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1.  INTRODUCTION 

1.1.  Important Information for New Students 

Welcome!  As a new student to our school, there are a few important things that you need to either do or remember 

as soon as possible.  These include: 

 Read this handbook!  If you have questions, do not hesitate to ask the Chair of the MME Graduate Studies 

Committee or the Graduate Program Coordinator. 

 Assistantships.  If you have an assistantship, please read the Graduate Assistant Guidelines as soon as possible.   

 Fire alarm instructions.  All students must read the Fire/Fire Alarm Instructions section of this handbook.  If 

they have an office and/or work in a laboratory, they should determine where the fire alarms are located and 

where the emergency exits are located.  Most important to remember is that in the event of a fire, you are 

required by law to immediately exit the building and remain outside the building until the firefighters have 

given you permission to go back in, even if the fire alarm has stopped. 

 Mailboxes.  All students have a mailbox in Sloan 210 that should be checked regularly.  If the Graduate 

Program Coordinator places something important in your mailbox that you need to see right away, she will send 

you an e-mail to let you know it is there. 

 Personal mail.  WSU has a strict policy about personal mail.  If personal mail is sent to a WSU address, or if 

Mailing Services suspects that it is personal mail, they will return it to the sender as undeliverable.  Likewise, 

outgoing personal mail will not be processed.  There are various mailboxes located around campus that can be 

used for personal mail, such as on Campus Street across from the Students Book Corporation (the ñBookieò). 

 Offices. Because of limited space, offices are assigned first to graduate students with an assistantship 

appointment and then to other graduate students as space becomes available.  If you have an assistantship and 

have not been informed of your office assignment, please see the Graduate Program Coordinator (Sloan 203E).  

The office key can be obtained from one of the staff in the main office (Sloan 201). 

 Pictures.  It is the policy of the School of MME to keep a photograph of each graduate student in their student 

file, and to keep a photograph of both graduate and undergraduate students in the display case by the main 

office (Sloan 201).  The picture case is a way for faculty, staff and fellow students to know who you are.  If you 

have not already done so, please see Annette in Sloan 205 right away and request that your picture be taken.  

 Residency requirement for non-resident domestic students.  Residency policies are set by the state of 

Washington (RCW 28B.15) and applied uniformly throughout Washingtonôs public colleges and universities.  

Non-resident domestic graduate students holding either state funded (TA) or non-state funded (RA) graduate 

service appointments on a quarter-time or greater basis may be awarded a waiver of the non-resident 

differential.  However, non-resident waivers cannot be guaranteed beyond one year.  Because of this one year 

limitation, it is imperative that as soon as a non-resident domestic student is given an assistantship, they start 

working on establishing Washington State residency.  If a student has not established residency by the one 

year limit, they will be required to pay out of state tuition.  For more information see the Residency 

Requirements section of this handbook. 

 Responsible Conduct of Research Education training. Beginning Fall 2006, mandatory training on the 

Responsible Conduct of Research is required of all graduate students. This is a Web-based training located at 

https://myresearch.wsu.edu, and takes approximately 20 minutes to complete. Students will not be eligible for 

an assistantship until after the training is completed. Once completed, the student must inform the departmentôs 

administrative assistant as all employment paperwork has to include the training date. Even if a student is not 

involved in any research in the department, the training must be taken as it applies to all areas of the program of 

study, including instruction and research through to the thesis/dissertation process. The training will need to be 

repeated after a five year period.  

 Safety memorandum.  All students must read the safety memorandum contained in this handbook.   

 WSU e-mail address.  If you do not already have a WSU e-mail address, you need to sign up for one right 

away (it is a free service).  Please see the E-mail Information section of this handbook for instructions.  Once 

you have done this, please inform the Graduate Program Coordinator of your e-mail address so she can add the 
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information to her database.  She will also subscribe you to the MME graduate student listserv.  It is required 

that you be on this listserv because important graduate student announcements will be sent using this.  If at 

some point you change your e-mail address, please let the Graduate Program Coordinator know so that she can 

update her records and the listserv. 

 Important computer security information.  

1. As a graduate student in MME, you may install Symantec (Norton) Anti-Virus software on your personal 

computer both at school and at home at no cost to you.  You are required to have anti-virus software on 

computers connected to the WSU network.  Please arrange with Giac Pham (ETRL 203, 

gpham@wsu.edu, 335-7796) to borrow a copy of the CD to install the anti-virus software on your PC. 

2. It is important that the windows software on all computers connected to the campus network be kept 

current with security patches and updates from Microsoft.  Without security patches, all of the files on 

your PC could be lost and your PC used by hackers for their purposes. You can download and install 

patches from Microsoft's update site at http://update.microsoft.com/.  Follow the on-screen instructionsð

the Microsoft site is designed for end users and it is easy to install the patches and updates.  You may need 

to visit the site several times to get all the updates installed.  It is also strongly suggested that you update 

your home computers as well.  If you need assistance in downloading and installing software updates on 

your office and laboratory computers, please arrange a time with Giac Pham to have him visit your PC 

and install the updates.  Giac will need passwords to log in as an administrator on Windows 2000 and XP 

computers.  With over 250 PCôs in the School, it could take several months if Giac has to assist in all the 

updates.  Thus, you are encouraged to install the updates on your own if possible. 

 MME Listserv.   By the time of the orientation meeting, you should have been added to the MME graduate 

student listserv.  If you notice that you are not receiving e-mails, please let the Graduate Program Coordinator 

know so she can check on it. There is usually at least one e-mail that is sent to the listserv each week. 

 

http://update.microsoft.com/windowsupdate/v6/default.aspx?ln=en-us


· ·
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1.2.  Letter from the Director   

 

 

 

 

Dear graduate students: 

It is my great pleasure to welcome you to our School as you embark on a challenging and exciting phase in your 

education.  Although I have been a professor in the School of MME for the last 16 years, in May 2004 I accepted the 

responsibility of being the Director of the School.  Like you, this new challenge requires extra effort, hard work, 

innovative ideas and a high level of productivity in order to bring our School to even higher levels of excellence. 

I believe that such goals cannot be achieved without the contribution and success of our graduate students.  We pride 

ourselves with a very strong graduate program and very successful graduate students, and I am sure that with your 

hard work you will add to this success. 

Professor Cill Richards, Chair of the Graduate Studies Committee, will be in charge of all aspects of our graduate 

program.  She, with the help of our Graduate Program Coordinator, is deeply committed to having an excellent 

graduate program in the School of MME.  They, along with your major advisor, will assist you in setting up your 

academic and research program. 

Once again, I welcome you to the School of MME and hope you have a great and productive time here. 

 

Hussein M. Zbib 

Director 

 

 

 



· ·
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1.3.  Letter from the Graduate Studies Committee Chair 

 

 

 

Welcome Students! 

I would like to add my welcome to that of Professor Zbib.  We believe that the School of MME offers an 

outstanding graduate program, and we are pleased that you have taken the opportunity to study here.  As Chair of 

the Graduate Studies Committee (GSC), I am involved in the administration of the graduate programs in the School 

of MME.  In particular, the GSC deals with student admissions, policies and procedures, and the administering of 

the various graduate examinations. 

It is important that you read very carefully the Graduate Student Guidelines contained in this handbook.  It has 

essential information regarding requirements for each of the graduate degrees offered through the School of MME.  

There are important milestones that must be met in order to successfully complete an advanced degree, and it is 

essential that you complete these milestones.  It is also essential that you complete the graduation requirements of 

both the School of MME and the Graduate School.  This information is also given in the Graduate Student 

Guidelines.  I would like to take this opportunity to remind you that all graduate student service appointees (RA or 

TA) are expected to be at work each normal workday.  This includes periods when the University is not in session, 

with the exception of the holidays designated by the WSU Board of Regents. 

If you have any questions concerning any area of your graduate life here at WSU, youôll find that my door is always 

open to you.  My aim, and that of all my colleagues here, is to ensure that your stay at WSU is both enjoyable and 

productive.  The strength of any graduate program relies on attracting good students, keeping them, and developing 

them into first class professionals in their respective fields.  Our graduates have enjoyed a great deal of success over 

the years, and we hope that you will be part of the next generation of successful graduates from the School of MME. 

 

Cill Richards 

Chair, Graduate Studies Committee 




