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General Introduction 
 
Welcome to the Department of Biology Graduate Program!  While you may not realize it now, 
you are about to embark on one of the most exciting phases of your academic careers.  No 
longer are you undergraduates locked only into taking classes, you now can actively shape your 
future careers.  No matter your subsequent aspirations, this is where it all begins!  Graduate 
school is an exciting time because everything is up to you and your success is completely 
entwined with the level of effort you input.  So, from now on, the sky truly is the limit. 
 
Graduate school is also a very challenging endeavor, sure to be filled with myriad questions.  
Thus, if you need any advice, feel a desire to rant or just need to ask a question, the following 
people are great resources: 
 
Person Role Email Phone 
 
Cliff Ross 
 
Judy Ochrietor 

 
Departmental Chair 
 
Assistant Chair 

 
cliff.ross@unf.edu 
 
j.ochrietor@unf.edu 

 
x1853 
 
x2827 
 

Matt Gilg 
 

Graduate Chair mgilg@unf.edu x1949 

Amy Keagy 
 

Teaching Lab Manager Amy.keagy@unf.edu x1796 

TBA 
 

Research Lab Manager   

Michelle Davis Office Manager Michelle.davis@unf.edu x5628 
 

Dennis Kauffman Administrative Secretary d.kauffman@unf.edu x2830 
 

 
Besides these individuals, the best resources you will probably have are your fellow colleagues 
and major advisor, so never be afraid to seek advice from the more established graduate 
students, your advisor, other faculty or staff.  The department is here to help you. 
 
Remember that while this is an exciting time, it is also a very trying one.  Gone are the days of 
laissez-faire schedules and summer/winter vacations.  Graduate students, especially those 
pursuing the M.S., are expected to put a lot of hours into their work, and, as such, disciplined 
dedication is paramount.  However rigorous this may sound, it is also exciting, for now you can 
make your own mark as you begin crafting your contribution to the scientific body of 
knowledge.  So, let us know how we can help you realize your ambitions, and, remember, you 
should feel empowered, as your success is entirely up to you! 
 

n00617784
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In addition to this guide, you are advised to read the UNF Graduate School Student Handbook 
as it provides general information applicable to ALL graduate students regardless of their 
programs of study.  While the Biology Graduate Student Handbook contains valuable 
information specifically related to graduate studies in Biology at UNF, the Graduate School 
Student Handbook addresses policies, procedures and resources related to graduate studies in 
general at UNF.  It is your responsibility to review the information both in this handbook and in 
the Graduate School Student Handbook as you will be held responsible for abiding by its 
content. 
 
 

Getting Started 
• General Access Information 
• Academic Advising 
• Choosing a Mentor 
• Student Orientation 
• Biology Graduate Student Responsibilities 
• Program Director Responsibilities 
• Offices and Services 
• Graduate Faculty in Biology 

 
 

General Access Information 
 

Department Office Hours 
The main office and office staff are available from 8am-4:30pm.  The main office will generally 
be locked by 5pm  
 

Activating e-mail accounts 
All UNF students will have an email account automatically generated for them.  The department 
will use this primary address for communication purposes, and thus it is up to you to have any 
previous email addresses converted to the UNF address.  More information can be found at: 
https://www.unf.edu/its/services/Ospreys_email.aspx 
 

Obtaining ID Cards 
All students need to obtain an ID Card (the Osprey Card), which can be obtained in 08/1100.  
More information can be found here: 
https://www.unf.edu/business-services/Osprey_1Card/_Home_Osprey_1Card.aspx 
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Parking Permits 
Parking is not free.  There are several options for purchasing permits for parking on campus,  
which can be found here: https://www.unf.edu/parking/Student_Parking.aspx 
 

Obtaining Keys 
Once you have obtained your teaching assignment, consult with your major professor and the 
Office Manager to obtain a list of rooms to which access is needed.  The administrative 
secretary can then assist you in obtaining a key request form.  Keys are available at the UNF 
Lock shop (Bldg. 6) open between the hours 8am -3pm.   
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Office and Services 
 

Mail and Postage 
The departmental office has mailboxes for everyone, and a photocopier for class use.  Items 
that directly relate to class needs (e.g., quizzes, tests, etc.) or research (articles for advisors, 
manuscript or grant submissions, etc.) are provided gratis.  
 
Non-departmental correspondence may also be mailed but must be accompanied by the 
necessary postage.  Larger packages and such can be mailed from the campus UPS Store 
(Building 8, near Chick Fil-A). 
 
The address format for receiving mail is: 
 

Your Name 
Department of Biology 
University of North Florida 
1 U N F Drive 
Jacksonville, FL 32224 

 

Office Supplies 
The department will provide various supplies (e.g., pens, pencils, paper, etc.), for Graduate 
Assistants (GAs) within reason.  For other necessary items, please visit the Campus Bookstore.  
As a University employee, you are eligible for a 20% discount, provided you show your campus 
ID. 
 

Fax Machine 
The department has a fax machine available for school-related endeavors (904-620-3885). 
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General Points 
 

M.A. vs. M.S. Degrees 
 

In very broad terms, M.S. degrees are more tailored to those who will be continuing to a 
Ph.D. program or to a potential employer who requires the completion and/or publication of a 
thesis as prerequisite.  M.A. degrees have historically been more geared to those who are 
already employed in an applied science field (e.g., practicing biologists at parks, herbaria, 
museums, educators, consultants, etc.), are seeking more advanced knowledge, or will not go 
on to be scientists actively engaged in primary research (e.g., Principle Investigators).  Does this 
mean you cannot pursue a Ph.D. with an M.A.?  No; if you decide to pursue a Doctoral degree 
subsequent to completing a M.A., you can do so; however, some Ph.D. programs may require 
an M.S. degree exclusively.   
 
If you begin the program as an M.S. candidate, you may discover that research and thesis work 
is not your desire, and thus may be interested in switching programs.  This would involve a 
discussion with both your committee and major advisor, and entails taking additional courses.  
If you begin as an M.A. student, the transition to the M.S. program will necessitate the same 
discussion, with the added necessity of finding a major professor to help you define and pursue 
a research question.  M.A. students take more courses since they are not writing a thesis, but 
the same high standards of academic excellence are applied to each program (please see 
section on maintaining “good standing” for further explanation).   
 
Just remember, a master’s program is a great place to explore the biological world.  You may 
discover that you love ecology, are enthralled by molecular genetics, have a passion for 
physiology or just hate biology altogether.  You shouldn’t travel down a path merely because 
it’s the one you started on; you may not yet know what you find fulfilling, so if you become 
uninspired with a course of action, explore another.  After all, this is your opportunity to 
embark on what will hopefully lead to a successful career in science.  
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Choosing a Mentor 
 
Perhaps the most important task that one will undertake is to decide on a faculty mentor, 
sometimes called a major professor.  It is a requirement for admission to the M.S. in biology 
program at UNF that a major professor is selected prior to acceptance.  In the event that you 
select a different trajectory for your science career from your original plan, you can discuss the 
need for a different major professor with the Graduate Coordinator.   
 
Once you have decided on a major professor, you should begin formulating your research 
agenda so that a graduate committee can be convened.  Your graduate committee will help you 
formulate your hypothesis, provide valuable advice and possibly equipment, and generally 
assist you in your progress toward your degree.  You and your major professor will be the best 
judges as to who is on your committee, but the committee must consist of at least three 
members (a major professor and two other members).  Two of those members must be faculty 
in the UNF Biology Department, but members outside the department are allowed.  However, 
the Graduate School must vet all potential members, and thus committee members new to 
UNF must be approved prior to their instatement. 
 

Summer support 
 
At the current time there is no department summer support available.  However, several 
awards (see below) are available for graduate students at different phases of their academic 
careers.  Also, periodic grants from the Coastal Biology may be available, but nothing is 
guaranteed.  Thus, applying for external grants, often through scientific societies (e.g., Sigma Xi 
Grants-In-Aid-Of-Research) is strongly encouraged.    
 

Awards 
 
The Department has several awards to assist students, typically given during the summer 
months.  The Graduate Committee will periodically send out emails with this information and 
eligibility requirements, but include: 
 
 Thomas Dobson Fellowship In Conservation Biology: this $2000/year fellowship will 
 fund a full-time graduate student of Biology in Conservation Biology. 
 

Biology Graduate Student Awards: this $2000 award is typically awarded in the summer 
to an outstanding graduate student who has completed their proposal and begun 
research.  This award is sometimes split between two candidates. 
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Travel funds 
 
One of the most important activities in which a scientist may engage is in the active 
dissemination of data.  Thus, the department strongly encourages graduate student travel and 
presentations at meetings.  Whether local, state, national or international, meeting 
presentations are of paramount importance to developing one’s scientific repartee.  Many 
larger meetings have funds set aside to assist in graduate student travel, so check ahead. 
 
The department also has limited funds in which to assist with graduate student travel.  To 
apply, send an email to the Graduate Coordinator stating the time, place and nature of the 
meeting, an approximate budget, and whether you are planning on giving a talk or poster. It is 
best to forward the acceptance email from the organization hosting the meeting so that the 
Graduate Coordinator can verify that your abstract has been accepted for presentation.  
Consideration for requests will include stage of student research development, the type of 
meeting, presentation type, major professor input, etc. 
 
The Coastal Biology Program may have additional funds for Coastal themed presentations.   

 

In-state vs. out-of-state designations 
 
Tuition for out-of-state students is significantly more expensive than for in-state students.  
Thus, it is a great idea for students entering the program to apply for in-state residency as soon 
as possible.  The UNF graduate school pays the additional fee for out-of-state students that are 
on Graduate Assistantships (GAs), but this is not guaranteed forever.   
 
 
 



 9 

Department Responsibilities 
 
Since you are all future colleagues in training, your responsibilities are going to increase 
accordingly.  The following are all components which we will use to assess your standing as a 
gradate student.   
 

Hazardous Waste Training   
 
All graduate students are required to complete an on-line Hazardous Waste Training course, 
available via Canvas.  This course needs to be completed once a year. 
 

Biology Seminar Series 
 
The Department hosts the Biology Seminar Series in the fall and spring semesters with invited 
guest speakers spanning the diversity of Biological Sciences.  This is an excellent opportunity for 
graduate students to see a range of talk topics and interact with the scientists themselves.  
Thus, attendance at these seminars is mandatory for GAs and is expected of all graduate 
students.   
 
The faculty will at times have scheduled lunches or visits with the seminar speakers, during 
which time graduate student attendance is strongly encouraged.  This is not an arbitrary task 
but undertaken to allow the students a one-on-one opportunity to interact with other 
researchers.  Plus, guest speakers typically enjoy talking to graduate students.   
 

Departmental Service 
 
Being valuable members of the department is also essential to your graduate education. One of 
the most important aspects of this is participation in the interview process of new faculty 
members.  Perspective candidates like an unbiased view of the department and enjoy hearing 
the concerns of current graduate students.  The department provides each candidate with a 
lunch with graduate students during their interview to have such interactions.  While it is not 
required that each graduate student attend each lunch in these situations, you should make 
every effort to attend some of these events.  Aside from providing job candidates the 
opportunity to learn more about the department, they also provide graduate students with the 
opportunity to practice talking about their work and to learn more about life as a Ph.D. student 
from the candidates. 
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Teaching Assignments 
 
The department will make every effort to couple admission to the M.S. program with the 
awarding of a Graduate Assistantship (GA).  These GAs are awarded for a one-year term in the 
summer preceding every academic year.  Students wishing to be considered for a GA for the 
upcoming academic year are required to submit an application to the Graduate Coordinator by 
the deadline provided.  GAs are awarded based on previous teaching experience and success, 
performance in the classroom and in research, and being up to date with program 
requirements.   
 
As a GA, you will be leading laboratory sections in one of our introductory courses (typically 
General Biology I, II and Principles of Biology, but sometimes other classes).  This is a great 
chance for you to begin learning how to present information, administer quizzes, and manage 
students and a host of other issues which will undoubtedly help you in your future careers.  
Prior to the start of the semester there will be a graduate student orientation in which more 
details will be presented.  In addition, the Lead Professor for the course will observe all GAs at 
least once per semester and evaluate them via the departmental rubric (available on-line for 
your perusal).  The Professor will give you advanced warning prior to the event.  While this will 
undoubtedly cause some level of consternation and trepidation, fear not about such endeavors.  
While no one ever likes to be actively observed, this is one of the best tools available to 
understand those things that we are doing well and try to improve on the rest.   
 
Further, all GAs will also distribute in-class evaluations for the students to complete.  GAs 
should arrange for one of their peers to assist in this endeavor, as the class instructor should 
not be in the room during the actual administration.  
 

GA Commitments 
 
Per everyone’s contract, GAs are committed to 15 hours of departmental service per week, in 
exchange for the vast fortunes heaped upon them.  The weekly commitment is generally 
broken down as the following: 
 

Task (per week) Time (hours per week) 
1st Laboratory time  3-4 
2nd  Laboratory time      3-4 
Pre-/Post-Lab grading, preparations, etc. 3-5 
Office Hours 2 
Proctoring* 1-2 
Prep work 3-4 
Total 20 

 
* This is an estimate.  Most weeks there will be no proctoring duties, while others may have 1-4 tests, so 
please sign up early for times and plan accordingly.  
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Office Hours 
 
GAs are expected to conduct regular office hours during the semester.  Typically, this entails 
one hour per lab, and thus two hours per week are typical.  Your locations during these times 
should be clearly stated on your laboratory syllabus.  Your office will be assigned at the 
Graduate Student Orientation. 
 

Proctoring 
 
Many of the courses necessitating GAs are rather large.  Thus, all GAs are responsible for 
helping to proctor exams (handing out tests, watching for any potential cheating, collecting and 
alphabetizing tests, etc.).  The office manager will collect the times and dates of large lecture 
classes and post a list in the office.  All GAs will select exam times from the list and are 
responsible for attending the exam times for which they signed-up.   
 

Prep work 
 
To run the labs in the department takes a tremendous amount of coordination and effort on 
everyone’s part.  Thus, a crucial component of GA responsibilities comes in the form of prep 
work for the upcoming week’s labs.  All GAs will be responsible for 3-4 hours of work, as 
designated by the respective lab coordinator.   
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Graduate Student Guidelines and Policies 
 

Maintaining Good Standing 
 
All graduate students are expected to maintain “good standing”.  This rather nebulous phrase 
means that you are making satisfactory progress towards your degree, are fulfilling teaching 
responsibilities (if appropriate), are making course progress (see grades below) and are a 
productive member of the departmental community.  In order to assess these various 
components, each GA will have a semester meeting with the Graduate Coordinator.  If a 
student is not performing in a satisfactory manner, then the Graduate Coordinator and/or 
major professor will draft a letter and discuss the situation with the student.  The outcome may 
be placement on probation, during which time additional problems occurring in subsequent 
semesters (e.g., poor class grades, failure to attend meetings, etc.) may result in dismissal from 
the department.   
 

Grade Point Average 
 
As developing scientists, it is imperative that certain academic standards be maintained.  
Students are required to maintain a 3.0 GPA in all classes (please note, this is a B and not a B-).  
Any grade below a B will place the student on academic probation, during which time a 
subsequent unsatisfactory grade may lead to the removal of the student from the program.     
 

Graduate Chair Meetings 
 
All students must meet with the Graduate Coordinator at the end of each semester to assess 
progress.  During these meetings, the Graduate Coordinator will review in-class evaluations 
from Lead Lecture Professors and students (if on a GA), class work completed that semester 
and progress towards degree.  Thus, it is recommended that students keep careful track of their 
accomplishments and begin construction of a CV as soon as possible.    
 

Annual Committee Meetings 
 
All M.S. students are required to have at least one committee meeting per year.  These 
meetings can be coupled with Proposal Defenses, Qualifying Exams and Theses Defenses, but 
the disposition of these meetings must be clearly articulated using the Graduate Student 
Committee Meeting Report form sent to the Graduate Coordinator. 
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Research Proposal Defense 
 
Prior to embarking on their research projects, all students are required to pass a proposal 
defense.  The exact format is left up to the individual committee members, but typically 
includes a 15-minute presentation followed by a question and answer period to clearly refine 
and articulate the research goals.  This is required to be completed by the end of the first full 
year (third semester including summers) at UNF. 
 
 

Qualifying Exam 
 
Biology is one of the largest, most expansive sciences, and to be functioning biologists it is 
incumbent on us all to understand the basics of our field.  Thus, all M.S. students must pass a 
written Qualifying Exam and an oral Qualifying Exam prior to graduation.  The written 
Qualifying Exam must be taken in the third semester (including summers) that a student is in 
the program.  The written Qualifying Exam consists of 100 multiple choice questions in the 
areas of: 1) cell and molecular biology, 2) genetics, 3) evolution, 4) ecology, 5) physiology and 6) 
biodiversity.  Questions for the written exam come from General Biology test banks.  To pass, a 
student must earn a score of at least a 70%.  Any student that does not pass the written 
Qualifying Exam will get a second chance to take it within the same semester.  If a student does 
not pass the exam within two attempts, they will be dismissed from the program.  ….   
 
The format of the oral exam is up to the individual committees but will typically include 
questions from three main sources: 1) general biology (e.g., from GA assignments), 2) general 
field knowledge (depending on the track) and 3) knowledge related to individual theses.  Exams 
typically last at least 1.5 hours.  Students should complete their oral exam by the end of their 
4th semester (including summers) in the program.  If the exam is not passed, the committee has 
wide ranging discretionary powers on how to proceed.  The committee may suggest that the 
student take additional courses, prepare lectures on areas which were not well done, teach a 
lab section (for those not on GA lines), retake the exam later, etc.  However, if a second exam 
or additional requirement is not passed successfully, the student may be dismissed from the 
program. 
 
 

Thesis Defense 
 
All graduate students are required to present a public defense of their theses prior to 
graduation.  The student must provide a copy of their works to their committee at least two 
weeks prior to the defense.  In addition, they must provide the time of the public defense to 
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the Graduate Coordinator and Departmental Chair at least one week before the defense.   See 
the Office Manager for information on how to reserve a room and appropriately advertise your 
public defense.  After the presentation, the committee will meet with the candidate for a closed 
meeting in which they will discuss, and either approve or deny conference of the M.S. degree. 
 
 

Switching between graduate degree programs 
 
In the fullness of time, students sometimes find it necessary to switch between M.S. and M.A. 
degrees, and vice versa.  While the two degrees are similar in many regards, there are several 
differences, such as the number and types of classes, an M.S. research component and general 
expectations that must be addressed before switching programs.  
 
M.A. to M.S. 
The switch from the M.A. to M.S. degree is relatively straightforward.  The following steps will 
be necessary: 
 
1) Sponsorship of a faculty mentor.  A faculty member needs to be willing to sponsor a student 

in his/her lab. 

2) Application for a GA (if desired).  A student switching to the M.S. degree is eligible for a GA 
if one is available.  The student will be considered with all other applicants for the given 
semester, based on the same criteria (see below). 

3) Approval of the graduate faculty committee.  This step is necessary for the student to be 
eligible for a GA and departmental funds. 

M.S. to M.A. 
 
There are times when it is necessary for a student to switch from the M.S. to M.A. degree.  
However, care must be taken as M.A. students have a greater credit hour requirement and 
often do not have research hours.  Further, M.S. students are often supported by one of the 
limited departmental GAs and represent a significant input of resources.  Thus, the department 
has a vested interest in assuring that switching between programs is not an arbitrary decision, 
but rather reflects some sort of focused need.  Therefore, the following conditions need to be 
addressed: 
 
1) Valid reason for wanting to switch.  It is pointless to attempt a comprehensive list of 

reasons that a student may desire to switch between the two programs, and thus the 
department feels it is best to leave this open.  However, the Graduate Coordinator needs to 
meet with the student to assess the reason for the switch.  If the Graduate Coordinator 
approves the change, the appropriate degree change will be prepared and implemented.  If 
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it is the Graduate Coordinator’s student who wishes to switch programs, then the 
Department Chair will appoint an independent faculty member to help assess the situation. 

2) Satisfactory progress toward degree.  A thorough examination of the student’s productivity 
during their time as an M.S. student will be conducted.  For students with a GA this is 
essential as the department has invested significant resources in the student (see above), 
and thus seeks to make sure that this is undertaken only in rare instances.  If the student is 
deemed to have not made sufficient progress (e.g., several semesters as a GA but no clear 
research generated) then it is up to the Graduate Coordinator to deny such a request if 
warranted. 

   

Since pass/fail courses such as graduate thesis research and critical skills in science are not 
available to students in the M.A. program, students that switch from the M.S. to M.A. programs 
may not be able to transfer all of their credit hours.  A maximum of 6 credit hours of P/F 
coursework taken as an M.S. student can be used toward completion of the M.A. degree 
requirements. 
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Graduate Student Deadlines and Requirements: 
 
 
Event: 
 

Full-time: Part-time: 

Graduate Committee Approval 
 

End of 1st semester End of 2nd semester 

Research Proposal Approval 
 

End of 3rd semester End of 4th semester 
 

Written Examination (must pass*) 
 
Oral Examination (must pass*) 
 

End of 3rd semester 
 
End of 4th semester 

End of 4th semester 
 
End of 5th semester 

 
Note that summer semesters are included in the deadlines for all events.  E.g.:  a student 
entering the program in a Fall semester will be required to form a committee by the end of that 
semester and will be required to defend their research proposal and pass their written 
Qualifying Exam by the end of the following summer. 
 
* A student who fails may be allowed to retake the exam once during the same semester with 
the approval of the Graduate Coordinator (written exam) or student’s graduate committee (oral 
exam). 
 
 
 
Graduate Assistantship Support: 
 
Graduate students in the M.S. program are allowed to apply for a Graduate Assistantship every 
summer they are in the program, and GAs will be awarded for one academic year (fall and 
spring semesters). To be supported on a GA a graduate student must be a full time (9 credit 
hours per semester) student.  GAs are awarded based on criteria such as previous teaching 
experience for the department, teaching evaluations, academic performance, research 
performance, and being in good overall standing.   
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Department of Biology Graduate Student Assessment 
One of the most important aspects in the educational experience of graduate students is the 
feedback from Faculty.  Further, it is incumbent on departments to continually assess and 
strengthen their faculty and staff.  As such, we take issues related to assessment very seriously. 
 
Graduate students are integral members of any department, and in ours specifically because 
these students help us in the classroom, laboratories and myriad departmental activates.  Just 
as their roles are numerous, so to are the expectations for their progress and advancement in 
their graduate careers. 
 
The department recognizes the roles and importance of graduate students, and thus has 
implemented the following guidelines to assess the three main components of graduate 
education in Biology: 
 

1. Scholastic aptitude 
2. In-class teaching  
3. Progress toward degree completion 

 
Scholastic aptitude 
To become a functional biologist, a vast array of biological knowledge needs to be obtained.  
Many of our M.S. students go on to Ph.D. programs, and even those who do not often remain in 
the research fields.   
 
To assess graduate student scholastic knowledge, the department has implemented a series of 
Qualifying Exams prior to graduation that must be passed by all M.S. students.  The written 
Qualifying Exam is administered by the Graduate Coordinator and consists of 100 multiple 
choice questions from General Biology test banks in the subject areas of cell and molecular 
biology, genetics, evolution, ecology, physiology and biodiversity. The Oral exam is developed 
and administered by the graduate student’s committee, and while the format is variable and up 
to the individual committee, it typically includes questions from: 1) general biology, 2) field 
specific knowledge (based roughly on the environmental/ecological and 
cell/molecular/microbiological tracks) and 3) thesis specific questions.   
 
The written exam will be scored by the Graduate Coordinator and students are required to earn 
a minimum of a 70% to pass.  Students that do not pass the written exam on their first attempt 
will be given a second opportunity to take the exam in that same semester.  Students that do 
not pass the written exam on two attempts will be dismissed from the program. In regard to 
the Oral exams, if a student’s committee finds them to have an unsatisfactory grasp of the 
salient knowledge sets, several remedies are available:  students may be required to take 
additional courses in areas of deficient knowledge (e.g., Biochemistry, Advanced Evolution, 
etc.), teach a General Biology I Lab, write review paper(s), etc.  Students who show a serious 
deficiency, or who fail their oral exam more than once may be asked to leave the department. 
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Further, the Graduate Coordinator evaluates all graduate student transcripts at the end of the 
semester to ensure satisfactory scholarship.  Students who do not meet the minimum 
standards (letter grade of B) are placed on academic probation; a second below satisfactory 
grade may lead to dismissal from the department. 
 
In-class teaching 
Part of the educational process for graduate students is becoming good instructors themselves.  
However, this can be a very daunting task for incoming graduate students.  Thus, the 
department has instituted a Graduate Assistant seminar; this forum, held before the start of 
the semester, assists incoming and established GAs in developing an effective teaching style 
and eases the anxiety of first-time instructors.    
 
During the semester, the course Lead Lecture Professor will conduct an in-class evaluation of all 
GAs during their class periods (forms follow).  At the end of the semester they will submit this 
letter, with any additional comments, to the graduate coordinator.  This letter, together with 
the student evaluations, which all GAs will administer, will provide an excellent tool for 
identifying the strengths and weakness of the GAs.     
 
Progress towards degree 
All GAs will meet with the graduate coordinator at the end of the semester to discuss academic 
standing and progress toward degree; examinations of course work (completed and remaining), 
thesis development and any general issues regarding progress toward degree.   
 
Semester end assessments and GA evaluations for continued funding 
At the semester’s end, every student awarded a GA will have a meeting with the graduate 
coordinator to ensure excellence in graduate student scholarship, teaching and service and 
provide a mechanism for determining suitable progress for continued GA support.  This meeting 
will draw upon the following forms to clearly delineate GA progress.  The forms follow: 
 
GA Teaching 
This will be a previously generated form that the lecture professor will utilize when they 
observe the graduate students at least once per semester. In addition, remarks pertaining to 
the promptness of grade submission will be included as comments. 
 
GA Service 
This form will be completed by the laboratory coordinator to which the GA has been assigned 
(e.g. GBIO I, A&P I, Principles of Biology, etc.); the following queries will be addressed:       
 

• Did the GA make all scheduled lab prep meetings? 
 

• Did the GA carry out all prep duties? 
 

• Was the GA available for office hours? 
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• Did the GA clean up after their labs? 
 

• Did the GA fulfill all teaching responsibilities? 
 

• Any additional comments or observations? 
 
GA progress 
This form will be completed by the graduate coordinator.  It will draw upon the previous two 
documents, but also include a section on departmental citizenship, progress towards degree 
and academic performance.  The following queries will be addressed:  
 

• Is the student making satisfactory progress towards the completion of their degree, as 
outlined in the graduate student handbook?  

 
• Is the student making satisfactory progress scholastically? 

 
• Is the student an active, participating departmental member?  This question relates to 

the following activities: 
• Appearance at departmental functions (e.g., Friday seminars) 
• Availability for scheduled visiting scholars (e.g., lunches with invited speakers, 

job candidates, etc.) 
• Assistance in departmental activities  
• Proctoring tests 
• Prompt responses to departmental requests/concerns 

 
This file will be integral in deciding whether a graduate student is fulfilling his/her contract and 
whether GA funding is appropriate after the typical 2 years.  Further it will provide a 
mechanism for ensuring student compliance with rules and regulations requisite for continued 
funding.  The graduate coordinator will construct a comprehensive document compiling all 
observations and assessments relating to these issues; this and all documents will be organized 
into a file and forwarded to the student, their mentor and the departmental chair. A typical file 
will have the following components: 
 

1. Summary of teaching letter 
2. Summary of service letter 
3. Scholastic, progress toward degree and citizenship aspect 
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GRADUATE STUDENT CHECKLIST 
 
Student Name: _________________________________________________________________ 
 
Social Security Number: _________________________________________________________ 
 
G.R.E. Scores: Verbal________; Quantitative________ 
 
Undergraduate G.P.A: ________ 
 
Undergraduate Degree and Institution: ______________________________________________ 
 
Major Professor: __________________________________ 
 
Degree Program: _______________________________ 
 
Program Enrollment Date: _____________________________ 
 
Program Completion Date: _____________________________ 
 
Thesis Title:    _________________________________________________________________ 
 
  _________________________________________________________________ 
 
  _________________________________________________________________ 
 
 
   
Status: 
 

Date: Requirement: 

 _____________ Establishment of Graduate Committee: 
 
   Annual Meeting (year 1) 
 
   Annual Meeting (year 2) 
 
   Annual Meeting (year 3) 
 
   Annual Meeting (year 4) 
  
 

 _____________ Research Proposal (M.S. only) 
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 _____________ Qualifying Exam (M.S. only) 
 

 _____________ Teaching Requirement (variable) 
 

 _____________ Course Requirements 
 

 _____________ Research Requirements 
 

 _____________ Writing/Defense Requirement 
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Graduate Assistant (GA) Evaluation Form 
 
GA ___________________________________________________________ 
 
Course _________________________________________________________ 
 
Date _____________________   Time _____________________ 
 
Rate the GA in the following categories in which 1 is the lowest score and 5 is the highest score. 
 
Clear explanation of the laboratory exercise   1 2 3 4 5 
 
Clear explanation of the assignment   1 2 3 4 5 
 
Clear expectations for the assignment  1 2 3 4 5 
 
Mastery of subject material    1 2 3 4 5 
 
 
Professional presentation and demeanor  1 2 3 4 5 
 
Prepared and ready to begin    1 2 3 4 5 
 
 
Familiarity with the laboratory equipment  1 2 3 4 5 
 
Ability to answer students’ questions  1 2 3 4 5 
 
Ability to help students at the lab bench  1 2 3 4 5 
 
 
Overall rating      1 2 3 4 5 
 
Please add any additional comments concerning the Teaching Assistant’s teaching abilities. 
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Graduate Assistant (GA) Coordinator Evaluation Form 
 
GA ___________________________________________________________ 
 
Course _________________________________________________________ 
 
Date _____________________   Time _____________________ 
 
 
Did the GA make all scheduled lab prep meetings? 
 
 
 
Did the GA carry out all prep duties? 
 
 
 
Was the GA available for office hours? 
 
 
 
Did the GA clean up after their labs? 
 
 
 
Did the GA fulfill all teaching responsibilities? 
 
 
 
Any additional comments or observations? 
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The complete map is available on the UNF website. 
https://www.unf.edu/uploadedFiles/president/publicrelations/Printable%20Map.pdf 

https://www.unf.edu/uploadedFiles/president/publicrelations/Printable%20Map.pdf
https://www.unf.edu/uploadedFiles/president/publicrelations/Printable%20Map.pdf
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