


 
Students who have teaching appointments should be informed about the responsibilities for the 
courses they are assigned to teach along with key contacts for the appointment. Will the 
students serve as teaching assistants or co-teachers? How many course sections will the advisee 
be required to teach? How many preps should they expect to prepare each semester? How 
many students will they have in each course? Will the syllabus be provided, or should they 
expect to create their own? Will their teaching loads be regular or should they expect changes 
from semester to semester? What departmental and university resources are available to 
support their work? 
 
Lab, teaching and department documents are supplemental to this form. Advisors, please be 
sure to include pertinent information about lab, teaching and department expectations to your 
advisee. Advisees please ask clarifying questions so that you have a holistic understanding of the 
workload, principles, and expectations surrounding your work for your department/advisor.  
 

5. Graduation and milestone completion timeline: 
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Advisee and advisor should discuss progression and timelines related to graduation at an early 
point in the student’s graduate career. Advisee and advisor should have knowledge of Graduate 
School and program requirements, guidelines and expectations for graduation. Advisees should 
discuss and capture the timeline of important milestones with their advisors and make sure they 
understand what is expected at each step. The timeline should be evaluated each semester and 
updated if necessary. 

Milestones marked with * are required by the Graduate School. Other milestones are program 
specific and can be removed from the timeline as appropriate. (For example, pr



 

6. Professional obligations and dates: Advisees should be made aware of department and lab 
meetings that they are required to attend. Any service expectations or professional opportunities 
should be discussed with the advisee. 

The advisor should discuss conference attendance recommendations and requirements. Advisors 
should also explain how advisees should obtain funding for travel. 

7. Publication expectations: 7C;(#::-0*#9-'(02(&+'(1&%$'2&D1(;0'-$(,;(1&%$E6>(The advisee and advisor 
should discuss topics and timeline for student papers/publications. Will the dissertation follow, 
say, a three-paper model? What must be complete/published prior to the dissertation defense? 
The advisee and advisor should discuss how the work will be edited and submitted. Advisees 
should have a clear understanding of primary authorship and co-authorship expectations on 
papers they publish prior to graduation. 
 

8. Feedback: Prior to submitting any work to the advisor, the advisor and advisee should discuss the 
feedback process. Guiding questions include: Should the advisee ask for specific feedback from 
the advisor? What is the nature of the feedback that will be provided by the advisor? Does the 
advisor do line-by-line edits or should the advisee plan on using campus writing support services 
for documents edits? What are the expectations for turnaround time between when a draft is 
submitted and when the advisee can expect feedback? 
 
Advisors should let advisees know how long it will take for them to provide feedback. Advisors 
should commit to providing feedback in a timely fashion based on upcoming milestone goals. 

Advisors should provide regular academic performance updates, including clarifying 
expectations surrounding level and quality of work. Advisors should let advisees know if they are 
making adequate progress, and what they need to do to meet graduate school level 
expectations to secure graduation. 

Academic Milestone 
Year 
1 

Year 
2 

Year 
3 

Year 
4 

Year 
5 

Year 
6 Notes 

                
Preliminary/Qualifying exam               
Completion of coursework*               
Comprehensive exam*               
Dissertation prospectus/proposal               
Dissertation defense*               
Submission of approved dissertation*               
                
Other program milestones:               
                
                
                
                
                
                



9. Boundaries: Both advisee and advisor should be clear and respect on one another’s personal and 
professional boundaries. 



Workbook	Exercise	
	
EXAMPLE:	The	Canode	Lab	
	
Note:	the	text	below	is	meant	to	serve	as	an	example.	It	is	strongly	suggested	that	
advisors	evaluate	the	text	below	and	customize	to	the	specific	needs	of	their	individual	lab.	
Once	created,	this	information	should	be	reviewed	with	students	annually	in	case	
something	needs	to	be	changed.	
	
Quick	Facts:	
Discuss	these	onboarding	items	with	students.	This	information	can	help	reduce	conflict	by	aligning	
lab-specific	and	advisor-specific	expectations	early.	Examples	are	provided	below	of	potential	
answers.	Your	answers	will	likely	be	different,	so	please	tailor	them	to	meet	yours	and	the	
advisees	needs	and	research	methods:	



Example:	Just	give	me	3	weeks’	notice.	Certain	times	of	year	are	bad	for	travel.	Such	as	during	the	
school	year	when	you	are	TA’ing.	We’ll	coordinate	a	calendar	to	make	sure	the	needs	of	the	lab	are	
covered.	For	family	emergencies,	obviously	no	notice	is	needed	(but	please	let	me	know	you	are	out	so	I	
don’t	worry).	Students	in	my	lab	get	2	weeks	vacation	a	year,	plus	major	university	holidays.	
	
If	you	are	sick:	
Example:	Please	do	not	come	to	the	lab.	Rest	and	get	well,	see	a	doctor	if	you	need	to.	If	you	need	to	
communicate	anything	serious,	please	let	me	know	(I	don’t	need	details,	but	I	do	want	to	know	how	
you	are	doing).		
	
If	you	make	a	mistake:	
Example:	Please	come	to	me	or	to	a	postdoc	in	the	lab.	Mistakes	happen	during	grad	school,	and	
during	the	scientific	process.	THIS	IS	NORMAL.	This	is	how	we	learn.	
	
If	you	and	I	are	in	conflict:	





	
	
What	You	Should	Expect	From	Me:	
	
As	a	mentor	I	promise	to:





 
Vacation Leave: The baseline recommendation for vacation leave is two weeks of vacation each 
calendar year, with the understanding that some times of year are not ideal for individual labs based on 
research-related events (e.g. a major conference or paper submission deadline). Faculty should set clear 
expectations around vacation requests for their students as part of the onboarding process (e.g. “I 
expect a minimum of two weeks’ notice before going on vacation.”). 
 
Vacation Leave for International Students: Please note that requests from International Students may 
be different from that of domestic students. If an international student has not been home in several 
years, the advisor should consider providing more flexibility to the student: e.g. providing a month of 
vacation leave to allow a student to spend time with their family rather than two weeks. International 
students taking this type of leave should check in with International Student  and Scholar’s Office before 
they make any travel plans to account for visa issues. 
 
Pregnancy or Parental-Related Leave:  It is the policy of the University of Colorado Boulder to support 
to the greatest extent possible, and in a manner consistent with the effective and efficient operation of 
the university, graduate students with a need for Academic Adjustment and/or Paid Parental Leave for 
Students on Appointment due to childbirth or adoption. The new Graduate Student Pregnancy and 
Parenting-related Policy



 
1. Graduate School Emergency Fund 
 



Assisting Students in Difficulty 
 
The Student Affairs Health and Wellness Services division provides a variety of resources for assisting 
students as part of the Red Folder initiative. For those with dedicated desktop support from OIT, the red 
folder icon can be seen on your computer desktop for easy access. 
 
The site includes information on how to recognize the common signs of distress: 
 

  
 
How to respond to a student in distress: 
 

 
 
 
 
 
 
 




