Checklist for Project Defense

This checklist is to be used as a guide. There may be additional tasks / forms required, it is the student’s duty to ensure all forms and procedures are followed. Please also give the department and supervisors a few days ‘wiggle room.’
STUDENT: __________________________________________________________
Application for Graduation submitted (Student to GARO (copy to SOCW) within the term of planned completion): _____________________________
Before Defense: (link to all forms for completion) 
http://web.uvic.ca/gradstudies/pdf/Non-thesis%20Oral%20Notification%20FORMMar2011.pdf 

1)
Check CAPP Report for completeness 
(1 week prior, student to request from MSW Program Advisor) _____________________

2)
Identify the Chair (Supervisor)  ______________________________

3)
Room Booking (Student or Grad Sec)       _______________________________________

4)
Request for Oral Examination form (copy to file) (original to FGS 10 working days prior)(Student)









__________________________

· W/ copy of Ethics Certificate if applicable (Student)  
__________________________

· One copy of project to SOCW (student)
(SOCW will provide to Chair)________________

· No copy required for FGS

5)
One copy of project to SOCW for review (1 week prior) (student to Grad Sec by e-copy): _______

6)
Create and post Announcements within SOCW
(GRAD SEC) _____________________________

At Defense:

1) Chairs report will go directly to GARO
Chair: _________________________________________________________________________

2)
Student to sign final CAPP (under direction of the Supervisor) ____________ ________________

After Defense: 
Delivered by student by the deadline (convocation or term deadline):
1) Fill out the Partial Copyright License form and return it to your MSW Graduate Secretary, Jaime Ready (bswmsw@uvic.ca) 

http://web.uvic.ca/gradstudies/pdf-GARO/PartCopyLic.pdf 

2) Email your final project to bswmsw@uvic.ca in PDF. 

Please note: 

· Be sure your file name is in the following convention: LastName_FirstName_Degree_CopyrightYear.pdf
· Your project should not include the following: student number / any signatures /ethics form (do not include) 

3) Final CAPP Report with Recommendation for MSW Letter (signed and copied for file) (under the direction of the supervisor – Grad Sec will produce)                     ________________

Updated November 2011

