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Kinesiology & Physical Education: Thesis Defence Procedures
1. The Thesis Examination Committee (TEC) must consist of all the members of the Thesis Advisory Committee (TAC) and an external examiner who is knowledgeable on the subject of the thesis. The external examiner must be approved by the Graduate Coordinator (GC).   Normally, at least one member of the TEC must be from outside of the academic unit/program of the candidate, and this person is typically the external. 

2. A minimum of five weeks prior to the defence the supervisor should provide the GC with a list of 3+ names of potential external examiners.  The GC will select, in consultation with the supervisor, the external.  It is the responsibility of the GC or the GAA (Graduate Administrative Assistant) to contact the external.  

The criteria for an external examiner are as follows: 

An external examiner for a master's thesis must be at "arm's length" from the candidate and the thesis advisor (TA). Arm's length means not being a close friend, or regular or current (in the last 5 years) research or grant collaborator with the TA or candidate, or a former professor, supervisor or co-worker of the candidate (which includes being a contributor to any research project involving the work for the master's, or to any part of the thesis in terms of project development, data collection, or data interpretation). It also means not being in a conflict-of-interest position with regard to the candidate or TA and not having a vested interest in the outcome of the oral defense. (Faculty of Graduate and Postdoctoral Studies webpage, 2012)
3. A minimum of five weeks* prior to the defence the candidate must provide the TAC with his/her thesis.  The GAA MUST be informed by the candidate the day the TAC receives the document.  Within two weeks’ time, the committee will decide whether the thesis is ready to go forward for defence.  The “Master’s Thesis Defence – Request to schedule oral examination” report must be completed and submitted to the KPE GC/GAA if the document is ready to go forward.  Once the form has been signed, the GC/GAA will contact the potential external examiner and determine his/her availability.  If the external examiner is from outside the university, a copy of his/her CV is required and should be sent to the GC.

* 
Note: The five week period is only a guideline. At any point during this period, the TAC or the external may determine that the thesis is not ready to go forward. 

4. A minimum of three weeks prior to the defence, the candidate is responsible for ensuring that the supervisor and committee members have received a copy of the thesis.  The candidate must also submit two copies of the thesis to the KPE office (one for the external examiner, one for the chair of the defence/office copy for viewing). The GAA is responsible for sending the copy to the external and ensuring the external has received the copy. The student is responsible for all photocopying/printing costs.

5. The GC and the GAA ensure that the proposed external examiner receives administrative approval.  The GAA arranges for a chairperson for the oral defence, and sets the date and time of the oral defence. The KPE office also ensures that the chairperson receives a copy of the thesis. The defence will be scheduled within three weeks of the necessary materials being submitted.

6. The GAA is responsible for coordinating schedules of the TEC, setting a defence date, time and location.  The GAA is also responsible for booking the room and ensuring that the room has multi-media technology.  

7. Once the date, time and location are set, and the external examiner has responded to the defence with a call or email, the GAA should inform the entire department of the defence via email.    All relevant information should be forwarded in this email, including thesis title, student name, supervisor name, committee members, date, time and location. Within two weeks of sending the thesis document to the external, the GAA will contact the external to determine whether he/she feels the thesis is ready to go forward for defence.  A reminder of the defence should also be sent out 1 or 2 days prior to the defence.  In addition, a poster should be placed in visible locations around the department.

8. The chair of the defence should receive prior to the defence a copy of the Guidelines for Conducting the Thesis Oral Defence, the student’s grades and the oral exam report.  All forms/instructions can be found on the following link:
http://www.wlu.ca/calendars/section.php?cal=3&s=470&ss=2041&y=51#Scheduling_the_Oral_Defence_of_the_Thesis
Additionally the chair of the defence will receive the Criteria for Gold Medal of Excellence.  

Note: Criteria for Gold Medal of Excellence:  normally a minimum overall GPA of 10.5 in coursework, a minimum of A- in any course,  majority of TEC must agree that the thesis is outstanding, practicum work (where applicable) is categorized as outstanding by the supervisor.  

Grad Studies web link for Medal of Excellence: http://www.wlu.ca/calendars/section.php?cal=3&s=470&ss=2041&y=51#Criteria_for_Nomination_for_a_Medal_for_Academic_Excellence  

Process for Gold Medal

(a) The defence chair will ask the external to provide his/her comments/decision regarding the thesis and gold medal.  

(b) The chair will then ask the TAC members to provide their comments concerning the student.

(c) Lastly the chair will ask the supervisor for his/her comments regarding the gold medal.  Prior to this point in time the supervisor should not provide his/her thoughts on the matter, unless he/she does not support the decision of the student being nominated for a gold medal.

(d) At no point in time should the chair of the defence provide any recommendations concerning the gold medal.  The chair must remain neutral.

After the defence, if the decision category identified a need for revisions of any sort, these will be discussed during the in camera session of the TEC.  The chair will record the specific recommendations made by each of the TEC members at that time.  Ideally, the chair will submit the changes as is OR type the recommendations made, and subsequently attach the changes to the form and give a copy to the GAA.  In some circumstances the supervisor may hand in the changes if he/she prefers to do so.  The chair/supervisor will also provide a copy of the changes to the advisor (if coming from the Chair) and the student.  The student will be required to provide a typed summary of how he/she addressed each of the changes and have the supervisor sign off on these changes.  This summary must be submitted alongside the form and the revised thesis to the GAA.  Should this process not be completed, the forms will not be sent to the Graduate Studies Office. The GC will review the submitted changes prior to the documentation being brought to the Graduate Studies Office.

9. Following the defence, the chair of the defence (not the advisor) should return the Master's Thesis/MRP Oral Examination Report to the GAA.  

10. If the committee agrees the candidate is Gold Medal worthy, the supervisor writes a letter of support which must be submitted within two working days following the defence to the GAA.  The TEC members, the chair, the GAA and the GC are also sent a copy of the letter by the supervisor.  Prior to fall convocation (or spring convocation if applicable), one application will be selected by the graduate committee.  This application will go forward from the KPE office to Grad Studies to be considered for the Gold Medal.  Once the candidate is selected, a second supporting letter will be required to be submitted with the other material.

11. The student must make changes to the thesis and then submit a copy to his/her supervisor for review. A copy of the changes must also be brought to the GAA for the GC to review once the supervisor has signed off on the changes.

12. The supervisor is responsible for ensuring all changes have been made, if the changes are minor. The supervisor will then sign the “Oral Exam Report” which the GAA will have. Once the changes to the thesis have been made and ALL the appropriate signatures have been obtained, the GAA brings a copy of the form (including the Gold Medal letter if applicable), a list of changes, and a copy of the summary of the changes (where applicable to the Graduate Studies Office. 

13. Thesis Submission Process: The GAA will provide the candidate with the following forms prior to the defence: 

                        (1) Thesis non-exclusive licence
                        (2) ProQuest Subject Code Form
                        (3) Embargo request form 
                        (4) Scholars Commons submission agreement 
The final approved document must be uploaded to Scholars Commons @ Laurier. Students must not upload their dissertation until their supervisor has approved the final document and all paperwork (oral examination report/graduate candidate record and four additional forms) has been sent to FGPS.

How to submit your electronic thesis or dissertation to Scholars Commons:

http://scholars.wlu.ca/etd/guidelines.html
For further information please refer to:

http://legacy.wlu.ca/calendars/section.php?cal=3&s=535&ss=2312&y=55
https://legacy.wlu.ca/page.php?grp_id=36&p=23798

