CHECKLIST FOR ERP COMMITTEE MEETINGS, PRELIMINARY EXAM AND THESIS DEFENSE

PART II:  COMMITTEE MEMBER RESPONSIBILITIES

PART II:  COMMITTEE MEMBER RESPONSIBILITIES (cont.)

This document has 2 sections:
I:  Student Responsibilities
II: Committee Member Responsibilities

Meetings described in each section: (thesis committees meet annually, at minimum)
1. First Meeting (Certification:  MS/PhD)
2. 2nd Meeting (Preparing for Prelim: PhD only)
3. 3rd Meeting (Prelim: PhD only)
4. Subsequent Meetings (MS/PhD)
5. 6-month Meeting (6-months prior to planned defense, MS/PhD)
6. Thesis Defense (MS/PhD)	

Forms:  All forms described can be found on ERP’s Program Documents page (under the Current Students tab):  https://erp.wisc.edu/program-documents 


PART I:  STUDENT RESPONSIBILITIES

Before the First Committee Meeting

	Upon joining your faculty advisor’s lab: meet with your faculty advisor to discuss composition of the thesis committee.
	Evaluate and discuss with your faculty advisor the research direction of your laboratory, key knowledge gaps and fertile directions in the field, and potential foci for your thesis project. From these discussions, discuss timeline for writing a review manuscript. The goal is to gain intimate familiarity with the literature in the research field.  It is expected this review manuscript will become part of the introductory thesis chapter.  It is encouraged that the student work with their faculty advisor to publish the review manuscript.
	Talk with your advisor about how individuals will be approached to inquire about their willingness to serve on the committee.

For ALL Committee Meetings:
· If a meeting is to be held virtually, it is the student’s responsibility confirm with the faculty advisor which web-based conferencing system will be used (e.g., Zoom) and to gain competency in presenting materials using that platform.
· All forms described can be found on ERP’s Program Documents page (under the Current Students tab):  https://erp.wisc.edu/program-documents 

Preparing for the First Committee Meeting (Certification Meeting)

· ≥ 2 months before the anticipated meeting date: contact committee members and establish a date, time, and location for the meeting
· Reserve a room (the meeting should not exceed 1 hour)
· Complete as much as you can of your ERP Certification Form (in consultation with your faculty advisor)
· Complete sections one and two of the ERP Thesis Committee Meeting Report Form
· ≥1 week before the first meeting, distribute the following to thesis committee members:
· Checklist for ERP Committee Meetings, Preliminary Exam and Thesis Defense document (this very document)
· ERP Certification Form 
· Section 1-2 completed ERP Thesis Committee Meeting Report Form
· Your NIH-style biosketch
	Prepare meeting materials (PowerPoint presentation, details below)

First Committee Meeting (Certification Meeting)

	PowerPoint presentation:
· 5 minutes: provide introduction and background and state career goal	
· 10 minutes:  Remind committee members of ERP’s curriculum requirements (refer to ERP Student Handbook).  Discuss courses taken & associated grades, seek committee approval for courses planned. 
· 20 minutes: discuss project, specific aims and preliminary data.
· <30 minutes: additional committee feedback.  The meeting should not exceed 1 hour.

Within 1 Week Following the First Committee Meeting (Certification Meeting)

	Complete ERP Certification Form and ask your faculty advisor to email the form to ERP Graduate Program Manager (charden@wisc.edu) to indicate approval of the planned courses.
  Collect the signed Thesis Committee Meeting Report Form from your committee Note-taker and email to the ERP Graduate Program Manager
	Save your copies of the forms for next year’s thesis committee meeting.	

PhD Second Committee Meeting = Preparing for PhD Preliminary Exam (MS students: refer to Subsequent Meetings)

	Plan your preliminary exam proposal to cover research and career development activities taking place between the preliminary exam and graduation (the next 2-4 years of work).  Your advisor is a resource as you draft your prelim exam proposal.
	Format the proposal grant proposal such as a National Institutes of Health Predoctoral Individual National Research Service Award (F31 Award) proposal.  (Your faculty advisor may have a different grant format for you to use.) 

· ≥ 2 months before the anticipated 2nd meeting date: contact committee members and establish a date, time, and location for the exam 
· Reserve a room (the meeting should not exceed 1.5 hours)
· ≥1 week before the meeting, complete sections one and two of the ERP Thesis Committee Meeting Report Form (attach last year’s form) and distribute the form to mentoring committee members.
	PowerPoint presentation (this is a suggestion; confirm details with your faculty advisor/committee:
· 5 minutes: provide introduction and background and state career goal
· 5 minutes:  Discuss with your committee that you are on-track to prelim in the coming months
· 15 minutes Discuss pitfalls and barriers to progress (if any)
· 20 minutes: Receive committee member feedback. 
· <15 minutes: Schedule prelim
· The meeting should not exceed 1.5 hours.

Within 1 Week Following the Second Committee Meeting

	Update ERP Certification Form, including updates since last committee meeting and email ERP Graduate Program Manager (charden@wisc.edu) to update the ERP program office on your didactic progress.
  Collect the signed ERP Thesis Committee Meeting Report Form from your committee Note-taker and email to the ERP Graduate Program Manager
  Save your copies of the forms for next year’s thesis committee meeting.

PhD Third Committee Meeting = Preliminary Exam (MS students: refer to Subsequent Meetings)

· ≥ 2 months before the anticipated meeting date: contact committee members and establish a date, time, and location for the exam 
· Reserve a room (usually a 2-hour time block, confirm with your advisor)
· 1 month before the scheduled date of the meeting: Contact the ERP Program Manager to request the prelim warrant from the Graduate School
· ≥1 week before the meeting, complete sections one and two of the ERP Thesis Committee Meeting Report Form (attach last year’s form) and distribute the form to mentoring committee members.
	Plan, draft, and revise your preliminary exam proposal to cover research and career development activities taking place between the preliminary exam and graduation (the next 2-4 years of work).
	Format the proposal grant proposal such as a National Institutes of Health Predoctoral Individual National Research Service Award (F31 Award) proposal.  (Your faculty advisor may have a different grant format for you to use.) 
	Your advisor is a resource as you draft your prelim exam proposal, and should approve the final version of the document before distribution to your committee.

· Before the Preliminary Examination (NEW* process):
· >30 days prior to the exam date, distribute an electronic copy of your final proposal to your committee members, cc’ing ERP Graduate Program Manager.  
Committee members have 2 weeks to submit written questions for the student to the Committee Chair, who collates and approves content.
· Send responses to written questions to committee within 2 weeks of receiving them in a single document (max 2 pages single-spaced per committee member, not including figures or references).
· Committee members review student’s written responses to questions before the preliminary examination.

*Effective Fall 2023, the ERP Graduate Program Manager will no longer serve as intermediary for these communications.

	Prepare meeting materials (Powerpoint presentation…this is a suggestion; confirm details with your faculty advisor/committee):
· 15-20 minutes: present and discuss preliminary data
· 15-20 minutes: present structure of future experiments
· 15 minutes: committee meets in a closed-door session to determine the exam outcome 
· 10 minutes:  student meets with committee to discuss outcome.  The meeting should be 60-90 minutes, but no more than 2 hours.
	Provide Committee Chair with copy of ERP Preliminary Exam Reviewer Score Sheet (Chair will complete this and share with student after the meeting.) 
	Following successful completion of the preliminary exam, remind your faculty advisor to send a message of your success to ERP graduate program manager, Bootsy Harden (charden@wisc.edu), who will route the prelim warrant to committee members for electronic signatures.
  Collect the signed ERP Thesis Committee Meeting Report Form from your committee Note-taker and email to the ERP Graduate Program Manager within 1 week post-prelim.
	Save a copy of the form for next year’s thesis committee meeting.


Subsequent Thesis Committee Meetings

· ≥ 2 months before the anticipated meeting date: contact committee members and establish a date, time, and location for the meeting.  Inform committee members if you expect to defend your thesis in the next 6-8 months.
· Reserve a room.
· ≥1 week before the meeting, distribute the following to your thesis committee members:
· ERP Thesis Committee Meeting Report Form (Complete sections one, and two, and attach last year’s form)
· If applicable (F31 prelim proposal), updated activities to support your career development on the timeline from the ‘Applicant’s Background and Goals for Fellowship Training’ section of your prelim proposal. 
· Prepare meeting materials (PowerPoint presentation…this is a suggestion; confirm details with your faculty advisor/committee):
· 10 minutes: State your career goal, use the timeline from above to indicate career development progress
· 5 minutes: Briefly restate background and hypothesis, and specific aims (each specific aim is likely to be a thesis chapter)
· 15-20 minutes: Articulate to committee percent completion of each specific aim/chapter and summarize supporting data
· 15 minutes Discuss pitfalls and barriers to progress (if any)
· 10 minutes: Receive committee member feedback. The meeting should not exceed 1 hour.
	Collect the signed ERP Thesis Committee Meeting Report Form from your committee Note-taker and email to the ERP Graduate Program Manager
	Save a copy of the form for next year’s thesis committee meeting.

Final (6-month) Meeting
· Discuss with your advisor that you are on-track to defend your thesis within the next 6-12 months.
· ≥ 2 months before the anticipated meeting date: contact committee members and establish a date, time, and location for the meeting.  Inform committee members that you expect to defend your thesis in the next 6-8 months.
· Reserve a room.
· ≥1 week before the meeting, distribute the following to your thesis committee members:
· ERP Thesis Committee Meeting Report Form (Complete sections one, two, and “Six Month”, and attach last year’s form)
· Completed chapters for initial review
· If applicable (F31 prelim proposal), updated activities to support your career development on the timeline from the ‘Applicant’s Background and Goals for Fellowship Training’ section of your prelim proposal. 
· Prepare meeting materials (PowerPoint presentation…this is a suggestion; confirm details with your faculty advisor/committee):
· 10 minutes: State your career goal, use the timeline from above to indicate career development progress
· 5 minutes: Provide outline of your dissertation chapters (should be own slide)
· 5 minutes: Briefly restate background and hypothesis, and specific aims (each specific aim is likely to be a thesis chapter)
· 15-20 minutes: Articulate to committee percent completion of each specific aim/chapter and summarize supporting data
· 15 minutes Discuss pitfalls and barriers to progress (if any)
· 10 minutes: Receive committee member feedback. The meeting should not exceed 1.5 hours
	Collect the signed ERP Thesis Committee Meeting Report Form from your committee Note-taker and email to the ERP Graduate Program Manager
	Save a copy of the form for thesis defense or next meeting.

Thesis defense
· ≥ 2 months before the anticipated meeting date: contact committee members and establish a date, time, and location for the thesis defense.
· Reserve a room (consider a 3-hour time block, confirm with your advisor).  
· If the meeting is to be held virtually, the student will ascertain which web-based conferencing system the PI or designated committee member will use to host the meeting and gain competency in presenting materials using that web-based platform.
· 2 months before the defense date, notify the ERP Graduate Program Manager of your intent to defend your thesis and the anticipated date. 
· 1 month before defense date, request a thesis defense warrant from ERP Graduate Program Manager.  Provide: 
· Date and time
· Location
· Virtual meeting link (if applicable)
· Title of Dissertation (working title acceptable)
· Names and email addresses of all committee members (identifying the Chair)
This information will also be used to create the announcement, which is distributed 2 weeks prior to your defense.
· Read and understand the thesis formatting requirements listed on the Graduate School webpage
	≥2 weeks prior to defense date: distribute an electronic copy of your proposal to committee members. 
· Prepare meeting materials (PowerPoint presentation; anticipate 45 minutes of presentation time and consider the diverse interests of your audience – this is to be open to the public)
· Prepare for approximately 1 hour of questions from your thesis committee unless your committee indicates otherwise.
· Following successful thesis defense, remind your faculty advisor to send an email to ERP graduate program manager, Bootsy Harden (charden@wisc.edu), who will route the warrant to committee members for electronic signatures. 
· The student will then upload the signed warrant as part of the final thesis submission to the Grad School.
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Committee Chair will designate a committee Note-taker. At each meeting, the Note-taker will be responsible for summarizing committee comments on the ERP Thesis Committee Meeting Report Form, circulating the form promptly afterwards to committee and student, making corrections based on feedback, and forwarding the final version to student and Chair for signatures.

The First Committee meeting (Certification Meeting)

	Ensure that the student articulates a career goal, understanding it might change   in subsequent meetings
	Abide by the time guidelines suggested in the student section
	Consider the student’s strengths and areas of improvement and recommendations for the next year
	Review course plan ERP Certification Form (prepared by student in consultation with committee chair)
	Following the meeting, committee members promptly review accuracy of the ERP Thesis Committee Meeting Report Form (to be shared by the Note-taker.)
	Chair signs Committee Meeting Report Form
	Chair emails ERP Certification Form to ERP Graduate Program Manager (indicates approval of plan).


PhD Second Meeting = Preparing for Preliminary Exam (MS students: refer to Subsequent Meetings)

· The Note-taker will be responsible for summarizing committee comments on the ERP Thesis Committee Meeting Report Form 
· Consider the student’s progress in identifying a career direction.  Potential questions include:  Have you considered your next step?  How are you identifying potential job opportunities?  Which skills are necessary?  How are you preparing for these opportunities?
· Focus research questions and considerations on progress to degree (percent completion for each aim/chapter)
· Meet in closed-door session to discuss strengths/weaknesses and make recommendations for the next year.  If the student anticipates a prelim exam in the coming months, the committee will vote on whether the student has made sufficient progress
· If prelim exam will take place in the coming months, make clear the goals to be complete before the prelim exam can successfully happen
· Following the meeting, committee members promptly review accuracy of the ERP Thesis Committee Meeting Report Form (to be shared by the Note-taker.)
· Chair signs Committee Meeting Report Form 


PhD Third Committee Meeting = Preliminary Exam (MS refer to Subsequent Meetings)

· Before the Preliminary Examination (NEW* process):
· 30 days before the preliminary examination, Committee Chair forwards the student’s final prelim document to committee members.
· Committee members have 2 weeks to submit written questions for the student to the Chair, who collates and approves content.
· Chair forwards written questions to student, who has 2 weeks to provide written responses (max 2 pages single-spaced per committee member, not including figures or references).
· Committee members review student’s written responses to questions before the preliminary examination.

*Effective Fall 2023, the ERP Graduate Program Manager will no longer serve as intermediary for these communications.

· At the Preliminary Examination:
· The Note-taker will be responsible for summarizing committee comments on the ERP Thesis Committee Meeting Report Form 
· The committee Chair can ask probing questions or clarifying questions but cannot answer questions for the student.
· The committee will meet in a closed-door session to vote on the exam outcome
· The committee Chair will report the outcome to the student and summarize strengths and weaknesses.
· Thesis committee Chair will email the completed Preliminary Exam Reviewer Sheet, with strengths and weaknesses, to the student.
· Following successful outcome of the preliminary exam, Chair sends a message to ERP graduate program manager, Bootsy Harden (charden@wisc.edu), who will route the prelim warrant to committee members for electronic signatures. 
· Following the meeting, committee members promptly review accuracy of the ERP Thesis Committee Meeting Report Form (to be shared by the Note-taker.)
· Chair signs Committee Meeting Report Form 

Subsequent thesis committee meetings
· The Note-taker will be responsible for summarizing committee comments on the ERP Thesis Committee Meeting Report Form 
· Consider the student’s progress in identifying a career direction.  Potential questions include:  Have you considered your next step?  How are you identifying potential job opportunities?  Which skills are necessary?  How are you preparing for these opportunities?
· Focus research questions and considerations on progress to degree (percent completion for each aim/chapter)
· Meet in closed-door session to discuss strengths/weaknesses and make recommendations for the next year.  If the student anticipates a thesis defense in the next 6-9 months, the committee will vote on whether the student has made sufficient progress
· If thesis defense to be in 6-9 months, make clear the goals to be complete before the defense can successfully happen
· Following the meeting, committee members promptly review accuracy of the ERP Thesis Committee Meeting Report Form (to be shared by the Note-taker.)
· Chair signs Committee Meeting Report Form 

Final (Six Month) Meeting

· The Note-taker will be responsible for summarizing committee comments on the ERP Thesis Committee Meeting Report Form 
· Familiarize self with publications of student
· Review the chapter outline and estimated time to experimental completion.  Is it reasonable?  Does it seem like the experiments will answer the goals of the chapter(s)?  Is the student still sufficiently focused on the hypothesis? 
· Consider the student’s progress in identifying a career direction.  Potential questions include:  Have you considered your next step?  Have you submitted applications and / or networked for position(s)?  Are you ow are you identifying potential job opportunities?  Which skills are necessary?  How are you preparing for these opportunities?
· Focus research questions and considerations on progress to degree (percent completion for each aim/chapter)
· Meet in closed-door session to discuss strengths/weaknesses and make recommendations for the next year.  As this is to be the final meeting before defense, discuss whether or not the experiments and timeline are sufficient for dissertation goals.
· If thesis defense to be in 6-9 months, make clear the goals to be complete before the defense can successfully happen.
· Following the meeting, committee members promptly review accuracy of the ERP Thesis Committee Meeting Report Form (to be shared by the Note-taker.)
· Chair signs Committee Meeting Report Form 


Thesis defense

	Read the thesis
	Hold questions until after the public session
· The Chair can ask probing questions or clarifying questions but cannot answer questions for the student.
· Meet in closed-door session to vote on student performance.
· Following successful thesis defense, Chair sends a message to ERP Graduate Program Manager, Bootsy Harden (charden@wisc.edu), who will route the warrant to committee members for electronic signatures. 
· If the student’s defense is deemed passable, sign the warrant.






