
Kinesiology & Physical 
Education

MSc Program Policies and 
Procedures

Table of Contents

1.  Physical Activity and Health Master’s Program
1.1  Introduction
1.2  Faculty

2.  Governance of the Program
2.1  University
2.2  Department

3.  Administration of the Program
3.1  Admission Policy
3.2  Admission Requirements and Procedures
3.3  Admission Process
3.4  Receipt of Applications
3.5  Acceptance
3.6  Registration
3.7  Advanced Standing and Transfer of Credit
3.8  Fees
3.9  Financial Assistance
 3.9.1  Awards Policy
 3.9.2  Teaching Assistantships
  3.9.2.1  Guidelines for TA Responsibilities
 3.9.3  WLU Graduate Scholarships
 3.9.4  Additional Financial Support

4. Program Requirements
4.1  Course Descriptions
4.2 MSc Thesis General Regulations
4.3  The Thesis Proposal
4.4. The Thesis Defense
4.5  Recommended Timelines
4.6  Extensions
4.7  Progress Report

11/08/09 Graduate Program Policies (P. Bryden) Page 1 



5.  Appeal Procedures
5.1  Student Appeals
5.2  Graduate Student Appeals Committee
5.3  Terms of Reference for GSAC
5.4 Procedures for Filing Appeals
5.5 Procedures for Hearing an Appeal
5.6  Re-appeals

6. Academic Regulations and University Policies
6.1  Integrity in the Conduct of Research

6.1.1  Ethics in Research
6.1.2  Conflict of Interest

6.2  Academic and Research Misconduct
6.2.1  Sanctions
6.2.2  Procedures for Investigating Allegations of Academic or Research 
Misconduct
6.2.3  Student Code of Conduct and Discipline
6.2.4  Discipline and Conduct in Non-Academic Areas

6.3  Ownership of Student Created Intellectual Property
  6.3.1  Intellectual Property Rights of Students
  6.3.2  Dispute Resolution
  6.3.3  Style Guide and Equity in Communication
 6.4   Principles in the Use of Information Technology
  6.4.1  Principles

6.4.2  Procedures for Dealing with Infractions to the Principles in the Use of 
Information Technology

 6.5  Sexual Harassment Policy
 6.6  Race Relations Policy
 6.7  Records and Confidentiality

Appendix
A1.  Annual Report of Activities
A2.  Sample title page for MSc theses

11/08/09 Graduate Program Policies (P. Bryden) Page 2 



1. Physical Activity and Health Master’s Program

1.1  Introduction
The main objective of the MSc in Physical Activity and Health is to provide graduate students 
with a highly  integrated and multidisciplinary  approach to the examination of the relationships 
among physical activity, health, and disease in various populations. The course of study will 
allow some specialization in a kinesiology sub-discipline of the student’s research interest  (e.g., 
biomechanics, health, exercise physiology, motor control, sport  psychology). The emphasis of 
the thesis will be based on the student’s own interests and the advisor’s research interests within 
this broad framework.

1.2  Faculty
• Almeida, Quincy, PhD (Waterloo)
• Bryden, Pamela, PhD (Waterloo)
• Cinelii, Michael, PhD (Waterloo)
• Dalby, Dawn, PhD (Waterloo)
• Dawson, Kimberley PhD (Waterloo)
• Fletcher, Paula, PhD (Waterloo)
• Kalmar, Jayne, PhD (York)
• MacPhee, Renee, PhD (Waterloo)
• McTeer, William, PhD (Waterloo)
• Perry, Stephen, PhD (Toronto)
• Robertson-Wilson, PhD (Queen’s)
• Schneider, Margaret PhD (Waterloo)
• Tiidus, Peter, PhD (Waterloo)
• Tracey, Jill PhD (Springfield)
• Wenn, Stephen PhD (Penn State)

2. Governance of the Program

2.1  University
The Faculty  of Graduate Studies, administered by the Dean and the Manager of Graduate 
Administration, enforces the regulations and policies as they pertain to graduate studies across 
campus. The Graduate Studies Office works with academic units to ensure high quality 
candidates are admitted, that fair and consistent treatment for students is provided, and that the 
regulations and requirements of programs are met.

The Dean of Graduate Studies leads the Faculty of Graduate Studies and serves as Chair of the 
Graduate Faculty Council. The Faculty  of Graduate Studies administers the policies of the Senate 
as they pertain to graduate studies. The Graduate Faculty Council is responsible for establishing 
the policies of the Faculty as recommended to it by  the departments in the faculties of Arts, 
Music, Science and Social Work, by the School of Business and Economics and by Waterloo 
Lutheran Seminary.
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The administration of all policies and procedures within the Faculty  of Graduate Studies and of 
all matters pertaining to admission, programs of study, and Comprehensive, Thesis and 
Dissertation Examinations, is the responsibility of the University Graduate Office.

The Graduate Studies Office serves as a resource on matters pertaining to admission, university 
and government regulations as they pertain to graduate studies, petitions, and scholarship issues. 
The Graduate Studies Office is responsible for administering internal scholarship competitions, 
as well as scholarship competitions on behalf of granting agencies external to the university  (e.g., 
SSHRC, NSERC, CIHR, OGS).

2.2  Department
The Graduate Coordinator is appointed by the Chair of the department for a minimum period of 
2 years.

The Graduate Coordinator is responsible for: 
a) Providing leadership in the unit with respect to developing and revising the curriculum, 

setting quality standards, and advising and supervising students
b) Promoting and advertising the graduate program
c) Recruiting students by making prospective students aware of the program, and advising 

prospective students
d) Processing and evaluating applications and making recommendations on those applications 

to the Office of Graduate Studies
e) Managing annual progress reviews on registered students 
f) Maintaining departmental files on students, in accordance with the University’s Records 

Retention policy. Note that the original documentation submitted to the University in the 
form of an application resides in the Office of Graduate Studies; the Graduate Coordinator is 
responsible for ensuring that photocopies of all required documentation are filed in the 
department, prior to submitting the file back to the Office of Graduate Studies when a 
recommendation is made

g) Ensuring that students are registered each term in courses which will fulfill their degree 
requirements, and that university deadlines and regulations are adhered to vis-a-vis a 
student’s registration 

h) Providing departmental evaluation of requested exceptions to University policies
i) Preparing Periodic Appraisal Briefs, in concert with the Chair, for submission to OCGS 
j) Representing the department on the Graduate Faculty Council
k) Processing applications for graduate scholarships

A committee including the Graduate Coordinator and at least  two other full-time faculty 
members with Graduate Faculty status will comprise the KPE Graduate Committee.  This 
committee will be responsible for:
a) Evaluating applications to the graduate program
b) Evaluating applications for graduate scholarships
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c) Reviewing curriculum decisions within the graduate program
d) Reviewing policies and procedures of the graduate program

3. Administration of the Program

3.1 Admission Policy
For admission to a master’s degree program at Laurier, applicants must normally hold a four-year 
honours bachelor’s degree, or equivalent  from an approved university. Applicants must have a 
minimum of second-class honours or B standing or equivalent. An applicant who does not meet 
these requirements may apply for admission as a qualifying student.

Proficiency in English, both written and oral, is essential to pursue graduate studies at Laurier. 
Applicants whose language of instruction during the undergraduate degree was other than 
English must furnish evidence of proficiency  in English, prior to admission. Normally, this 
evidence is an acceptable score on one of the following: the Test of English as a Foreign 
Language (TOEFL), the International English Language Testing System (IELTS), the Michigan 
Test of English Language Proficiency  (MELAB), or the Carleton Academic English Language 
(CAEL) Assessment.

Minimum TOEFL scores are as follows:
• TOEFL iBT: minimum score of 89, with minimum skill scores of 21 in each of the skills tests 

(speaking, writing, reading and listening); 
• Paper-based- TOEFL: minimum of 573;
• Computer-based TOEFL: minimum of 230.

Other tests of English language proficiency accepted include 
• IELTS: minimum score of seven; 
• Michigan Test: minimum score of 90; 
• CAEL: minimum score of 70 is required.

3.2 Admission Requirements
Individuals applying to the Physical Activity and Health MSc program must meet the general 
admission requirements of the University  and possess an Honours undergraduate degree in 
Kinesiology, Health, Physical Education or a related field. A minimum average of B is required 
in the last two years of the undergraduate degree to be admitted to the program.  Possession of 
minimum qualifications does not necessarily  guarantee admission. At the discretion of the 
Graduate Coordinator and the supervisor, students with minor background deficiencies may be 
required to include specific undergraduate courses in their program.

It is expected that  the MSc program will be completed in 6 consecutive terms beginning in the 
Fall term. To graduate, students must obtain an average grade of B- in all graduate courses, with 
an overall average of B.  Currently, the program only accepts full-time students.
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3.3 Admission Process
An application for admission to the MSc program in Kinesiology must include:

1. Completed application form.
2. Application fee of $75 (in CDN dollars) (certified cheque or money order) payable to 

"Wilfrid Laurier University" (attach to Application Fee form).
3. Completed recommendation forms (2 academic references required).
4. Official transcripts and degree certificates (where applicable) of all undergraduate and 

graduate work. Transcripts must show all coursework completed and grades earned. 
Evidence of degree completion is required. Transcripts in languages other than English or 
French must be accompanied by a certified literal translation.

5. A résumé of academic and work experience, including any publications and scholarly papers 
presented and any other information that may be of relevance to the admissions committee.

6. A completed personal information form (MSc Personal Information form).
7. A sample of scholarly writing, not longer than 25 pages.
8. In the case of international applicants, an official statement of acceptable English-language 

test results. Certification of English language proficiency (e.g., TOEFL, CAEL, MELAB, 
IELTS) is required. 

Applications should be sent directly to the Graduate Studies Office, Wilfrid Laurier University 
by the application deadline.

3.4  Receipt of Applications
February 1 is the date by which completed applications should be received by the Wilfrid Laurier 
University  Graduate Studies Office. A completed application consists of all application materials 
and supporting documentation. Only those applicants whose materials are received by February 
1 can be assured that they will be considered for a place in the program of their choice and for 
financial support. 

Applications received after February 1 will be considered only  if places and awards are still 
available. Applications from outside Canada should be made well in advance of the desired date 
of admission to ensure timely arrival of the application, particularly where special documentation 
(and/or translation) and proof of English language facility is required.

3.5  Acceptance
Assessment of academic background and eligibility for admission to graduate programs is the 
responsibility of the KPE Graduate Committee, in concert with potential supervisors. 
Recommendations for acceptance of applicants are made by the KPE Graduate Committee to the 
Wilfrid Laurier University  Graduate Studies Office. The official letter of acceptance and offer of 
admission will be issued by the Dean of Graduate Studies.
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Applicants who are offered admission pending receipt of final transcripts must submit an official 
copy of the final transcripts to the Graduate Studies Office before registration in the Graduate 
Program is approved.

Applicants receiving an offer of admission to the MSc Program in Physical Activity and Health 
must normally accept that offer within three weeks from the date of issue. Failure to do so may 
result in the offer being withdrawn. 

3.6  Registration
By registering and paying fees, students assume responsibility  for understanding and abiding by 
the regulations and procedures of the University. Moreover, it is the student’s responsibility to 
establish and maintain communication with their faculty advisor or thesis supervisor.

To ensure that students receive accurate and official interpretations of regulations, or information 
about program requirements, all questions should be addressed to the graduate officer/program 
director/program coordinator in the home department, school, or faculty.

All master's and doctoral students must register for three terms each year commencing 
approximately September 1, January 1, and May 1. Registration dates for WLU students are 
outlined in the academic schedule section of the Graduate Calendar.  Students in the MSc in 
Physical Activity and Health are expected to register for a minimum of 3 consecutive terms and 
no more than 6 consecutive terms. 

Candidates who fail to maintain continuous registration will be required to withdraw from the 
program unless they have been granted inactive status or a leave.

No defence will be scheduled or held without registration being completed prior to the proposed 
date of the defence.
  
3.7  Advanced Standing and Transfer of Credit
Normally, no more than two half-credit courses may be transferred from another university for 
credit towards a graduate degree at WLU. These credits must be "unused" credits, i.e., they must 
not have been credited towards an earlier earned degree or diploma at WLU or at another 
university or college.

Permission to receive course credit towards a graduate degree at WLU for courses taken 
previously  at another university may be granted at the discretion of the dean of Graduate Studies 
upon the written recommendation of the department chairperson and graduate officer/program 
director.  This recommendation must be supported by a statement regarding the appropriateness 
of the course(s) to the individual's particular degree program at WLU. In addition, the grade(s) 
earned in the course(s) must meet the equivalent minimum grade required of all graduate 
students at WLU. Courses considered for credit normally must have been taken within five years 
of the date of admission into a graduate program at WLU.
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3.8  Fees
Fees are charged on a per term basis for registered students, and are due prior to the start of each 
term.  Fees are due regardless of whether a statement has been received. Full account 
information, updated regularly, is available online by following directions on the Laurier Online 
Registration Information System (LORIS) at http://telaris.wlu.ca.  Failure to make payment in 
full by the due date may result in deregistration and subsequent fee penalties.

Students wishing to withdraw from programs with opt-out options (Extended Health and Dental) 
must follow the procedures and deadlines established by those individual programs. It is not 
sufficient to notify the Business Office of the intention to opt out.

3.9  Financial Assistance

3.9.1  Awards Policy
Since there may be a maximum amount of funds that can be awarded and held by  a student, full-
time graduate students who accept an award that is not directly administered by WLU must 
immediately inform their department chairperson and the dean of the Faculty  of Graduate 
Studies, in writing. This requirement applies to any  awards or assistance offered by any agency 
or institution.
To be eligible for WLU Graduate Scholarships and Teaching Assistantships, which are awarded 
on a competitive basis, students must be full-time graduate students in good standing who are 
taking a typical full-time course load as defined by the requirements of their program. If, 
following admission, students are placed on academic probation, they may, on the 
recommendation of the department or faculty, be deemed ineligible to receive these awards.

3.9.2  Teaching Assistantships
Teaching Assistantships (TAs) are awarded on a competitive basis to qualified full-time graduate 
students. Teaching assistants are expected to serve the university in teaching and/or research for 
an average of 10 hours per week for 13 weeks (130 hours per term). The details of the 
assignment are specified by the department or faculty to which the assistant is assigned.

3.9.2.1. Guidelines for Teaching Assistantship Responsibilities
A teaching assistantship is awarded from university operating funds to enable departments with 
graduate programs to provide: (a) assistance to faculty with their teaching or research 
responsibilities, and (b) graduate students with teaching or research experience. As a result, TAs 
might be expected to provide informal and formal advice to students; assist  in the grading of 
tests, papers, lab reports and final exams; conduct tutorial or lab sessions; and assist with 
ongoing research projects. Teaching assistant functions shall not include clerical, technical or 
administrative work not related to teaching or research.
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A teaching assistant cannot work more than an average of 10 hours per week for a maximum of 
13 weeks (i.e., 130 hours per term). To ensure that there is a fair, equitable and consistent 
interpretation of this regulation, the following guidelines are to be employed:

a) The definition of the number of hours per week includes: attendance at lectures, preparation 
time if a teaching assignment (e.g., tutorial, lab, lecture, seminar); travel time if engaged in 
off-campus research; meeting time with the instructor; formal office hours. Voluntary 
attendance at professional development workshops or seminars does not count toward the 
maximum number of hours per week or term.

b) Given variations in course requirements – in some weeks an instructor may  require a TA to 
work more or less than 10 hours per week because of the scheduling of such course 
requirements as mid-term exams, term papers, lab reports or final exams.

c) Faculty must  recognize that graduate students also have graduate course requirements which 
must be met, and these may  be due at about the same time as they are carrying out  their TA 
duties (especially in mid-term or at the end of term). Thus, a TA cannot be required to work 
more than 15 hours in any one week, or more than 10 hours per three-day  period, regardless 
of the urgency  of the task. Any  exceptions to this maximum must  be agreed to, in writing, by 
the TA at least three weeks in advance of the particular week in which the 10- or 15-hour 
limits are to be exceeded.

d) All TA responsibilities should be completed by the end of the term in which the assistantship 
is held, beginning from the official first day of classes. No student may be required to work 
more than 130 hours per term.

e) Hours not required in one term cannot be carried forward to a subsequent term.
f) Where disputes arise, the student shall consult with the immediate supervisor and the 

graduate officer in an attempt to resolve the matter. Should this process fail to resolve the 
dispute, written correspondence on the matter should be addressed to the department 
chairperson by  both faculty  and student. If the above consultations should fail to resolve the 
dispute, a ruling will be sought from the dean of Graduate Studies.

3.9.3  WLU Graduate Scholarships
Scholarships are awarded on a competitive basis to full-time entering or continuing graduate 
students who achieve high academic standing in their program. All qualified students meeting the 
current "scholarship" standard for the academic unit are automatically considered. Application is 
not required. A scholarship is awarded on academic merit, not financial need. WLU Graduate 
Scholarships have a minimum value of $1,000 and are tenable for study  at WLU while enrolled 
as a full-time student completing coursework and/or research. Normally, scholarships are paid in 
two equal installments over two terms. Students awarded a WLU scholarship must sign and 
agree to abide by the terms indicated on the Graduate Scholarship Contract form.

3.9.4  Additional Financial Support
Additional Financial Support may  be provided by a supervisor during completion of the degree.  
Such financial support is not required by the department, nor does the department mandate how 
much financial support may be provided.

11/08/09 Graduate Program Policies (P. Bryden) Page 9 



4.  Program Requirements

All students will complete 3.5 to 4.0 credits from the courses listed below, including a thesis 
(only a thesis stream is offered).
• KP601 Seminar in Physical Activity and Health I (0.5 credit) - required
• KP604 Directed Studies in Physical Activity and Health I (0.5 credit)
• KP605 Directed Studies in Physical Activity and Health II (0.5 credit)
• KP611 Seminar in Physical Activity and Health II (0.5 credit) - required
• KP620 Statistical Reasoning and Advanced Experimental Design (0.5 credit) - required
• KP621 Qualitative Research Design and Analysis (0.5 credit)
• KP630 Epidemiology of Physical Activity and Health (0.5 credit)
• KP650 Biophysical Foundations of Physical Activity and Health (0.5)
• KP670 Social-Cultural Foundations of Physical Activity and Health (0.5)
• KP699* Master's Thesis (1.0 credit) - required

A thesis based on original research and defended before a thesis committee is required of all 
students in the program. A thesis advisory  committee will be set up for each student as described 
in section 4.2.1.  Students will present a thesis proposal (both orally and in written form) to their 
committee usually  before the end of their 3rd term and will defend their completed thesis in front 
of an examination committee (see section 4.3.1) usually before the end of their 6th term.

4.1  Course Descriptions

KP 601 1.0 credit
Seminar in Physical Activity and Health
This weekly seminar includes primarily  student presentations of current research and student 
proposals for the MSc thesis. The format of the seminars varies from term to term depending on 
the availability of invited speakers, topics of interest to students and faculty, and the research of 
members of the group. All first-year students are required to take this course over their first two 
terms of registration. Graded on a Pass/Fail basis.

KP 604  0.5 credit
Directed Studies in Physical Activity and Health I
This skills development and background-learning course will prepare each student with the 
appropriate knowledge and technical skills needed to pursue their research interests. The content 
is usually developed by  the student’s thesis advisor in consultation with the student and the 
department graduate coordinator, and may consist of laboratory methods, directed readings/study 
and/or other approved graduate course(s) within or outside the University.  The course content of 
KP 604 may differ with each individual student.

KP 605  0.5 credit
Directed Studies in Physical Activity and Health II
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Similar to KP 604, this course will allow an opportunity for students to gain further knowledge 
and technical skills needed to pursue their research interests, if required. The content is usually 
developed by the student’s thesis advisor in consultation with the student and the department 
graduate coordinator, and may consist of laboratory methods, directed readings/study and/or 
other approved graduate course(s) within or outside WLU. The course content of KP 605 may 
differ with each individual student.

KP611   0.5 credit
Seminar in Physical Activity and Health II
This weekly seminar includes primarily  student presentations of current research and student 
proposals for the MSc thesis. The format of the seminars varies from term to term depending on 
the availability of invited speakers, topics of interest to students and faculty, and the research of 
members of the group. All second-year students are required to take this course over their fourth 
and fifth terms of registration. Graded on a Pass/Fail basis.

KP 620  0.5 credit
Statistical Reasoning and Advanced Experimental Analysis
The principles used in the design of experiments and the analysis of experimental data are 
examined, with the emphasis on multiple regression and complex analysis of variance 
techniques. Strategies for decision making in planning and conducting statistical analyses will be 
presented, including sample size, statistical power, violations of variance assumptions, error 
terms and related issues. Experimental and qualitative designs for epidemiological and health 
science related research will be discussed.

KP621   0.5 credit
Qualitative Research Design and Analysis
The varied epistemologies in qualitative research are introduced in this course, providing 
students with a broad understanding of interpretive methods. The principles of qualitative 
research design are discussed, and students are trained in the areas of organizing, interpreting, 
and presenting qualitative findings. Students have an opportunity to critically reflect upon each 
of the stages of qualitative research design, and engage in guided activities to further elucidate 
the meaning of this process. These course objectives are accomplished through instructor-led/
student-led discussion, lecture content, readings, and assignments.

KP 630 0.5 credit
Epidemiology of Physical Activity and Health
The focus of the course will be on the current understanding of the ways in which epidemiologic 
methods (e.g., analytic designs such as cohort studies) can be utilized to enhance our 
understanding of the relationship  between physical activity  and health.  General concepts of 
epidemiological methods will be discussed as well as a more detailed evaluation of the 
relationship  between physical activity and health conditions such as hypertension, coronary heart 
disease and obesity.
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KP650   0.5 credit
Biophysical Foundations of Physical Activity and Health
This course uses a multidisciplinary approach to examine the capacities of human movement and 
physical activity by  means of knowledge contained within and between the disciplines of 
anatomy, physiology, motor control and biomechanics.

KP670   0.5 credit
Social-Cultural Foundations of Physical Activity and Health
This course uses a multidisciplinary approach to examine physical activity and health from the 
psychological, sociological and cultural perspectives.

KP 699    1.0 credit
Master’s Thesis

4.2  MSc Thesis General Regulations

Thesis Advisory Committee
All MSc thesis committees must be comprised of the supervisor plus two committee members, 
who must be members of the graduate faculty at WLU.  All members may come from a single 
department/faculty, but need not do so.  In order to determine committee membership, the thesis 
supervisor should suggest at least three faculty members of the KPE department to the Graduate 
Coordinator, whose interests and expertise may overlap with the student’s thesis.  The Graduate 
Coordinator will then determine final committee membership based on these suggestions and the 
current workload of the faculty members.

Should it be deemed desirable to invite a member of the graduate faculty of another university 
(or another qualified individual) to act as a member of the thesis advisory committee, this person 
should function as an additional member of the committee so that no committee would consist of 
fewer than three members of the graduate faculty at WLU. Such an appointment may only be 
made by the dean of Graduate Studies upon receipt of a written recommendation from the 
candidate's department/faculty.

The dean of Graduate Studies shall be informed of the appointed thesis advisory committee 
membership as soon as the candidate's thesis topic is approved. Any change to the advisory 
committee composition must be made in writing to the Graduate Studies office.

Committee Meetings
It is recommended that the thesis advisory committee (not including the external examiner unless 
necessary) meet with the graduate student at least once per year.  

Progress Reports  
Each graduate student must submit progress report January 15th, May 15th, and September 15th of 
each year they are in the program.  The progress report is a relatively quick checklist to ensure 
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that students are meeting expectations.  A more in-depth annual report is due on the May 15th, 
where student write a summary of their progress in the program.  After completing the progress 
report form (which can be found online), the thesis supervisor and graduate coordinator must 
review the progress of the student and, if deemed satisfactory, sign the form.  The original form 
will be kept in the graduate student’s file and copies will be supplied to the graduate student, 
supervisor and committee members.  If the progress of the student is deemed unsatisfactory, the 
thesis advisory committee and the Graduate Coordinator will decide upon a proper course of 
action for the student (i.e., strict deadlines for completion, additional courses, or withdrawal from 
the program).

4.3  The Thesis Proposal

Each Master of Science student presents a thesis proposal to a thesis advisory committee before 
collecting data. A written proposal must also be submitted 1 week prior to the formal proposal 
presentation to the graduate coordinator, who will then circulate the document to the thesis 
advisory committee. 

Thesis proposals should be submitted and presented within 12 months of entry into the MSc 
program in Physical Activity and Health*

The Purpose of the Proposal
1. To ensure that you are prepared to undertake the work that your are proposing
2. To ensure that the work being proposed is of appropriate scope for an MSc degree in 

Physical Activity and Health
3. To help guarantee the quality of the MSc program as a whole and thus the reputation of 

the department

The thesis proposal should contain a detailed statement of the research problem and its 
significance in terms of its contribution to knowledge and/or practice, a precise account of the 
methodology or research techniques to be employed, plus an outline of the proposed data 
analysis procedures to be used. The candidate must present and defend the thesis proposal to 
their Advisory Committee. It  is the purpose of the proposal defence to establish the student's 
level of understanding of the research topic and to ensure that: (1) the proposed research design 
and methodology are consistent with standardized practice in the student's area of study, and (2) 
the methods chosen will enable the student to develop a scholarly piece of research. The proposal 
defence should also be seen as an opportunity for the student to give and receive feedback so that 
weaknesses can be identified and addressed in preparation for the submission to the appropriate 
Research Ethics Review Committee. 

Key Components of the Thesis Proposal:
• An abstract of the proposed work;
• Background information from the literature, including a critical evaluation of previous 

work;
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• A clear statement of the objectives of the proposed research;
• A summary of the methodology to be used in the implementation of the proposal;
• A description of the anticipated results and why they are of interest to the field;
• A detailed quality bibliography of work related to the proposed thesis research;
• An indication of the contributions to knowledge that should result from the candidate's 

research.
• A glossary or appendix of terms.

Typical Length and Structure of the Proposal
The length of a proposal often varies depending upon the area of the proposed work and the topic 
itself.  An acceptable guideline is an upper bound of 30 pages in length.  It is strongly 
recommended that the format of the proposal follow the required thesis format style with respect 
to font, font size, pagination etc as outlined in the graduate calendar.

• A title page that includes your proposed thesis title, your name and student number, your 
advisor(s)’ name(s) and the date of submission.

• An abstract that in one or two paragraphs provides a concise summary of the proposed 
work.

• A concise statement of the problem that very briefly (one to three sentences) states the 
problem.

• An introduction that describes the problem area and motivates the need for the proposed 
work.  Previous work related to the proposed study(ies) must also be included.  The work 
that is referenced should be quite extensive, relevant, and recent.  It is this section that 
helps determine whether the candidate is prepared to continue with the proposed work.  
The related work section should show the student’s breadth and depth of knowledge in 
the area(s) related to the thesis topic as well as provide the necessary background 
information for committee members outside the area of study.

• A methods section that indicates the variables to be studied, the particular device or 
techniques to be employed in such measurement, and a description of the participants.

• A section outlining the data treatment, if necessary (speak with your supervisor).  This 
will include a short outline of how the data will be collected and analyzed. An adequate 
discussion of the proposed treatment will convince the reader that a valid answer to the 
stated problem may be forthcoming. 

• A detailed quality bibliography or reference list.
• A glossary or appendix of terms.

Note: the written proposal will usually be equivalent to the first two chapters (at least) of the 
final thesis.

Oral Thesis Proposal
Students will present the background information, objectives, hypotheses and methods of their 
thesis research in an open and public forum. The oral presentation should take no longer than 
twenty minutes.  The supervisor and internal committee members must be present.  The Graduate 
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Coordinator or designate must attend the proposal, acting as the Chair.  Following the 
presentation, there will be a minimum of two rounds of questions from the thesis committee.  
Questions from the audience may be taken following the committee question period.  At this 
point, all members of the audience and the graduate student will be asked to leave while the 
thesis committee deliberates. 

Completion of the Proposal
Following the oral proposal, the thesis advisory committee will meet to determine whether the 
graduate student has satisfactorily proposed their thesis.  They will also discuss any changes that 
may be required.  The thesis advisory committee will complete the “Thesis Proposal Approval” 
form, if the proposal is deemed satisfactory.  If the proposal is not satisfactory, the thesis 
advisory committee must decide what is the proper course of action for the student (i.e., rewrite 
of proposal paper, repeat of oral proposal or withdrawal from the program).  

Ethical Considerations
It should be noted that graduate students who conduct research on humans or animals must have 
their research approved by the Wilfrid Laurier University Research Ethics Board (REB) prior to 
commencing the research.

4.4  The Thesis Defence
Students whose program of studies includes a thesis requirement must submit a thesis that is 
written in satisfactory literary form, and based upon research in some topic connected with their 
discipline. The thesis must demonstrate the candidate's capacity for original and independent 
work, and when appropriate, it should include a critical evaluation of work that has previously 
been done in the field of research. The thesis should emphasize any new conclusions which may 
be drawn from the candidate's own research.

The student is responsible for providing the supervisor and the committee members with a copy 
of the thesis a minimum of two weeks prior to the defence.  An additional two copies must be 
submitted to the academic unit (one copy for the external examiner and one copy for records).

The Examination Committee 
The Examination Committee shall be approved by the Graduate Coordinator and will consist of:

• The committee chairperson, who can be from the department/faculty or program 
concerned.

• The three members of the thesis advisory committee.
• An additional examiner, who may be nominated by the department/faculty or program. 

This examiner must be external to the department/faculty, and may be external to the 
university.

External Examiner
All MSc thesis committees must also include a member who is external to the department.  This 
individual can also be external to the University.  The external committee member is required 
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only for the final thesis defence.  To select an external committee member, the thesis supervisor 
should provide a rank ordered list of suitable candidates to the Graduate Coordinator, at least 4 
weeks prior to the formal thesis defence.  At this point, the Graduate Coordinator will contact the 
highest ranked candidate and determine their availability. It should be noted that graduate 
students will not be responsible for contacting the external committee member.  

Structure of the Oral Defence
The purpose of the oral defence of a master's thesis is to demonstrate to the Thesis Examination 
Committee that the candidate fully understands the work that was completed, how the research 
was completed, and the meaning and significance of the findings and conclusions. The candidate 
must also have a clear understanding of how the work fits with the relevant literature and/or 
practice.

The defence shall not cover general course work unless it relates to the thesis in some definite 
way.

Conduct of the Oral Defence and Role of the Chairperson
The chairperson must assume the responsibility of becoming familiar with the content of the 
thesis, thereby assuring that the thesis examination is fair. The chairperson and the external 
examiner, by definition, represent an objective and unbiased position and therefore they must be 
external to the student's academic unit. A document entitled "Procedures for Conducting Oral 
Defence Examinations of Master's Theses" is available from the Graduate Studies Office.

Format of the Thesis
The written thesis submission may be formatted in a number of ways, as deemed appropriate by 
the thesis supervisor and the thesis advisory committee.  Such formats include, but are not 
limited to, a traditional thesis format, journal-style format, or chapter format.

Two general forms of written thesis are acceptable; the traditional and the manuscript form, as 
outlined below.  Note: Chapter headings are not required, rather “Introduction” can be used 
instead.

Traditional Form
Title Page (follow the template at the end of the document)
Abstract (no more than 350 words)
Acknowledgements
Table of Contents
List of Tables
List of Figures and Illustrations
Chapter 1: Introduction
Chapter 2: Literature Review
Chapter 3 to n: Body of Thesis typically including Method, Results and Discussion
Chapter n + 1: Summary and Conclusions
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Bibliography or References
Appendices

Manuscript Form
Title Page (follow the template at the end of the document)
Abstract (no more than 350 words)
Acknowledgements
Table of Contents
List of Tables
List of Figures and Illustrations
Chapter 1: General Introduction
Chapter 2: Literature Review (optional)
Chapter 3 to n: Manuscript(s)
Chapter n + 1: General Discussion (all studies should be tied together)
Summary and Conclusions
Appendices

Production of the Thesis
The type of font, font size, reference method, pagination, margins are to be consistent throughout 
the thesis and should follow the guidelines below.  Any standard style is acceptable, such as 
APA, AMA, Chicago etc.  It is the responsibility of the thesis advisory committee to determine 
the acceptable style.

Copyright: The title page of the thesis must include the Universal Copyright Notice©.
Print/Type Size: The same font type and size must appear throughout.  A standard font, such as 
Times New Roman, of 12point font size is recommended.
Paper: Paper used for the final copies should be 8 1/2 x 11 inch, 20 lb. bond
Spacing: The thesis should be double-spaced throughout.
Pagination: The thesis pages should be numbered in consecutive order with Arabic numerals, 
starting with the first page of text and continuing through to the last page of the entire thesis, 
including endnotes/footnotes, appendices and references. Pages preceding the text, starting with 
the first page of the abstract should be numbered consecutively with lower-case Roman 
numerals.
Margins: The left margin must be a minimum of one and a half inches to allow for binding. All 
other margins must be a minimum of one inch. The first line of every paragraph should be 
indented a standard five spaces.

Submission of Approved Master's Thesis for Binding
When the master's thesis has been accepted by the supervisor, the candidate must submit four 
unbound copies to the Graduate Studies Office for approval and forwarding to the university 
library. Of these four copies, one unbound copy will be sent for inclusion to the Canadian Thesis 
on Microfiche Service at the National Library, Ottawa. The remaining three copies of the thesis 
are bound by the library and distributed as follows: one for the candidate, one for the candidate's 
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department, and one for the supervisor. The copy returned by the National Library after 
microfiching is bound and becomes the WLU library copy.

Theses become the property of Wilfrid Laurier University. The candidate gives the university the 
right to reproduce the thesis in whole or in part in any form. Candidates, however, retain the right 
to publish their theses. All copies made under the authority of the university's "Partial Copyright 
Licence" shall bear a statement to the effect that the copy in question "is being made available in 
this form by authority of the copyright owner solely for the purpose of private study and research 
and may not be copied or reproduced except as permitted by the copyright laws without written 
authority from the copyright owner." The four copies of the Partial Copyright License that the 
student signs are bound with the thesis. 
Note:  This document is supplemental to the Graduate Studies official guidelines for Master’s 
thesis. 

4.5  Recommended Timelines
It is expected that students will complete their thesis proposal (both oral and written components) 
by the end of the second fall term they are enrolled in the program and defend their thesis by the 
end of the second spring term.  

4.6.  Extensions
Extensions beyond the recommended 2 years for completion of the MSc program must be 
approved each term by the Graduate Coordinator and the Chair.  Extensions will be granted no 
longer than two years following the completion of the course work.

4.7  Progress Report
All students enrolled in the MSc program will complete a progress report in the Spring term of 
each academic year (May 5th) and submit it to the Graduate Coordinator.  The purpose of the 
progress report is to ensure that each student is keeping within the recommended timelines for 
completion of the degree.  The supervisor must read and sign the progress report.
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5. Appeal Procedures

.1  Student Appeals
A graduate student may appeal any decision taken by an individual or body acting in the name of 
the university that affects the academic standing of the student and that the student believes was 
made unfairly. Before appealing any decision, a student should attempt to resolve the issue 
through informal or formal procedures (e.g., see Grade Reassessment). With the exception of the 
regulations pertaining to grade reassessment, no appeal may be commenced when the student has 
graduated from the program to which the appeal relates.

Normally, the Graduate Student Appeals Committee (SAC) is the first level of appeal for 
graduate students and the Senate SAC is the second and final level of appeal. It should be noted 
that there are limits to the grounds of appeal at the second level (i.e., there must be new evidence 
or evidence of a substantial procedural irregularity; see Procedures for Considering Student 
Appeals.  Furthermore, there are different procedures regarding appeals of academic misconduct 
decisions (see WLU policy 12.2: Student Code of Conduct and Discipline).

A student’s status in his or her academic program will remain unchanged while an appeal is 
pending. The following deadlines apply to student petitions:

• Students wishing to appeal an academic decision must do so within six (6) weeks of the date 
of receiving the decision.

• Normally, students wishing to seek any kind of extension to program time lines must submit 
their request at  least two (2) months prior to the date when the work is due. This deadline 
may be waived in exceptional circumstances at  the discretion of the chair of the Graduate 
SAC.

 
5.2  Graduate Student Appeals Committee

Normally, the Graduate Student Appeals Committee (SAC) is the first level of appeal for 
graduate students of decisions that affect their academic standing and the Senate SAC is the 
second and final level of appeal (there are different procedures in matters concerning academic 
misconduct; see WLU policy 12.2: Student Code of Conduct and Discipline).

The Graduate SAC will consider and decide all petitions within six (6) weeks of the filing of the 
petitions. All necessary documentation and information must be complete. Students should 
submit the petition to the Office of the Dean of Graduate Studies. The student will be advised of 
the decision and the reasons therefore, in writing.

There are three types of appeals to the Graduate SAC. First, an appeal may be filed on the 
grounds that the normal faculty  or university rules, calendar requirements and regulations have 
not been properly or fairly applied to the student's circumstances. In this instance, the Graduate 
SAC will review the circumstances and the rule and it shall make a decision accordingly.
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The second type of appeal is when a student asks the Graduate SAC for relief from the faculty or 
university rules, calendar requirements and regulations because of extenuating circumstances, 
such as illness or bereavement. In this instance, the Graduate SAC will review the extenuating 
circumstances and it may exercise its discretion to grant an exception to the student.

The third type of appeal is for grade reassessment. Petitions for grade reassessment should only 
be initiated after informal and formal processes have been pursued at the program or department 
level (see Grade Reassessment).

Because a student is not able to appear in person before the Graduate SAC, it is important that he 
or she submit the details of all relevant material with a petition. Thus, all petitions should be in 
writing, in accordance with the following expectations:

1. the full name, address, telephone number and student number of the person appealing;
2. the specific decision which is being appealed;
3. the form of redress requested;
4. the specific grounds on which the appeal is made;
5. a summary of the evidence, including the names and addresses of any witnesses, that  the 

student is prepared to offer in support of these grounds 

Appended to the statement of petition, if not fully included within it shall be:

1. the text of the decision being appealed;
2. the text of the relevant procedural regulations (if any) allegedly violated or otherwise 

deemed applicable to the case;
3. and the documentation and written evidence to be used in support of the appeal.

Students must submit a petition within six (6) weeks of the date of receiving the decision to be 
appealed. 

With some limitations (i.e., there must be new evidence or evidence of a substantial procedural 
irregularity), a decision of the Graduate SAC may be appealed by the student to the Senate SAC, 
in accordance with the Procedures for Considering Appeals by the Senate SAC. These 
procedures are also available at  the Office of the Registrar and the Office of the Dean of 
Graduate Studies.

A copy of the procedures of the Graduate SAC and the required form may be obtained at  the 
Office of the Dean of Graduate Studies. The WLU ombudsperson is available for consultation in 
the preparation of an appeal.

5.3  Terms of Reference for the Graduate Student Appeals Committee
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Normally, the Graduate Student Appeals Committee (SAC) is the first level of appeal for 
graduate students of decisions that affect their academic standing and the Senate SAC is the 
second and final level of appeal (there are different procedures in matters concerning academic 
misconduct; see WLU policy 12.2: Student Code of Conduct and Discipline).

The Graduate SAC will consider and decide all petitions within six (6) weeks of the filing of the 
petitions.
Membership

The committee shall consist of 7 members. Members shall include:

• Dean (or designate) of the Faculty of Graduate Studies (who will chair the committee and be 
non-voting except in the case of a tied vote)

• 3 graduate students (from 3 different Faculties, elected from the graduate student body)
• 3 faculty members (from 3 different Faculties, all with graduate faculty status, elected by 

Graduate Faculty Council)
• the manager of graduate administration (or designate) (non-voting, recorder of minutes) 

Normally, the chair will be the Dean (or designate).

5.4  Procedures for Filing Appeals

A student’s status will remain unchanged while an appeal is pending. The following deadlines 
apply to student petitions:

• Students wishing to appeal an academic decision must do so within six (6) weeks of the date 
of receiving the decision.

• Normally, students wishing to seek any kind of extension to program time lines must submit 
their request at  least two (2) months prior to the date when the work is due. This deadline 
may be waived in exceptional circumstances at the discretion of the chair. 

Because a student is not able to appear in person before the Graduate SAC, it is important that he 
or she submit the details of all relevant material with a petition. Thus, all petitions should be in 
writing, in accordance with the following expectations:

1. the full name, address, telephone number and student number of the person appealing;
2. the specific decision which is being appealed;
3. the form of redress requested;
4. the specific grounds on which the appeal is made;
5. a summary of the evidence, including the names and addresses of any witnesses, that  the 

student is prepared to offer in support of these grounds 

Appended to the statement of petition, if not fully included within it shall be:
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1. the text of the decision being appealed;
2. the text of the relevant procedural regulations (if any) allegedly violated orotherwise 

deemed applicable to the case; and
3. the documentation and written evidence to be used in support of the appeal. 

5.5  Procedures for Hearing an Appeal

The following guidelines apply to all hearings:

1. The chair of the Graduate SAC shall have control over the proceedings.
2. A record in the form of minutes shall be kept of the proceedings.
3. The parties shall have access to all relevant documents to be relied upon by  the 

committee in hearing the appeal.
4. When a respondent submits documentation or a written response to the appeal, the 

student shall be permitted to submit a written rebuttal to the documentation and/or the 
written response material.

5. If the student's written rebuttal raises new issues, the respondent may  submit a written 
reply to the student's written rebuttal.

6. The chair of the committee may  make reasonable rulings and decisions concerning the 
procedural aspects of a hearing according to the circumstances.

7. Where a committee member was party  to recommending or making the decision being 
appealed or where any other conflict of interest arises, that person shall so disclose and 
shall not participate in the consideration of the appeal by the Graduate SAC. If there is a 
question as to the existence of a conflict of interest, the majority of the other members of 
the committee shall determine whether there is a conflict of interest. If the committee 
member in question is chair of the committee, the committee shall elect another chair.

8. Quorum for the Graduate SAC will be four members, one of whom must be a student 
member and one of whom must be a faculty  member other than the chair. Decisions will 
be taken in camera and will be made by a majority vote of the voting members present. 
The student and respondent will be informed of the decision in writing with reasons 
within 10 days of the hearing of the appeal. Copies of the decision will also be forwarded 
to the dean of the faculty  involved, the graduate officer of the department or program, and 
any other pertinent individuals.

9. The Graduate SAC has the power to
a. deny the appeal 
b. uphold all or part of the appeal, decide the issues and substitute its own decision.

5.6  Re-appeals

Within prescribed limits (see Procedures for Considering Student Appeals), the decision of the 
Graduate SAC may be appealed to the Senate SAC.
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Persons with questions regarding the above procedures should contact the Office of the Dean of 
the Faculty of Graduate Studies.

6. Academic Regulations and University Policies

The following sections are part of the University policies, and can be found in the online 
Graduate Calendar.

6.1 Integrity in the Conduct of Research
The three major granting councils (SSHRC, NSERC and CIHR) issued the following statement 
in January  1994 to promote and encourage the highest standards of integrity in research and 
scholarship. Integrity includes adhering to such principles as:

a) Recognizing the substantive contributions of others, including students; using unpublished 
work of other researchers and scholars only with permission and with due acknowledgment; 
and using archival material in accordance with the rules of the archival source;

b) Obtaining the permission of the author before using new information, concepts or data 
originally  obtained through access to confidential manuscripts or applications for funds for 
research or training that may have been seen as a result of processes such as peer review;

c) Using scholarly and scientific rigour and integrity in obtaining, recording and analyzing data, 
and in reporting and publishing results;

d) Ensuring that authorship of published work includes all those who have materially 
contributed to, and share responsibility for, the contents of the publication, and only those 
people; and,

e) Revealing to sponsors, universities, journals or funding agencies, any material conflict of 
interest, financial or other, that  might influence their decisions on whether the individual 
should be asked to review manuscripts or applications, test products or be permitted to 
undertake work sponsored from outside sources.

These principles should be interpreted with the understanding that research can involve honest 
error, conflicting data or valid differences in experimental design or in interpretation or judgment 
of information.

The primary responsibility  for high standards of integrity in research and scholarship rests with 
the individuals carrying out or supervising these activities. Scientists and scholars have the 
responsibility of meeting high standards of professional integrity in their research publications or 
other communications.

6.1.1 Ethics in Research
Research Involving Humans
The Tri-Council Policy Statement on "Ethical Conduct for Research Involving Humans" 
establishes the procedures and standards for the ethics review of research involving human 
subjects across Canada. All graduate student and faculty  research projects involving human 
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subjects must  be reviewed by the university Research Ethics Board (REB). Contact Sally Gray, 
Co-ordinator of Research Services (Ext. 3131) for further information or assistance.

Research Involving Animals
Under the Ontario Animals for Research Act and the Canadian Council of Animal Care 
Guidelines for the Care and Use of Experimental Animals, it is a requirement that anyone 
conducting research or involved in testing or teaching projects which require the use of animals 
must obtain approval of the Wilfrid Laurier University Animal Care Committee (WLUACC) 
before commencing the project. There must be an approved protocol for all procedures involving 
the use of vertebrate and certain invertebrate (in particular, octopi and squid) animals in research 
by faculty, graduate and undergraduate students, research associates and all other personnel, 
regardless of source of funding. Protocols for non-faculty members must be submitted under the 
name of the faculty member supervising the project. All animal research or teaching projects 
administered by  the university that are to be conducted in the field or in a facility not owned by 
Wilfrid Laurier University, must be covered by an approved protocol. No experiment or project 
may  be initiated until full approval has been obtained. Animal Use Protocol Forms are available 
on the Research Office web site.

6.1.2. Conflict of Interest
All academic evaluations, including grading and the writing of reference letters, must be 
governed by fairness and objectivity. Fairness and objectivity may be, or may be seen to be, 
compromised or eliminated if the evaluation is initiated or completed, even in part, by a person 
with whom there is a close relationship (e.g., parent or other family member, partner in an 
intimate relationship, housemate or a person with whom one has a non-academic financial 
relationship). If such a relationship exists between a student and an evaluator (e.g., professor, 
supervisor, tutor, marker, teaching assistant, lab demonstrator or members of comprehensive or 
thesis examination committees), both parties have a responsibility  to declare a potential conflict 
of interest to the chairperson, associate dean (Business) or dean (Social Work), who shall assist 
in arranging an alternative evaluation procedure, if necessary.

6.2.  Academic And Research Misconduct
a) Academic misconduct is an act by a student, or by students working on a team project, which 

may result  in a false evaluation of the student(s), or which represents a deliberate attempt to 
unfairly gain an academic advantage. Academic misconduct includes, but is not limited to, 
the following acts which are presented as examples or a guide since not every possible 
circumstance can be anticipated: plagiarism, which is the unacknowledged presentation, in 
whole or in part, of the work of others as one's own, whether in written, oral or other form, in 
an examination, report, thesis or dissertation;

b) Cheating, which involves the using, giving, receiving or the attempt to use, give or receive 
unauthorized information during an examination in oral, written or other form; or, copying an 
essay, examination or report, or allowing someone else to copy one's essay, examination or 
report;
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c) Submitting the same piece of work, or a significant part thereof, for more than one course 
without the permission of the instructors involved in each course; or, submitting a thesis or 
other work which has been submitted elsewhere, previously or at the same time, without the 
written permission of all academic units or institutions involved in the submissions;

d) Impersonating another person in an examination or test;
e) Buying term papers or assignments for submission of another person's work as one's own for 

evaluation;
f) Falsifying, misrepresenting or forging an academic record or supporting document.
Research misconduct includes, but is not limited to, the following types of behaviour:
a) the failure to recognize by  due acknowledgement the substantive contributions of others, or 

the use of unpublished work of other researchers without permission, or the use of archival 
material in violation of the rules of the archival source;

b) the fabrication or falsification of research data material, or making a purported statement of 
fact or reference to a source which has been concocted;

c) the willful violation of Senate policies, or material failure to comply with Senate policies, as 
they apply to research ethics, or to the use of computers, human subjects or animals.

Notes:
a) Research misconduct does not include those factors intrinsic to the process of academic 

research, such as honest error, conflicting data, adherence to scholarly  or research advice 
given by  faculty, or a difference in interpretation or judgment of data or of experimental 
design.

b) Students who are uncertain whether a course of action might constitute academic or research 
misconduct should consult, in advance, the instructors or supervisors who might be involved, 
or the dean of Graduate Studies.

6.2.1.  Sanctions
Sanctions are levied by the university and their severity is determined in relation to the degree of 
academic or research dishonesty  committed or attempted, to the intention to commit dishonest 
acts, or to the degree to which an individual has been a party to attempted or committed acts of 
dishonesty. Penalties may include, but are not limited to, the following:

a) Requirement to repeat the assignment, examination or course;
b) Failure on the assignment, course, examination, thesis or dissertation;
c) Suspension from the program or from the university for a designated period of time;
d) Expulsion from the program or from the university;
e) Cancellation or revocation of the degree or diploma, where the offense pertains to the 

eligibility  to receive such a degree or diploma, whether discovered before or after the degree 
or diploma is awarded;

f) Inclusion of a statement in the student's transcript pertaining to the suspension or expulsion 
or to the cancellation or revocation of the degree.

6.2.2.  Procedures for Investigating Allegations of Academic or Research Misconduct
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a) Allegations of academic or research misconduct shall be signed by the complainant and 
submitted, in writing, to the dean of Graduate Studies (hereinafter referred to as the "dean").

b) The accused must be informed by the dean of the allegation, in writing, by registered mail, 
must receive a copy of the allegation and of any supporting documentation, plus a copy of 
this policy, and shall be given a period of ten (10) days to respond to the complaint, in 
writing.

c) Following receipt by  the dean of the accused’s response, the dean shall provide the accused 
with an opportunity to meet in an attempt to resolve the issues. If the matter cannot be 
resolved at this stage, or if the accused declines to respond, or declines to meet with the dean, 
or in the event that a meeting is held and the dean is not satisfied that the matter can be 
resolved at this stage, the dean shall inform the accused that a committee of enquiry  will be 
established.

d) Within a period of two (2) weeks following the completion of the matters referred to under 
paragraph 3 above, the dean shall establish an ad hoc committee of enquiry (comprised of 
three (3) senior faculty members from outside the academic sub-unit or department involved, 
one to serve as chair, who have not been directly  involved in the case) to review the 
evidence, to decide whether the conduct constitutes academic or research misconduct, and, if 
a prohibited act has been committed, to recommend sanctions to the vice-president: 
academic.

e) The committee of enquiry will:
a. by registered mail or personal service, invite the student to present, in writing, 

within two (2) weeks of receipt of the letter, all documents which he or she 
considers relevant to the case. The student will also be requested to indicate 
whether they do or do not contest the allegation, and whether they do or do not 
wish to appear before the committee;

b. solicit any other relevant information which is needed to make a decision;
c. invite other parties, as necessary, to present relevant information;
d. recommend to the vice-president: academic within four (4) weeks following the 

response from the student that:
i. there is no substance to the allegation and the file should be closed and 

destroyed, or
ii. there is evidence that the act constitutes academic or research misconduct, 

including the degree or severity of the act and the degree of intent, and 
that a specific sanction should be invoked.

f) The vice-president: academic shall within ten (10) days following receipt of the 
recommendation from the committee of enquiry  notify the student that a recommendation 
from the committee of enquiry has been received, and what the recommendation is, and shall 
provide the student with an opportunity to meet before accepting or rejecting the 
recommendation, and prior to taking any action with respect thereto.

g) Following the meeting with the student, the vice-president: academic shall make a final 
decision and shall notify the student, in writing, within a period of ten (10) days following 
the meeting.
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h) The decision and sanction(s) of the vice-president: academic shall take effect immediately 
and remain in effect during the time and course of an appeal process, unless the president 
decides that the sanction can be held in abeyance during the appeal stage.

i) Within two (2) weeks of receipt of the letter from the vice-president: academic, as provided 
for under paragraph 7 above, the student may appeal the decision, in writing, to the president. 
Acceptable grounds of appeal include: a failure on the part of the university  to act fairly, the 
emergence of new evidence, or the failure of the ad hoc committee to consider all of the 
evidence.

j) The president shall make a decision within three (3) weeks of receipt of the appeal, and the 
decision of the president is final.

In all cases where the student's credibility is in issue, it is essential that the student be given an 
opportunity to be heard and to call evidence if he or she wishes, on the issue of credibility.

6.2.3. Student Code Of Conduct And Discipline
Members of the Laurier community enjoy  the freedom to pursue their intellectual and personal 
interests without interference, provided that their actions do not limit the rights of other members 
of the university or the community  in which it is situated. The objectives of the university are the 
pursuit of learning through scholarship, teaching and research within a spirit of free inquiry and 
expression. The university  recognizes academic freedom and the right to peaceful protest, 
acknowledging that the common good of society  depends upon the search for knowledge and its 
free expression. To this end, Wilfrid Laurier University requires that students conduct themselves 
in accordance with the laws of the country, province, region and municipality, as well as the 
policies of the university. Academic dishonesty, fraud, willful misconduct and failure to respect 
the rights of others are all offences under this code.

In the case of allegations of either academic or non-academic offences, the president has 
delegated to the deans and to the vice-presidents of the university  the authority to impose interim 
or permanent discipline. The deans and vice-presidents will establish committees to hear such 
allegations, unless the situation requires an immediate response. These committees will have 
appropriate student representation. Nevertheless, any student has the right to be heard by a dean 
or vice-president alone.

If the impugned conduct is, in the recommendation of the dean or vice-president, deserving of 
suspension or expulsion, the president shall make the decision. Disciplinary decisions of the 
deans (including those of the dean's advisory  council) and the vice-presidents may  be appealed to 
the president, whose decision shall be final.

Students should refer to disciplinary procedures available from deans' offices.

6.2.4.  Discipline and Conduct in Non-Academic Areas
By enrolling in Wilfrid Laurier University, the student accepts its policies and regulations and 
acknowledges the right of the university to take disciplinary action. Such disciplinary action shall 
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be reasonable and commensurate with the seriousness of the violations and in accordance with 
the principles of this code and natural justice. The university  reserves the right  to discipline the 
student (including but not  limited to, termination of its relationships with the student) on an 
interim (emergency) or permanent basis for conduct that  is detrimental to the objectives of the 
university.

Wilfrid Laurier University is not concerned with the way students conduct their personal lives, 
provided their actions do not infringe the rights of others within the university  community  or the 
general community comprised of its city neighbours and neighbouring institutions. The 
university is properly concerned with the behaviour of members of the Laurier community  (such 
as representative teams or delegations) at events off campus either sanctioned by the university 
or associated with the university. Further, this code specifically prohibits participation in 
disturbances such as unlawful street parties that infringe the rights of the university's neighbours, 
and adversely affect its relations with the community in which it is situated.

In proper cases the university  may bring disciplinary  action against a student notwithstanding, 
and in addition to, criminal prosecution or civil action. However, subject to any disciplinary 
decision and as far as circumstances allow, a student who has been charged or convicted of a 
criminal offence shall be allowed to pursue his or her studies.

Behaviour of guests on campus and at university events is the responsibility of the students who 
have invited them.

The offences in items 1-9 below will normally be channeled to the dean's advisory council, 
which (under the authority  of the dean of students) may impose penalties for improper conduct. 
However, in addition to the penalty  which may be imposed by  the dean's advisory council, 
further or additional interim or permanent discipline may be imposed by the university, 
including, but not limited to, the withholding of grades and transcripts, suspension or expulsion 
from the university, requiring the payment of damages or such other penalty  as the university 
deems appropriate.

Although all possible acts of misconduct cannot be identified and the following list is not 
exhaustive, a student may be disciplined by the university for the following offences:

1. Unlawful use of alcoholic beverages. Students are required to adhere to the provincial laws 
and the policies of the university governing the possession and/or consumption of alcoholic 
beverages.

2. Violence or abusive conduct of any nature, including but not limited to:
a. physically abusing another person, threatening or causing any other person to fear 

physical abuse;
b. creating a condition which endangers or threatens the health, safety  or well-being 

of others;
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c. assaulting another person sexually or threatening any other person with sexual 
assault.

3. Violations of the Ontario Human Rights Code, discrimination or harassment of any kind, 
including, but not  limited to, sexual harassment, harassment based on race, religion, colour, 
gender, age, disability, ethnicity, national origin or sexual orientation.

4. Obstruction or disruption of university activities or services. University activities and 
services include, but are not limited to, teaching, research, administration, studying, student 
events, meetings and public services.

5. Theft, illegal possession, damage and destruction of property, including, but not limited to:
a. knowingly taking, destroying or damaging premises of the university, or any 

property not the person's own;
b. defacing the inside or outside of any building or property of the university;
c. possession of property  appropriated without authorization or possession of 

property that is not the person's own.
6. Trafficking of drugs. Although the use of drugs is not condoned by the university, students 

wishing assistance because of drug use or for any  other reason may consult with Counselling 
Services in absolute confidentiality.

7. Tampering with fire equipment.
8. Stealing of any sort.
9. Storage, possession, or discharge of firearms or explosives, except where allowed by 

university regulation.

6.3. Ownership Of Student-Created Intellectual Property
While no policy can anticipate or cover all possible situations, this policy  is intended to cover the 
rights of current and former Laurier students, both while attending the university  and after they 
leave the university, whether with or without a degree. Similarly, while it is difficult to provide a 
definitive definition of intellectual property (IP), the Government of Canada (Consumer and 
Corporate Affairs Canada; "Intellectual Property: What It Means To You") indicates that there are 
at least six types of IP:

a) Patents, for inventions and the creation of new kinds of technology;
b) Copyrights, for literary, artistic, dramatic and musical works;
c) Trademarks, for words, symbols or pictures used to distinguish the goods or services of one 

person from those of another;
d) Industrial designs, for the shape, pattern or ornamentation of an industrially-produced object;
e) Integrated circuit topographics;
f) Plant breeders rights.

At Laurier, given our mission and types of undergraduate and graduate programs, the most likely 
type of intellectual property to be created includes theses, dissertations, cognate essays, research 
papers, books, poems, plays, scripts, essays, articles, dictionaries, maps, lyrics, musical scores, 
sculptures, paintings, photographs, films, videos, tapes, computer software, databases, records, 
tapes, cassettes and inventions (new kinds of technology). To be copyrighted, and therefore 
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protected by law, an item must satisfy three criteria: a) it must be an original creation; b) it must 
be a specific expression of an idea, not the idea itself; and c) the item must be fixed in a physical 
form. These creations may occur via term papers, theses or dissertations, research or cognate 
essays, course projects, cases, studio or laboratory assignments, etc.

Ownership  rests initially with the author of the work, unless an author has been employed to 
create a work, in which case the copyright rests with the employer. It should be stressed, as well, 
that once a piece of work has been accepted for publication by a journal or a publisher, in the 
absence of an agreement to the contrary, it is the publisher who owns the work. Finally, because 
a copyright  can be held by  the creator for life, plus another 50 years, copyright-eligible work 
created while a student remains his or her property for life, plus an additional 50 years.

Disputes over ownership, in whole or in part, may occur in team or collaborative work, where 
many individuals may have contributed to the creation of the work over a lengthy  period of time. 
Disputes may also occur when someone other than the creator (i.e., the student) publishes the 
work after the student has left the university. Or, disputes may arise over authorship credit or the 
order of authorship for the work.

6.3.1. Intellectual Property Rights of Students
a) Students who submit work to the university (e.g., data sets, exams, tests, computer software, 

cases, projects, theses, dissertations, lab reports, cognate essays, research papers, musical 
scores, plays, lyrics, art work, poems, films, etc.) which is eligible for copyright protection, 
and which is submitted as a requirement of an academic program, are entitled to sole 
copyright ownership  (see requirements for submitting a master's thesis, requirements for 
submitting a doctoral dissertation and scheduling the oral examination, and submission of 
approved master's thesis or doctoral dissertation for binding). Works or parts of works 
created while employed by a professor or a contracting agency  are not owned by  the student 
(see #2).

b) Students have no rights, unless by prior written agreement, to any intellectual property 
created because of being employed by  the university or by  a contracting agency. If a thesis/
dissertation/cognate essay/research project is to be completed while employed through an 
external contract or contribution agreement, students must be informed, in writing, of the 
terms of the contract, including stipulations concerning confidentiality, intellectual property 
ownership and publications. It is in the interest of students, faculty and the university  to 
ensure that students' publication rights for work completed as a program requirement are 
protected by the terms of a contract or contribution agreement.

c) Where the work submitted is part  of a team project or a program of research, ownership may 
be attributed to more than one individual (student, staff, faculty) according to a written 
agreement signed by  all parties who contributed to the work, regardless of the duration of the 
project or program.

d) For rights to authorship on papers, books or reports prepared by faculty, there must be a 
significant intellectual and creative contribution to the work and there must be a sharing of 
responsibility and accountability for the content of the work by students.
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e) Before a work is submitted for publication, a student co-author must have the right to review 
and approve the draft manuscript, including the order of authorship.

f) For a subsequent work based primarily on the student's own dissertation/thesis/research 
paper/cognate essay/case/musical composition, the student should have the right  of first 
refusal to senior authorship, regardless of whether the final copy of the work is prepared by 
the student or the professor. Second authorship for a professor is not  required, nor should it 
be expected, if the professor mainly  provides encouragement, physical facilities, financial 
support, critiques, or editorial contributions. In these cases, a footnote acknowledging 
assistance or a contribution may be sufficient.

g) Where the research of a student and a professor results in an invention which may be 
patentable, a memorandum of agreement should be written and signed, with the assistance of 
the Office of Research and/or lawyers for all parties. In this agreement, the rights of the 
student, the professor and the university should be identified.

6.3.2.  Dispute Resolution
Any dispute with respect to the ownership or use of intellectual property created while a student 
should be dealt with promptly, in accordance with the following procedures.

a) First, attempt to resolve the matter by  discussions with all parties involved in the creation of 
the work, e.g., faculty member(s), other students, former students, staff, etc. who previously 
contributed to the work.

b) If the above procedure does not resolve the matter to the satisfaction of the student or 
alumnus, submit concerns, in writing, with evidence, to the dean of Graduate Studies, who 
will strive to serve as an informal mediator to resolve the dispute.

c) The dean, if unable to resolve the matter, will establish an ad hoc committee of inquiry 
(comprised of two senior faculty, one to serve as chair, and one graduate student, all from 
outside the academic sub-unit(s) or department(s) involved) to review the evidence and 
recommend to the dean, how the matter can be resolved, including a recommendation that the 
university take disciplinary action against a faculty member or against a student for a 
malicious or fraudulent complaint.

d) The recommendation(s) of the committee will be forwarded by  the dean to the vice-
president: academic for action.

e) Any disciplinary action taken against a full-time faculty  member shall be subject to the 
provisions of the collective agreement between Wilfrid Laurier University and the Wilfrid 
Laurier University Faculty Association.

6.3.3. Style Guide And Equity In Communication Guidelines
To promote and encourage increased quality, consistency and clarity in all written 
communications within Laurier, a style guide was approved by the Senate and Board of 
Governors in December 2001. Students, staff and faculty are encouraged to consult and use this 
guide, as well as the two reference guides recommended on page one of the style guide.

6.4. Principles In The Use Of Information Technology

11/08/09 Graduate Program Policies (P. Bryden) Page 31 



This policy  is presented to provide guidance and assistance to all members of the Wilfrid Laurier 
University  community who provide and use information technology in the conduct of study, 
research, teaching and administration. It is based on the premise that all members of the WLU 
community act in a responsible and professional way.

University information technology  facilities include computing devices and associated 
peripherals, portable computers, communications infrastructure and related equipment, facsimile 
machines, scanners, copiers, telephones, video and other multimedia devices and all forms of 
software. Such resources and tools are made available to faculty  and staff in support of their 
teaching, research, and administrative activities and to students in support of their respective 
academic objectives and requirements. Their use is circumscribed by this policy, the code of 
student conduct and discipline, the harassment/discrimination policy, the Ontario Human Rights 
Code, the Copyright Act of Canada, the Criminal Code of Canada, and other applicable 
legislation.

6.4.1.  Principles
a) The hardware and licensed software available at WLU are intended for use by the Laurier 

community. Use of these resources by anyone outside WLU requires approval from the office 
of the executive director of Information Technology Services. Users shall not  disclose 
confidential passwords, access codes, account numbers or other authorization assigned to 
them.

b) Users of information technology are expected to use the systems in a manner that  preserves 
the privacy  of others. Users shall not attempt to gain access to the files or directories of 
another user without clear authorization from the other user. Users shall not attempt to 
intercept any network communications, such as electronic mail or user-to-user dialogue. 
Users must not attempt unauthorized access or otherwise interfere with computing and 
communication installations external to Wilfrid Laurier University using Wilfrid Laurier 
University computing or communication facilities.

c) Activities engaged in by  users with the intention of interfering with or altering the integrity 
of computing or communication systems at WLU are unacceptable. Such activities include 
unauthorized use of accounts, impersonating other individuals in communications, attempts 
to capture or decode passwords or encryption, and destruction or alteration of data or 
programs belonging to other users. The willful introduction of computer viruses into the 
WLU computing environment or other environments via the WLU network is unacceptable. 
The intention to restrict or deny access by legitimate users to the system is unacceptable.

d) Damage, destruction or theft of hardware, software, data or related equipment is 
unacceptable.

e) Users must not attempt to access or copy the programs and information belonging to or 
licensed to Wilfrid Laurier University or to other users unless they  have proper authorization 
to do so. Programs and data may not be moved from one computing system to another 
without permission. Users are reminded that this applies equally to both microcomputer and 
mainframe software. The terms and conditions in software licenses vary considerably. The 
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onus is on users/owners to familiarize themselves with their responsibilities and abide by 
limitations under each agreement.

f) Users must  use computing and communication facilities and services only for the purposes 
for which they were authorized. Specifically, instructional, research and administrative 
accounts must not be used for private consulting or sold to other individuals; use of any part 
of the computing facility for direct personal financial gain (except for appropriate contract 
and external accounts) or to provide free resources for unauthorized purposes is not allowed. 
When outside professional activities of users would involve the use of the university's 
computing and communication facilities, approval shall be obtained from the office of the 
executive director of Information Technology Services and charges shall be at the prevailing 
rate (unless the office of the executive director of Information Technology Services agrees to 
waive all or part of the charges).

g) Users must be sensitive to the public nature of shared facilities and must not print or display 
on screens in such locations images, sounds or messages which are likely to create an 
atmosphere of discomfort or harassment for others.

h) Users must not use computing and communication facilities to send, print or display obscene, 
vulgar or harassing messages. Every  user bears the primary responsibility for the material he 
or she chooses to access, send or display. The facilities may not be used in any manner to 
create, send or display material which contravenes relevant policies or statutes. Users are 
directed to the provisions of the Ontario Human Rights Code and the Criminal Code of 
Canada for assistance in determining whether any images, sounds or messages may be 
considered harassing or obscene. Further assistance in this regard may be obtained from 
Laurier's harassment/discrimination coordinator or the Ontario Human Rights Commission.

i) Users who violate these principles will be subject to disciplinary action as outlined in the 
disciplinary  procedures. Users unsure of whether their intended use of the university's 
information technology violates these principles should consult with the office of the 
executive director of Information Technology Services.

6.4.2 Procedures for Dealing with Infractions to the Principles in the Use of Information 
Technology
It is the responsibility of managers to make sure their employees are aware of the Principles in 
the Use of Information Technology Policy.  Managers are responsible for implementing this 
policy in their areas. Information Technology Services will provide expertise and advice as 
required.  Information Technology Services is responsible for initiating disciplinary procedures 
for violations using the university's networked or centralized systems, including computer labs 
and e-mail.

When it appears that a user is not fully aware of the policy, it is recommended that the 
appropriate section of the policy should be brought to their attention by either their manager or 
Information Technology Services.  Offenses which are violations of criminal and/or civil law 
may result in immediate loss of all privileges and will be reported to the appropriate university 
and law enforcement agencies.
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Violations will result in the following disciplinary steps if the individual is not subject to 
disciplinary procedures specified elsewhere.

a) A warning to cease the behaviour. At the individual's request, a meeting will be held to 
review the violation, discuss the warning and allow the individual an opportunity to respond.

b) Continued violations will result in either a restriction in access to the facilities or a complete 
suspension of access to the computing facilities. This restriction may  be in effect for the 
equivalent of one full academic term and may span academic years. The appropriate 
department heads and deans will be notified.

c) In the process of investigating possible violations, Information Technology Services may 
temporarily suspend access to facilities.

d) In extreme cases of abuse or if major damage has occurred, the process will be accelerated.

6.5.  Sexual Harassment Policy
WLU is committed to providing an environment for study, teaching, research, work and 
recreation for all members of the university community  that is supportive of professional and 
personal development and free from sexual harassment. As such, the university  does not condone 
behaviour on campus that may undermine work relationships or academic achievement and by 
this policy declares that it will not tolerate any form of sexual harassment.

Sexual harassment is any conduct of a sexual nature such as, but not limited to: sexual abuse, 
verbal abuse or threats, unwelcome sexual invitations or requests, demands for sexual favours, or 
unwelcome and repeated innuendos or taunting about a person's body, appearance or sexual 
orientation.

Harassment can occur when such conduct 1) is used as a condition of academic status, grades, 
etc., 2) interferes with the student's academic performance or 3) creates an intimidating and 
hostile or offensive academic environment.

6.6  Race Relations Policy
Wilfrid Laurier University shall adhere to the principles of the Ontario Human Rights Code and 
will continue to recognize and respect the racial, ethnic, religious and cultural diversity of our 
society and will, to the best of its ability  and in its policies, adhere to the Code in its dealings 
with students and employees and others who may be associated with the university community.

6.7  Records And Confidentiality
Information received by the university  in support of an application for admission, all academic 
and other records, and all examination papers and other material submitted by students as part of 
their course work at the university, shall be considered the property of the university. Exceptions 
may be approved by the appropriate dean. As a general rule, all such materials, except for final 
examination papers and documents submitted in confidence on behalf of a student, may be 
returned to the student. Graduate students retain the right to publish an approved thesis or 

11/08/09 Graduate Program Policies (P. Bryden) Page 34 



dissertation. Materials supplied to students, such as lecture notes, course outlines, or class 
handouts, etc., shall not be sold or reproduced without the consent of the university.
Access to students' records, and release of information concerning student  records, shall be 
governed by the general law and by the university's policies with respect thereto.
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