filling in for another GA who is sick. If there is no sick leave or fill in leave then you
simply submit a blank timesheet that verifies just that. Please confirm with the Office Manager if you
are unsure about submitting your timesheet.

PAYCHECK
Payment is distributed on the last non-holiday business day of the month. Direct deposits are available
and will take place on the same day. Paycheck stubs for direct deposit recipients are available via the
Online Services portal. Physical payroll checks are mailed to the mailing address on file with the
university.

HEALTH INSURANCE

All Graduate Assistants are required to carry health insurance. Insurance may be provided by the
university at a low premium cost to you as bargained by the Coalition of Graduate Employees (CGE).
University provided insurance may be waived as long as the student supplies documentation that the
outside coverage is equal to or greater than the coverage provided by the University. For more
information, enrollment forms, and premium rates, visit the Student Health Services website. Deadline
for fall term signup is October 01.

For more information, please see:

https://hr.oregonstate.edu/graduate-student-insurance-plans/graduate-assistant-insurance-plan

Other student health and wellness resources on campus include:

e OSU Student Health Services (http://studenthealth.oregonstate.edu/, 541-737-9355,
gradhealth@oregonstate.edu)

e OSU Counseling & Psychological Services (https://counseling.oregonstate.edu/, 541-737-2131,
CAPS@oregonstate.edu)

TELEPHONES

Long Distance Calls
An authorization code is required to make long distance telephone calls. You will be given a code by

your major professor if you are expected to make such calls as part of your day-to-day research work.
The authorization code is unique and is intended for use only by the person to whom it is assigned.

Authorization codes must be kept secure and not given to other people. Codes must not be used for
personal calls or purposes other than those intended.

FAX MACHINE

A fax machine (541-737-4600) is available for student or work-related purposes. Long distance numbers
require an authorization code. The fax machine is located in Johnson 116. Please see the Main Office
staff for assistance.


http://mytime.oregonstate.edu/
https://hr.oregonstate.edu/graduate-student-insurance-plans/graduate-assistant-insurance-plan
http://studenthealth.oregonstate.edu/
mailto:gradhealth@oregonstate.edu

XEROX, OFFICE SUPPLIES, & SCANNER
The School provides copiers and document scanners, intended for research or teaching purposes only,
in Johnson 116, 216, and 316. Anyone desiring to make personal copies will need to use resources
available on the main floor of the Valley Library. Maintaining the cleanliness and organization of the
copy room is important; please do your part.

Copies for class or official use must be approved by a faculty member, but generally, the class TA will
make copies for class use. A copier code is required and can be supplied by the Instructor for whom
copies are being made.

Office supplies are for the use of faculty and staff members only. A staplerand hole-punch are available
in Johnson Hall inside the main office, room 116 for student use.

COMPUTER USE
Computer labs are available in some engineering buildings. They require an engineering account to log
in. These computers maintain software for word processing, spreadsheet, and Internet connectivity
applications. Options are available for remotely accessing research and other database or modeling
software.

School computers are supplied on most graduate student office desks to allow you to perform your
research activities and course work, and they should not be used for games or other personal uses
during normal business hours (0800-1700, Monday-Friday). After hours personal use, within reason (as
described by University policy), is allowed as long as others do not need the computers for their research
or class activities. Computer use supporting funded research takes priority over use for non-funded
research or personal activities. If you are assigned a desk without a computer, please contact your
research advisor about acquiring a computer.

Do not copy ANY software onto the School’s computer hard disks without approval from the Network
Administrator. Software licensing and disk space availability are two issues that must be considered.
The installation of your own personal copies of software on the School’s machines without permission
exposes the School to an unacceptable potential liability and therefore cannot be allowed. Please ask
permission for the installation and use of your personal software if it is important to your research or
course work. Also, please do not copy any software from the School’s computers without permission.
This action, again, violates software licensing agreements.

COMPUTER USE POLICY
All use of OSU computer systems must conform to the University’s Policy on Acceptable Use of
University Computing Facilities, which is located at

https://policy.oregonstate.edu/UPSM/08-005 acceptable use computing resources

OSU computer systems must not be used for any illegal activity, or for storage or distribution of
copyrighted material (e.g., music, videos, e-books, etc.).

If you have any general questions about using University computers, please contact Jordan Jones in
Kelley Engineering Center 2093 (541-737-6516), or e-mail coe.support@oregonstate.edu for assistance.



https://policy.oregonstate.edu/UPSM/08-005_acceptable_use_computing_resources
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SMOKING POLICY
OSU’s Corvallis campus is smoke-free. This policy includes quads, parking lots, and all other foot space
within the confines of campus. Please consult the map on the following webpage for the campus
boundary

https://experience.oregonstate.edu/well-being/smoke-free-osu

PARKING AND SHUTTLES
Except in the open or pay lots, all motor vehicles parked on campus from 0700 to 1700, Monday through
Friday, must display a valid parking permit. On-street parking is available for up to 2 hours/day in the
neighborhoods surrounding the OSU campus, and metered parking is available on Monroe St. (parking
in these areas is enforced by Corvallis Police). All parking rules are enforced during posted hours, and
citations will be given for unauthorized parking on or around campus.

For more information contact Parking Services at 541-737-2583, or visit their web site at

http://transportation.oreqonstate.edu/parking.

The OSU campus and surrounding areas are served by buses operated by the Corvallis Public Transit
System (http://www.corvallisoregon.gov/index.aspx?page=884). All bus service is free, and the buses
generally run at 30 minute intervals during the working day from Monday-Saturday (no service on
Sunday). The “Night Owl” runs at night (typically 2100 to 0230) Thursday-Saturday.

OSU offers a free campus shuttle service—the Beaver Bus—for the convenience of students, staff, and
visitors. The name Beaver Bus was previously used for the late night service operated by Corvallis Transit
System; that service now operates under the name “Night Owl.” The OSU Beaver Bus will provide
expanded shuttle services to transport people from outer parking areas to and around campus.

e Extended hours of operation: 0700 to 1900
e Serving campus on 5 routes for 33 weeks per year with 8 to 14 minute service loops
e Live shuttle mobile apps tracking systems


https://experience.oregonstate.edu/well-being/smoke-free-osu
http://transportation.oregonstate.edu/parking
http://www.corvallisoregon.gov/index.aspx?page=884

BEAVER BUS

@@ Northeast Route

@@= West Route 1

@@= West Route 2

@@= East Route

«a@= Northwest Route
B Shuttle Stop

For more information about the
Beaver Bus, see page 14,

METERED PARKING

= Daily permils may be purchased onine, at any pay
staton () of in Adams Hall.

* Three-hour ADA visitor permits are available at no cost
in Adams Hall.
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SPECIAL SERVICES AT OSU

CAMPUS RESOURCE GUIDE
The campus resource guide is a list of services available to students and faculty. For details, please visit
https://gradschool.oregonstate.edu/current-students/resources.

OSU GRADUATE STUDENT ASSOCIATION

The CBEE Graduate Student Association (GSA) is a registered student organization dedicated to
improving graduate student life in the OSU School of Chemical, Biological, and Environmental
Engineering. Group activities and responsibilities include the planning of social events, support of the
graduate seminar series, representation on the faculty graduate committees, professional and social
support for current and future graduate students, and continued dedication to the overall improvement
of the OSU CBEE Graduate Program. As a student led, student-oriented group, active involvement and
representation from all graduate students associated with the School is desired and encouraged. See
more at http://stuorgs.oregonstate.edu/cbeegsa.

DISABILITY ACCESS SERVICES (DAS)
Accommodations for students with disabilities are determined and approved by Disability Access
Services (DAS). If you, as a student, believe you are eligible for accommodations but have not obtained
approval please contact DAS immediately at 541-737-4098 or at http://ds.oregonstate.edu. DAS
notifies students and faculty members of approved academic accommodations and coordinates
implementation of those accommodations. While not required, students and faculty members are
encouraged to discuss details of the implementation of individual accommodations.

OFFICE OF EQUAL OPPORTUNITY AND ACCESS (EOA)
EOA addresses concerns about bias, discrimination, discriminatory harassment, bullying, and
retaliation. Additionally, the Executive Director is the university’s Title IX Coordinator and should be
consulted on disclosures of any form of sexual harassment, including sexual/dating/domestic violence
and stalking.

For additional information, visit their website: http://eoa.oregonstate.edu

COUNSELING & PSYCHOLOGICAL SERVICES (CAPS)
Counseling and Psychological Services (CAPS) provides a variety of services to the OSU community to
address the challenges and difficulties students face. These services are designed to help students
understand themselves better, create and maintain satisfying relationships, improve their academic
performance, and make healthy and satisfying career and life choices.

Contact: 541-737-2131. You can review offered services at, and email CAPS from, their website:
https://counseling.oregonstate.edu/.

CORVALLIS COMMUNITY RELATIONS (CCR)

CCR was established to enhance neighborhood livability and inspire shared responsibility to help foster
a healthy, livable, and inclusive Oregon State University — Corvallis community. The independence of
living on one’s own can be liberating, but extremely challenging for students. CCR connects students
with community resources that foster good neighborly behavior and educational tools to educate
tenants of their rights and responsibilities.
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For additional information, including a Corvallis Living Guide, visit:
https://studentlife.oregonstate.edu/ccr/about.

CAMPUS EMERGENCIES
If someone’s behavior is placing anyone in immediate risk or if a serious or threatening incident occurs
in the classroom, academic building or on campus, Public Safety must be contacted immediately.

Contact: Oregon State Police/Public Safety 541-737-7000 or dial 911.
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FINANCE AND ACCOUNTING

PURCHASING

Several options exist for purchasing supplies for OSU. Please contact the School Accountant to help you
get started.

BENNYBUY
On-line e-procurement system for OSU. Students with a graduate student appointment will be assigned
a “Shopper” role to place orders.

Shoppers: By default, all OSU employees (with a few exceptions) will have access to shop in the
BennyBuy marketplace for supplies and services. After creating a “shopping cart” with their selected
goods and/or services, a Shopper assigns their cart to their department or Business Center “Requestor”
(Lea Clayton) to place the order into workflow. All computer equipment and computer software must
be purchased through CBEE IT.

Instructions and login are here: https://pacs.oregonstate.edu/eProcurement

PURCHASING CARD (PCard)

The PCard is a quick and convenient way for units to obtain many of the items needed for day-to-day
operations. Students with a graduate appointment are eligible to get an OSU PCard issued in their name.
Contact the School Accountant (Lea Clayton, Johnson 216L) to get instructions for requesting one.

The school accountant can also make purchases.

PCards may be used only to purchase goods and some services for the institution. Such purchases must
comply with OSU policies governing purchasing and credit card usage. A $4,999 dollar limit per
transaction exists.

Please see full PCard purchasing guidelines:

https://fa.oregonstate.edu/business-affairs/payments/pcard/osu-purchasing-card/osu-purchasing-card-prohibited-
uses

OSU INTERNAL SERVICE/SUPPLIES

Below are OSU departments who provide supplies or services to other OSU departments and bill the
receiving department. Check with your School Accountant before you purchase or make reservations
for:

e Surplus Property https://surplus.oregonstate.edu/

e Chemistry Store https://chemstores.chem.oregonstate.edu/

e Printing and Mailing https://printmail.oregonstate.edu/

e OSU Motor Pool https://transportation.oregonstate.edu/motorpool
e Environmental Health & Safety https://ehs.oregonstate.edu/
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PERSONAL REIMBURSEMENTS
Personal reimbursements are processed through the Concur Travel and expense site.

Login Link: https://login.oregonstate.edu/idp/profile/SAML2/Unsolicited/SSO?

Concur Training Library

Use of a Departmental Procurement Card or Direct-Bill to OSU are the preferred methods for OSU
business related purchases. If logistical reasons or extenuating circumstances occur that preclude the
use of normal OSU purchasing processes or protocols, employees may (with approval from their
manager) make small purchases (less than $100) with personal funds and then subsequently be
reimbursed by OSU.

e Only purchases related to OSU business purposes will be reimbursed.

e Getitemized receipts and proof of payment; a personal credit card charge slip alone is NOT valid.
e Allreimbursements must be submitted for payment within 60 days of incurring the cost or within

60 days after the conclusion of the travel/field-work during which the expenditure was made.
Restrictions:
e NOT for purchase of gift certificates

e NOT for test incentive payments
e NOT for incentive payments to Institutional Review Board (IRB) human subjects
e NOT for equipment rental

Purchases that have been made with personal funds will be reimbursed by OSU when the following
documentation is provided:
e Documentation showing purchase and payment by the employee,

e Statement of University business purpose, including intended use.

TRAVEL

TRAVEL PLANNING
Check with your School Accountant (Lea Clayton, Johnson 216L) before any travel.

Link to Travel Policies: https://fa.oregonstate.edu/travel-and-expense

Travel requires pre-approval through the Concur Travel & Expense site.
Login Link: https://login.oregonstate.edu/apps/concursolutions/

Concur Training Library

Conference Registration:
Conference registration can be prepaid using the departmental procurement card. See your School
Accountant for instructions.

14


https://login.oregonstate.edu/idp/profile/SAML2/Unsolicited/SSO
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Ffa.oregonstate.edu%2Ftraining-1&data=04%7C01%7C%7Cc2a050e1b3354dfff98208d951e584e2%7Cce6d05e13c5e4d6287a84c4a2713c113%7C0%7C0%7C637630868477732121%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=br%2Bx0sbdwIwBJNumQQOD%2FgH9FP%2B%2BeMLDhygpfOeslT8%3D&reserved=0
https://fa.oregonstate.edu/travel-and-expense
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Flogin.oregonstate.edu%2Fapps%2Fconcursolutions%2F&data=04%7C01%7C%7Cc2a050e1b3354dfff98208d951e584e2%7Cce6d05e13c5e4d6287a84c4a2713c113%7C0%7C0%7C637630868477722121%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=HFrP%2B9tj0qZnWZqmtzIEw61o85o9bGI%2BWz1nebMJKTc%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Ffa.oregonstate.edu%2Ftraining-1&data=04%7C01%7C%7Cc2a050e1b3354dfff98208d951e584e2%7Cce6d05e13c5e4d6287a84c4a2713c113%7C0%7C0%7C637630868477732121%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=br%2Bx0sbdwIwBJNumQQOD%2FgH9FP%2B%2BeMLDhygpfOeslT8%3D&reserved=0

FOREIGN TRAVEL

International travel on grant funding

This travel should be authorized through OSRAA (Office for Sponsored Research and Award
Administration). Submit a Foreign Travel Authorization form to your School Accountant, (Lea Clayton,
Johnson 216L) prior to making travel plans.

Foreign Travel Authorization Form

Restrictions apply to airfare, check with department accountant, and see Fly America Act.

AIR TRAVEL
Airfare for university-related travel needs to be booked through the contracted travel agency for direct
billing to the university.

MILEAGE IN LIEU OF AIRFARE:

See your School Accountant (Lea Clayton, Johnson 216L) to verify whether specific trips are allowable
using mileage in lieu of airfare. A quote for the airfare that would be purchased for the business trip is
required. OSU will reimburse mileage up to the amount of the airfare and associated expenses that
would have been paid for air travel.

GROUND TRANSPORTATION

Vehicle rental:

Cars can be rented through the University Motor Pool or through the Concur system. Rental should be
for economy or compact rate whenever possible.

Personal Vehicle:
Private vehicle mileage is reimbursed at the current published Business Affairs rate.

LODGING:
Itemized receipts are required for lodging.

FACULTY

Listing of CBEE faculty & contact info can be found at: https://cbee.oregonstate.edu/faculty-and-staff
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ACADEMICS

NOTE: Official program requirements are available in the OSU catalog. If there is a conflict between what is
stated here and what is presented in the catalog, the catalog requirements take precedent.

GENERAL INFORMATION
Graduate students are expected to read the academic policies governing graduate students listed on
the University website, which include but are not limited to the Graduate Catalog on the Graduate
School’s website and the Student Conduct Regulations. The information in this manual addresses only
a few topics within those policies.

ACADEMIC PERFORMANCE
A grade-point average of 3.00 (a B average) is required for all courses taken as a degree-seeking
graduate student, and for courses included on the graduate degree program of study. Grades below C
(2.00) cannot be used on a graduate program of study. A grade-point average of 3.00 is required before
the preliminary, final oral, or written exams may be undertaken. C or better grades are required for any
undergraduate pre-requisite courses that are taken for your program.

GRADUATE ASSISTANTSHIPS
All graduate assistants are required to carry out the duties assigned by their faculty supervisor to justify
their stipend.

University policy dictates that a Graduate Assistant (GRA/GTA) must be enrolled for no less than 12 credit
hours in any term in which they are supported, except for summer term which requires a minimum of
3 credit hours.

Additionally, students who hold multiple jobs on campus may not work more than a total of 20 hours
per week or 255 hours per term in total for all positions held while enrolled in at least 3 credits (6 during
summer). Maintaining a GPA of 3.00 or better is required for continued financial support.

Supervisors shall make reasonable efforts to allow Graduate Employees to arrange their work schedule
allowing for fifteen (15) days leave over the academic year, taking into account the employee’s academic
program and the University’s business needs. A request for leave shall be made in writing and
sufficiently in advance of the schedule change to allow for planning for the absence. The decision on
the request shall be made in writing and within a reasonable timeframe. Such requests shall not be
unreasonably denied. This language does not limit a supervisor’s ability to permit additional schedule
adjustments.

REGISTRATION
Students register for courses online at the Student Online Services site accessed via Beaver Hub:
https://uit.oregonstate.edu/beaver-hub.

For convenience, students should have their proposed schedule (including CRNs) prepared at the time
of registration. An ONID login/password are required for registration. Students can sign up for an ONID
account at http://onid.oregonstate.edu/.
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MINIMUM REGISTRATION REQUIREMENTS

e EVERY student must register for a minimum of 3 credits, including
o Any term in which a student enrolls,

o The term in which a thesis or dissertation (MS or PhD) is defended or comprehensive oral
exam (MEng) is taken; and

o Any term a student uses university space and facilities or faculty/staff time in support of
their thesis or degree progress, regardless of the student’s location (on-campus or
Ecampus). This includes summer term.

o GTAs / GRAs must register for at least 12 credits (Fall/Winter/Spring terms); auditing
classes, Continuing Higher Education courses, and other self-support programs may not be
used to satisfy enrollment requirements for graduate assistant tuition remission.

e Students receiving financial aid must contact the Financial Aid Office for specific registration
requirements each term. Students must notify Financial Aid if they plan to enroll less than full time.

Registration in thesis credits (CHE/ENVE/BIOE 503/603) is typical once all required graduate courses are
completed.

FULL-TIME AND PART-TIME ENROLLMENT

e Full-time status as a graduate student is defined as enrollment in 9 credits per term. The maximum
load for a full-time graduate student is 16 credits. A student may exceed this limit only with the
approval of the Graduate School. Students receiving approval to exceed 16 credits will be assessed
a per-credit overload fee.

e Full-time status (i.e., a minimum of 9 credits per term) may be sufficient to qualify for purposes of
veterans’ benefits, visa requirements, external fellowships, and federal financial aid.

e To assure full compliance with visa regulations, international students should consult with the
Office of International Services (OIS) for additional information about registration requirements.

TUITION BILLS
Students are sent an email to their ONID email account when their statement is ready to view, and they
can then view their eBill statement online at http://mybill.oregonstate.edu. All billing for currently
enrolled students is processed electronically through eBill on the 5th of each month.

Unpaid balances as of the 1st of the month following the eBill statement are considered past due, and
they will be assessed interest at the rate of 1% per month (12% APR). Students are financially
responsible for all courses for which they register. Students are responsible for paying fees by the
deadline even if they do not receive a bill.

Please direct any questions about tuition, fees, and financial aid to the Business Affairs Office.

LEAVE OF ABSENCE
You must fill out a Leave of Absence form and have it approved by the Graduate School (at least 15
business days prior to the start of the term) if you need to take off a term (Fall, Winter, or Spring) for
any reason. For complete policy information on Leaves of Absence—including eligibility, categories of
leave, limits—see the Graduate Catalog (under policies): https://catalog.oregonstate.edu/college-
departments/graduate-school/.
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SUMMER TERM
Graduate Assistants on appointment during the summer term must register for a minimum of 3 credits.
Thesis credits are typical. Please check with your advisor or the Graduate Program Coordinator during
Spring term to fully understand your summer status.

Registration for a minimum of 3 credits during summer term is required if you are defending your thesis
during the summer or if you are using university resources.

Catalog policy regarding summer term registration is as follows:

Graduate students who use facilities or faculty/staff time during summer session to
engage in academic or research activities in support of their thesis/pursuit of degree
are required to register for a minimum of 3 credits during the summer session.
Graduate students who use facilities or faculty staff time during summer session
purely in service to the university and not to engage in academic or research
activities in support of their thesis/pursuit of degree are not required to register
during the summer session.

DISMISSAL FROM GRADUATE SCHOOL
All students must read the Code of Student Conduct to be aware of actions that may lead to the dismissal
process:

https://studentlife.oregonstate.edu/studentconduct/

BASIC REQUIREMENTS FOR ALL GRADUATE DEGREES

School Seminar: All newly-enrolled MEng, MS and PhD graduate students are required to take the
School seminar course CBEE 507, Professional Development section, for the first year (3 credits). These
courses are intended to develop your understanding of the profession, to introduce the research
activities that take place in this School, and to develop professional skills including literature searching
and citations, communication skills, ethics, and navigating graduate school. In year two and beyond, all
enrolled GA or Fellowship funded MS/PHD students are strongly encouraged to register for CBEE 507
Presentation section, all terms (F/W/S).

Graduate Minor: OSU does not require graduate students in engineering to pursue a minor. However,
if desired, a minor may be selected. The minor may be a recognized school minor, a recognized
integrated minor, or a student-designed/committee-approved minor. Minors appear on your transcript
but will not be listed on your diploma. Speak with your major professor for more details on minors.

Program of Study: All students are required to complete a Program of Study outlining the courses that
they will take to complete their degree requirements. The Program of Study is a contract between the
student, the School, and the University (Graduate School).

Visit the Grad School’s “Forms” website for a link to the digital Program of Study platform and
instructions on how to compete the Program of Study. There is also an example for your reference in
the program-specific addendum to the handbook. You may need to refer to the Graduate Catalog for
further details.
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Advisor selection: To file an MS or PhD graduate program of study, a student must find a research
advisor. During orientation, all research-active faculty will give short presentations about their research.
You will participate in two separate lab rotations with advisors of your preference. By the end of winter
term for ENVE and CHE students (end of fall term for BIOE students), thesis-based students will be paired
with major professors on the basis of mutual interest and available projects/funding. The School cannot
guarantee each student gets their top choice of advisor, but reasonable attempts will be made to arrive
at workable matches. (MENG students are assigned an advisor by the Graduate Programs Coordinator
by week 4 of their term of entry.)

The choice of a major professor should be given considerable thought, since you will have a close
working relationship with this individual for the duration of your degree program, and close professional
and personal contacts thereafter. You are expected to complete your degree program under your
assigned advisor’s supervision (unless exceptional circumstances prevent it). Your major professor will
guide your research efforts to completion and oversee all aspects of your graduate studies. The student
is also responsible for actively seeking information about individual research projects. Good sources of
information are the professors themselves or their graduate students.

In addition to performing laboratory rotations, students are encouraged to make individual
appointments with faculty they are interested in working with. Be sure to discuss financial support
options with the faculty member when determining a proper fit and project. Near the end of the rotation
period, students will list their top two or three choices for preferred advisors.

Student will be informed of the results of this process by the Graduate Programs Coordinator. The
student must sign the “letter of intent” to work with the specific advisor. This agreement is binding
except in extraordinary circumstances. If a student believes a change of advisor is warranted they are
encouraged to talk with the Graduate Programs Coordinator or the Associate Head for Graduate
Programs. Other resources include the University Ombudsman (http://ombuds.oregonstate.edu/) and
the Director of Graduate Success at the Graduate School (https://gradschool.oregonstate.edu/staff). If
the student/advisee relationship is terminated by either party the student is expected to find a new
advisor within one academic term. Failure to find a new advisor will result in a loss of funding and the
student will be expected to transfer to the MEng degree or leave the program. Students may be
dismissed if the MEng transfer does not take place by the next term.

If a student fails to find a research advisor, the student may seek a research advisor outside the School
of CBEE. However, any research project offered in a different program must be approved by the
respective Graduate Committee within CBEE in order to obtain an advanced degree in chemical or
environmental engineering. If no advisor is determined, the student may transfer degrees to an MEng
(coursework only) course of study and complete the program without a project.

The PhD Program of Study must be completed before the student has finished their 5" term in the
program, generally winter term of the second year. Because the Program requires signatures of the
major professor and doctoral committee, students who have not identified a research advisor by Fall
term of their second year are considered to be not making progress toward their degree. This
determination can result in lost funding and/or require the student to transfer to the MEng degree. In
cases where clear expectations have been set but not met, students may be dismissed from the
program.
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The MS Program of Study must be completed by the end of the first year. Students who have not
identified a research advisor by the end of their first year are considered to be not making progress
toward their degree. This determination can result in lost funding and/or require the student to transfer
to the MEng degree. In cases where clear expectations have been set but not met, students may be
dismissed from the program.

MEng students will be assigned an advisor by the Graduate Programs Coordinator at the start of their
first term of enrollment (typically, by week 4). All questions regarding the program and curriculum
should be first directed to the assigned advisor. If the assigned advisor is unresponsive or the student
has unanswered questions, they should consult the Graduate Programs Coordinator or the respective
program Graduate Committee Chair.

Make an initial appointment to see your advisor prior to registering. Your advisor will help you plan your
schedule and make sure requirements are fulfilled. You are, however, ultimately responsible for seeing
that you have fulfilled all the requirements necessary for graduation.

Annual Evaluations of Student Academic Progress: Students will participate in a review process for
evaluating academic progress. First year students will receive expectations for first year completion of
milestones during CBEE 507 Professional Development Seminar. These first year milestones include
finding a match with a major professor with whom to continue research.

At the end of each academic year, students will complete a self-evaluation and then review it with their
major professor. The form is in the Appendices in this guide. Every fall the student and major professor
will meet to determine milestones and goals and set expectations. The spring review will be against
those goals and expectations. Students failing to make satisfactory progress will have a remedial plan
drawn up for them by their major professor with required timelines for completion. Failure to meet
those expectations may result in loss of funding or dismissal from the program. Students may then
complete the MEng degree if desired.

Ethics Training: As an OSU and CBEE graduate student you are required to complete the Responsible
Conduct of Research of Engineers course offered by the Collaborative Institutional Training Initiative
(CITI). OSU has contracted with this organization to offer ethics training for all graduate researchers. To
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complete the ethics course, visit the CITI home page
https://about.citiprogram.org/en/homepage. Register as a new user. You will need your OSU
ID number and our campus address, which is 116 Johnson Hall, Corvallis OR, 97331. Select
“Courses” and find the RCR course.

Register for the Responsible Conduct of Research for Engineers course, which contains 14
modules with a quiz after most of the modules. There are 11 main modules and 3 Conflict of
Interest modules. Modules should take about 30-45 minutes each to complete. When you
complete the course, send your completion report to the Graduate Programs Coordinator, and
they will note the training in your graduate student file. You will also have to provide this
information on your Program of Study form in the ethical research training box. Your Program
of Study will not be submitted to the Graduate School until completion of this training.

If the student chooses, GRAD 520 may be taken to substitute for this requirement.

Research Integrity: Training in ethical research practices is an integral part of your graduate
education and is required as part of your Program of Study. Further information concerning
Research Integrity, and University policy, can be found at the following website:
https://research.oregonstate.edu/ori.

Safety Training: OSU’s Environmental Health and Safety department has prepared a training
module on laboratory safety for researchers. CBEE is committed to a safe work environment. As
a CBEE graduate student you are required to watch, learn, and reflect on this training video.
As you complete the modules, print out all certificates of completion and turn these in to the
Graduate Program Coordinator. Complete the training here:

https://oregonstate.bridgeapp.com/learner/programs/c54c52a0/enroll

Publishing Expectations: Publication of M.S. and Ph.D. level research findings in the peer
reviewed literature is vital to the success and reputation of the graduate programs in CBEE. In
most cases, this mechanism of dissemination is the most efficient and effective vehicle for
communicating our work to relevant stakeholders, particularly other experts in the field. For
faculty, publications are of critical importance for career advancement as evaluated through
the promotion and tenure process. For students pursuing research and academic careers,
publications serve a similar purpose. It is generally on the basis of these widely available, peer-
reviewed manuscripts that the quality and impact of one’s research endeavors is assessed and
potential for future success evaluated. Stated another way, simply completing a M.S. thesis or
Ph.D. dissertation is generally not sufficient for attainment of the career goals of students and
faculty.

Issues surrounding the publication of peer-reviewed manuscripts and completion of M.S.
theses and Ph.D. dissertations are intimately intertwined. This fact is recognized by the
Graduate School and facilitated by so-called “manuscript-based” theses where theses and
dissertations can package several published and/or draft publications into a single document.

In the School of CBEE, publication in peer-reviewed manuscripts is strongly encouraged by all
research- based students, especially those pursuing a Ph.D. As outlined above, these
expectations are believed to be in the best interests of students, faculty, and the School. In
general, publishing approximately 3 manuscripts on the basis of a Ph.D. dissertation and 1
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manuscript on the basis of M.S. research are viewed as reasonable targets. Specifics of these
expectations, including guidelines and timelines, are matters to be arranged between students
and their faculty advisors. An important mechanism for formalizing and assessing progress
towards these aims is the annual assessment of satisfactory academic progress (see
appendices). This process provides a structure for faculty and students to set goals and
expectations regarding publishing and to assess progress towards those goals on a yearly basis.
For context, faculty members are evaluated on a similar basis via annual evaluations with the
School Head and through mid-tenure, tenure, and promotion processes at the College and
University levels.

Thesis Guide: The Graduate School’s website has a complete guide to the thesis paper and the
University requirements associated with the thesis. Students are encouraged to review the site
before starting to write the thesis to ensure understanding of the formatting, procedures, and
deadlines:

https://gradschool.oregonstate.edu/current-students/thesis-guide.

Note that the Graduate School takes the formatting, content, and other requirements for the
thesis (and especially the “pretext pages”) very seriously. Failure to strictly adhere to these
requirements may result in your thesis being rejected by the Graduate School.

Thesis Binding: If your advisor would like a hardbound copy, you can request a thesis binding
at the Printing and Mailing Services. https://printmail.oregonstate.edu/webform/Print-
Product Low cost thesis printing is available through OSU Printing and Mailing Services,
conveniently located in the Memorial Union. Check out their services at:
http://printmail.oregonstate.edu/printing-services. This binding should not be submitted to
the School.

For specific program requirements and information please refer to the handbook for your

program.

22


https://gradschool.oregonstate.edu/current-students/thesis-guide
https://printmail.oregonstate.edu/webform/Print-Product
https://printmail.oregonstate.edu/webform/Print-Product
http://printmail.oregonstate.edu/printing-services

