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AUTHOR NOTE 

This document was prepared by the Graduate Program Co-ordinator, Office of 

Research and Graduate Programs, Faculty of Education, University of Regina.  

We welcome and encourage users of the guide to contact our office with any 

comments, concerns, corrections, or questions. Please address correspondence about 

this guide to:  

Office of Research and Graduate Programs 
Faculty of Education 
University of Regina 
REGINA SK  S4S 0A2 
CANADA 
 
Phone: (306) 585-4502 
E-mail: edgrad@uregina.ca   
 

This document is a guide only. Please refer to the Graduate Academic Calendar as 

the official record of the policies and procedures of the Faculty of Graduate Studies and 

Research. https://www.uregina.ca/gradstudies/current-students/grad-calendar/index.html 

students in other degree programs should seek the assistance of their Academic Unit or 

the Faculty of Graduate Studies and Research. 

Please note: An “author’s note” is not usually part of, nor is it necessary for, a project 

report.  Because an author’s note isn’t required we have excluded it from the pagination 

and Table of Contents of this Guide to make easier for students who wish to use the 

Guide as a template to create their own Report (by simply deleting this page). 
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ABSTRACT 

The abstract is a concise summary of the project report that will allow future readers to 

briefly survey the contents of your report. The abstract should include a brief description 

of the project, procedures followed, and summarize any conclusions you reached. An 

abstract for a project report must 

 be “written as a single paragraph without indentation of the first line” (American 

Psychological Association, 2020, p. 38); 

 be maximum 250 words, double-spaced; 

 not contain any tables, graphs, or illustrations; and  

 include a list of three to five key words to aid the University Library in cataloging 

your abstract and readers in locating your report.  

For example:  

The Guide for Projects and Project Reports was created as a support document to assist 

students in the project route of an Education graduate program at the University of 

Regina.  

Key words: project, project report, APA style 
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“Not having learned it is not as good as having learned it; having learned it is not as 
good as having seen it carried out; having seen it is not as good as understanding it; 
understanding is not as good as doing it. The development of scholarship is to the 
extreme of doing it, and that is its end and goal. He who carries it out, knows it 
thoroughly.” 

Xun-zi (Xun Kuang), The Works of Hsüntze, Book 8 

 
1. INTRODUCTION 

The project is designed for students who want a combination of academic and work-

based learning to complete the requirements for their Master of Adult Education and 

Community Engagement (MAECE), Master of Education (MEd), Maîtrise en éducation 

française (Med), Master of Human Resource Development (MHRD), or the Master of 

Indigenous Education (MIED) degree programs. The project consists of a combination of 

course work and a 6.0 credit hour project. The project component occurs in the latter 

stage of the student’s program when all of the compulsory (required) courses and most or 

all the elective coursework are complete. The nature and scope of the project portion of 

the program is carried out under the direction of a faculty supervisor and with the 

approval of the Faculty of Education, Office of Research and Graduate Programs 

(EdGrad).  

1.1 What is a project? 

A project is a written study or work normally related to some specific practical, 

operational or field-based issue, question or problem in education or in a situation of 

educational significance.  For example, a project may select and combine elements of 

existing knowledge in producing educational materials for particular interest or target 

groups; use existing knowledge in identifying and framing/clarifying a local educational 
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concern or need; describe and propose modifications to a current educational policy or 

practice; explore practical implications of a new policy; develop a specific curriculum 

unit or curriculum model, etc. 

A project is generally composed of two parts. The second part is, for lack of a better 

term, an artefact; for example, a policy paper, a curriculum unit, a manual, a handbook, 

etc. The first part is the theoretical justification for the artefact. For example, a student 

may decide that his or her school should have a student handbook and that his/her project 

will be to produce this resource. The theoretical portion of the project paper would begin 

by explaining why this handbook would be a valuable contribution to the operation of the 

school. The theoretical portion would then summarize and synthesize what the academic 

literature tells us about student handbooks, for example, what should be included and 

what should not, etc. This section might also include a discussion evaluation of a 

selection of student handbooks from similar schools in Saskatchewan. Finally, using the 

knowledge gained from theory (the academic literature) and practice (examples from 

other schools), the paper would describe what an ideal handbook for a school with these 

characteristics should look like. The handbook itself would be the “artefact” referenced 

above. The project does not include original research; however, it does use existing 

research findings. 

The above represents only one example; several formats and styles are suitable for 

project work including those of a major essay, report, review, survey, and handbook or 

resource manual. A project may involve one or more of the following activities: 

 Descriptive study 
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 Developmental study 

 Case study 

 Modification or refinement of a curriculum, program, instrument, or technique 

 Applied historical, philosophical, or social-anthropological study 

 Evaluation of a specific program, policy, practice, or procedure 

 Syntheses or reviews of selected educational research 

 Surveys of roles, procedures, guidelines, etc. 

 Compilations, classifications, documentation 

 Website or application software 

1.2 Project and Thesis Differentiated 

A project differs from a thesis in several respects. Projects are not meant to be 

formal research undertakings that lead to the generation of new knowledge although 

aspects of formal research may be required in some cases.  A project is generally 

narrower in scope and more practical in intent than a thesis.  It requires neither the 

same degree of theoretical underpinning nor the more extensive treatment of such 

matters as literature review, statistical analysis (if applicable), interpretation of 

results/findings (if applicable) or integration of findings of other studies, as typically 

found in a thesis. A project report is a shorter work, not more than 40 - 50 pages of 

double-spaced text, excluding appendices.  Given these differences and the 

substantially fewer credit hours for projects – 6.0 instead of 15.0 for a thesis – it is 

incumbent on students and supervisors to see that project work is kept within the 

more limited guidelines spelled out above. 
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2. SEQUENCE OF STEPS FOR THE PROJECT 

The steps listed are a general sequence of events followed in project work: 

1. Students must consult with their faculty supervisor prior to beginning, and at each 

step of, their project work. Students should discuss potential project topics with 

the faculty supervisor as part of discussions about choosing electives in context 

of student learning goals, (see Appendix A Submission Deadlines). 

2. Prior to beginning any work on the project, students write a project proposal; the 

format and content of the proposal is entirely up to the supervisor (see Appendix 

B Project Proposal Sample). The EdGrad office does NOT require a copy of the 

project proposal. 

3. When the student and supervisor have reached an agreement that work on the 

project may begin (usually after all courses are complete) the student and 

supervisor must complete a Project Hours Activity Agreement (see Appendix 

C). Master’s students are allotted 6.0 credit hours in which to complete the 

project requirements:  

ED 900  

3.0 credit 

hours 

Work with your project supervisor to create a project proposal, 

complete your literature review, submit your application for 

Research Ethics Board approval (if required), and complete the 

actual work of the project. Begin to write your project report (see 

Appendix D Project Report Outline Sample and Appendix E 

Project Report Title Page). 

ED 900  

3.0 credit 

hours 

Continue to write your report; submit early drafts to your project 

supervisor. Work with your supervisor and committee on 

subsequent drafts of your report. The student, supervisor, and 

committee are ultimately responsible for ensuring the report meets 

the requirements for academic writing in Education. 
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4. When the faculty supervisor is satisfied with the project report, s/he will sign off 

on the Project Committee Release form (see Appendix F), nominate an External 

Reader (see Appendix G Nomination of External Reader form) and submit and a 

copy of the report to the Faculty of Education, Graduate Program Co-ordinator, 

Education Building room 355 (see Appendix A Submission Deadlines). 

5. The External Reader reviews and either  

1.    Pass and the candidate may proceed to approval by the Associate Dean of Research and 
Graduate Programs in Education without correction or revision. 

2.    Pass with minor corrections and the candidate may proceed to approval by the Associate 
Dean of Research and Graduate Programs in Education when these minor corrections have 
been completed and approved by the supervisor (and External Reader, if required). 

3.    Pass with revisions and the candidate may proceed to approval by the Associate Dean of 
Research and Graduate Programs in Education when these revisions have been completed
and approved by the supervisor (and External Reader, if required). 

4.    Fail and the student may not proceed to approval by the Associate Dean of Research and 
Graduate Programs in Education until the project has been rewritten and resubmitted. 

 

6. When the faculty supervisor has confirmed the changes are complete, student will 

submit one electronic copy of the project report and Permission to Use form to 

the EdGrad office by e-mail to edgrad@uregina.ca .  

7. The EdGrad Office will forward the necessary completion paperwork to the 

FGSR for approval. 

8. (Optional) Student and faculty supervisor may decide to present the project in a 

seminar to the Faculty of Education, at the project site, or within the community. 

9. The student must apply for graduation by the appropriate deadline. 
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3. PROJECT SUPERVISION 

3.1 The Faculty Supervisor 

The faculty supervisor shall be knowledgeable about the proposed area of the 

project work and must be accredited by the Faculty of Graduate Studies and 

Research.  Students may approach members of Faculty of Education directly, or may 

consult with the Chair of their Subject Area and the Associate Dean of the Faculty of 

Education. The faculty supervisor is the student’s primary contact and source of 

guidance concerning the nature and scope of the project work.  The faculty supervisor 

is responsible for reading and evaluating the student’s final report and for ensuring 

that any revisions are completed in a timely manner. The main responsibilities of a 

project supervisor are to: 

 If necessary, find a qualified person to serve as a committee member 

 Discuss and explore project topics with students and advise them on the project 

proposal 

 Inform students of respective roles and responsibilities of the student and 

supervisor (and, if appropriate, committee member[s]) 

 If necessary, guide students choices of remaining electives 

 Guide students in obtaining REB and other types of permission as needed 

 If necessary, call and chair meetings of the project committee 

 Ensure that writing and scholarly standards are consistently upheld 

 Ensure the work is kept within the restricted scope appropriate for projects 
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 Establish time-lines for submission of drafts, revisions and final draft; during both 

terms in which a student must register for project hours, the student and 

supervisor must complete and submit a “Project Hours Activity Agreement” (refer 

to Appendix C) to the EdGrad office 

 Ensure the student receives timely, constructive feedback to submitted drafts 

 Sign (and, if appropriate, obtain the signature[s] of committee member[s]) the 

Project Committee Release (refer to Appendix F) 

 Nominate an External Reader (refer to Appendix G) 

 Ensure that revisions to the project report required by the External Reader are 

completed in a timely and satisfactory manner 

3.2 Project Committee 

Effective Fall 2012, unless the project supervisor is from outside the student’s Subject 

Area, additional committee member(s) are not required. Otherwise committee member(s) 

are at the discretion of the project supervisor. Selection of the committee member is 

chosen for his/her expertise and interest in a student’s topic.  The member must be 

approved by the Associate Dean, Research and Graduate Programs, Faculty of Education 

and must also be accredited by the Faculty of Graduate Studies and Research. 

The project supervisor (and, if appropriate, committee member[s]) and student should 

meet regularly to discuss matters related to writing the project report. The frequency of 

meetings are at the discretion of the supervisor, but should be scheduled at least twice in 

each term in which the student is registered for project hours. Additional meetings may 

be held at the call of the supervisor, at the request of the committee member(s), at the 
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request of the student, or at the call of the Associate Dean, Research and Graduate 

Programs, Faculty of Education. 

3.3 External Reader 

The External Reader (ER) is nominated by the supervisor and approved by the 

Associate Dean, Research and Graduate Programs, Faculty of Education.  The ER must 

have relevant knowledge or understanding of, and interest in, the project topic.  ERs need 

not come from outside the Subject Area.  Prior to nominating an ER the supervisor must 

contact this person to ensure that s/he is available and willing to serve as an ER. 

External Readers are responsible for a careful, independent examination of the project 

report and complete an overall evaluation of it on a pass/fail basis.  The evaluation form 

is to be signed and dated by the ER and returned directly to the EdGrad office in a timely 

manner.  The ER may request to see any final revisions before finally approving the 

project. 

There should be no contact between the ER and supervisor (and committee 

member[s]) during the evaluation period.  When the EdGrad office receives the ER’s 

evaluation of the project report, it will distribute copies to the supervisor and student and 

notify them of the next steps. 

 

4. SELECTING AND DEVELOPING A PROJECT TOPIC 

Ideas for project topics may arise from any of several sources/contexts including 

coursework, personal interests, reading, and discussions with faculty members. The 

topic’s significance or usefulness for the field, the degree of interest or commitment 
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by the student, whether the topic fits the more limited scope of project work, and 

whether it can be completed within the allotted time, are all critical considerations in 

selecting a topic. 

Students are required to prepare a project proposal in close consultation with a 

supervisor (and, if appropriate, committee member[s]), recognizing that it may be 

necessary to complete several drafts before an acceptable proposal can be agreed 

upon.   

Students are expected to inform supervisors of their progress and submit interim 

drafts of the work and necessary revisions in keeping with a mutually agreed upon 

schedule. The Supervisor (and, if appropriate, committee member[s]) must approve 

the proposal before actual work on a project may begin. Any project requiring the 

participation of human subjects, and consequently, informed consent of subjects, 

must have ethical approval from the University of Regina Research and Ethics Board. 

Students need to consult their Supervisors when completing the ethics approval 

forms; refer to Chapter 6 for more information. 

Research requiring access to outside institutions such as schools and social 

service agencies must receive written permission from a recognized authority from 

that institution. Approval to access outside institutions must be sought using the 

Faculty of Education’s protocol, in consultation and collaboration with the Office of 

the Director of Professional Development and Field Services. 
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5. THE PROJECT PROPOSAL 

The purposes of a proposal are: (a) to help students clarify and organize their 

thinking about a topic and ways of proceeding with it and (b) to provide a simple but 

comprehensive outline of the intended work and its methodology for the project 

committee to consider. The initial proposal is worked out under guidance and 

direction of the supervisor.  A proposal should address the following points: 

• What, exactly, is the project about? 

• Why is the project significant or worth doing? 

• What are the central concepts/ideas/themes? 

• What form will the project take (a report, survey, resource booklet, etc.)? 

• What methods or approaches will be used? 

• What will be the major sources of materials/data? 

• What are the anticipated implications/uses of the project? 

• What will the final “product” or “artefact” look like? 

 

6. RESEARCH ETHICS APPROVAL 

If any aspect of the field-based work involves research with human subjects, then 

ethics approval from the University Ethics committee must first be obtained. In 

completing ethics forms, students should work closely with their Faculty Supervisor. 

Research Ethic Board applications are available at 

https://www.uregina.ca/research/for-faculty-staff/ethics-compliance/human/index.html 
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7. EVALUATION OF THE PROJECT 

The faculty supervisor is responsible for evaluating student performance throughout 

the project. During the work of the project students are registered in ED 900 Project 

Hours, which are graded on a Credit/No Credit basis. Graduate students must achieve a 

grade of 70% or more in order to receive credit for normal graded courses or pass or 

credit for courses with a different grading mode. Students who either don’t complete the 

work as outlined in their signed Project Hours Activity Agreement or who submit work 

that doesn’t meet the standard required of graduate students will receive a grade of “N” 

(No Credit for Hours Shown) which is a failing grade and will be required to repeat the 

hours or may even be required to transfer out of the project route into the course route to 

complete their degree program.  

https://www.uregina.ca/gradstudies/current-students/grad-calendar/grading-

system.html#gradingsystem  

8. THE PROJECT REPORT 

All project students are required to submit a comprehensive written report based on 

the experience of their project, please refer to Appendix D for a sample outline. A project 

report must convincingly demonstrate the student’s ability to write well and to select, 

organize, and use educational knowledge and ideas confidently. And while the report 

must be reviewed by an External Reader, there is no defense or seminar associated with 

the report.  

The report must satisfy the general standards of scholarly writing as set by the Faculty 

of Graduate Studies and Research and Faculty of Education. These standards include: 
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 clarity of purpose and rationale 

 coherence and logic of organization 

 clarity, cogency and suitability of expression 

 soundness of sentence and paragraph construction 

 accuracy and completeness of sections 

 appropriateness of conclusions or recommendations (if applicable) 

 accuracy and completeness of bibliography, appendices (if applicable) 

Academic documents submitted to fulfil a requirement of the degree program (for 

example, the report) must adhere to the most recent edition of the Publication Manual of 

the American Psychological Association except where alternate instructions exist in the 

Faculty of Graduate Studies and Research (FGSR) “A Guide for Thesis Preparation” 

https://www.uregina.ca/gradstudies/current-

students/Thesis_and_Defense/Writing/index.html  .  

Specific FGSR guidelines include: 

 format of the title page: refer to Appendix E 

 order of the pages must be: Title Page, Abstract, Acknowledgement, 

Dedication, Table of Contents, List of Tables, List of Figures, List of Plates, 

List of Appendices, List of Abbreviations, Body of the Report, List of 

References, Appendices 

 length of abstract: may not exceed two double-spaced pages, including key 

words 
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 length and content of acknowledgements: may not exceed one double-spaced 

page and is limited to acknowledge supervisor, committee members, faculty, 

staff, fellow students/colleagues, as well as scholarships and awards 

 length and content of dedication: thanks to family and friends may not exceed 

one double-spaced page 

 font: Times, Times New Roman, Arial, or Courier at least 12 point font are 

recommended for main text; smaller font may be used for footnotes, graphs, 

etc.) 

 margins: 1.5 inches on left and 1.0 inch (including page numbers) at top, right, 

and bottom 

 references: may only include works cited in the text of the report 

 appendices: if your project involved research with human subjects you must 

receive University of Regina Research Ethics Board approval and the 

approval form must be included in the appendices 

For general guidelines on report writing and format, students should consult the most 

recent edition of the Publication Manual of the American Psychological Association, 

noting in particular the protocols for quotations, references, tables or charts, bibliography 

and appendices. 

The accepted length of a project report is in the order of 40-60 pages (excluding 

appended material).  
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9. HOW TO FORMAT YOUR REPORT 

All the rules and regulations regarding the proper formatting of project reports for 

graduate programs in Education come from two documents: the first is the Guide for 

Thesis Preparation by the Faculty of Graduate Studies and Research (hereafter referred 

to as the FGSR Thesis Guide) and the second is most recent edition of the Publication 

Manual of the American Psychological Association (hereafter referred to as the APA 

Manual). For the most part, the FGSR Thesis Guide concerns itself with the basic format, 

general arrangement, paper, and print quality of your report, while the APA Manual 

should be referred to for matters of style, spelling, grammar, and scholarly writing within 

Education. When referring these documents, you may notice that contradictory 

instructions exist, for example, the FGSR Thesis Guide lays out a specific format for a 

separate title page, while a separate title page is not specifically required by the APA 

Manual. When the APA Manual contradicts the FGSR Thesis Guide always defer to the 

instructions provided in the FGSR Thesis Guide, for example, your report must have a 

separate title page.  

9.1 Using Microsoft Word® to Format Your Report 

Although there are a variety of commercial and free word processing programs 

available, and you are certainly free to use whatever program you are comfortable with to 

write your report, the most common commercial word processing program is Microsoft 

Word®. This guide was written using Word 2013, and was created with the format 

required for submission of a report. Although this document is not set up as a Word 

Template, you may choose to save a copy of this document onto your computer and 
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simply re-type over with your own information. The following are a few tips on using 

Word 2013 to format your report. 

9.2 Next Page Section Breaks 

The FGSR Thesis Guide requires that your report be divided into three different page 

number sections:  

1. The title page is the first section and is not numbered and has no header.  

2. The front matter (which includes everything from the abstract through the list of 

abbreviations) is the second section and is numbered with lower case Roman 

numerals (e.g. i, ii, iii…)  

3. The actual text of the report is the third section and is numbered with Arabic 

numerals (e.g. 1, 2, 3…) located at the top right-hand side of the page.  

Controlling the page numbers in these three different sections is easy if you use a 

feature in Word called “Next Page Section Breaks”. Section breaks control the format 

and style of the pages that precede the break, which allows you to enter different 

information into the various Headers and Footers in your document (for example, no page 

numbers on one page, lower case Roman numerals on certain pages, and Arabic numerals 

on the remaining pages).  

To insert a Next Page Section Break 

1. left click at the end of the page where you want to insert the break 

2. on the Page Layout tab, in the Page Layout Section, click Breaks 

3. click on Next Page in the Section Breaks menu.  

The page (or pages) before that break are now contained within their own section. 
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9.3 Headers and Footers 

The header and footer are where you can locate your page numbers. You may not 

have a header (aka “running header”) on the Title Page.  

9.4 Headings 

Word allows users to create styles for their Headings, which makes it easier to use the 

insert Table of Contents feature 

 

10. EVALUATION AND DISTRIBUTION OF THE REPORT 

Students are responsible for completing their project report in a timely manner in the 

semester immediately following completion of the project.  The report must pass through 

several levels of approval prior to final submission to the Faculty of Graduate Studies and 

Research for graduation: 

1. The faculty supervisor must review the draft report. 

2. When the faculty supervisor and, if required, committee members are satisfied 

with the project report they must sign the Project Committee Release form 

(Appendix F). 

3. The faculty supervisor must also complete the Nomination of External Examiner 

form (Appendix G) 

4. The faculty supervisor will submit one clean unbound copy of the report and 

signed forms to the Faculty of Education, Graduate Program Co-ordinator, 

Education Building room 355. 

5. The Graduate Program Co-ordinator will review the report to ensure it meets 

FGSR and APA submission requirements and, if necessary, request changes prior 

to sending it to the External Examiner for review. 
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6. The Graduate Program Co-ordinator will e-mail the results of the review and a 

copy of the Permission to Use form to the faculty supervisor. 

7. The student will work with the faculty supervisor to make the changes, if needed. 

8. When the faculty supervisor has confirmed the changes are complete, student will 

submit one electronic copy of the report and Permission to Use form (Appendix 

H) to the EdGrad office by e-mail to edgrad@uregina.ca .  

9. The EdGrad Office will forward the necessary paperwork to the FGSR for 

approval and will submit the electronic copy of the report for inclusion to the Dr 

John Archer Library. 

10. The student will apply for graduation by the appropriate deadline. 

From submission of the final draft report through final confirmation that the report is 

complete (steps 4 through 8 above) takes approximately four weeks, please refer to the 

submission deadlines (Appendix A) prior to submitting the final draft copy of the project 

report to the Office of Research & Graduate Programs in Education is: Students who 

don’t submit their report by the deadline may have to reapply for a later convocation, and 

may be subject to maintenance of status fees. 

Copies of previous reports are held in the Dr John Archer Library.  Students are 

welcome to review previous reports to use as a reference guide as they write their own. 
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APPENDICES 

APPENDIX A  
SUBMISSION DEADLINES 

 

Deadlines for Projects 

To meet the registration, end-of-term, and graduation deadlines set by the University 

each term (and avoid late registration and maintenance of status fees) our office must 

receive your paperwork by the following deadlines: 

Term in which you want to 
start or continue your 
project: 

Fall Winter Spring/Summer 

Project Hours Activity 
Agreement due by: 

August 1 December 1 April 1 

Term in which you want to 
submit your project report 

Winter Spring/Summer Fall 

Project report and Certification 
of Project Work is due by:  
(see Note 2 below) 

March 31 July 31 November 30 

 
Important notes regarding the above deadlines:  

1. Students must have met with their faculty supervisor to discuss their project 
PRIOR to submitting the Project Hours Activity Agreement to the EdGrad office. 

2. The faculty supervisor must have reviewed the project report and have signed off 
on the Certification of Project Work form PRIOR to submitting it to the EdGrad 
office. 

The above deadlines apply only to a reasonable expectation of completion before the end 
of the term in which the project report is due; please contact the EdGrad office for earlier 
submission dates if you want to meet an earlier convocation deadline. 
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APPENDIX B  
PROJECT PROPOSAL OUTLINE (SAMPLE) 

 
1. Title  

2. Intro to participants (student, supervisor, and committee members, if required) 

3. Introduce the project – description of the problem, significance, central 
concepts/ideas/themes, and why the project is worth doing? 

4. Review of relevant literature 

5. Method: 

 What activities will you carry out?  

 What form with the project take? What will the final “artefact” look like? 
(Will it be a manual, report, survey, resource, curriculum guide, website, etc.) 

 Ethics review (if required) 

 Literature review – what are the sources or materials/data? 

 Projected timeline to complete the project activities 

6. Anticipated Learning Objectives – what are the anticipated implications/uses of the 
project? 

7. Evaluation (must clearly define how the student and supervisor will evaluate the 
project) 

8. Sample Release Forms (if required) 

9. References 
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APPENDIX C:  
PROJECT HOURS ACTIVITY AGREEMENT 

 



  

Faculty of Education, University of ReginaLast updated: Wednesday, January 8, 2020 1 

Project Hours Activity Agreement 
See reverse (page 2) for instructions. 

Term:  Student ID Number 

Y E A R FALL (Sept. – Dec.)             

Y E A R WINTER (Jan. – Apr.)  University Student E-mail Address 

Y E A R SPRING/SUMMER (May – Aug.)                                                     @uregina.ca 
 

Student Last Name Student First Name 

  
 

Brief description of work to be completed towards project this term: 

 

 

 

 

 

 

 

Student Signature 

 
Date Signed 
 

Faculty Supervisor Signature 

 
Date Signed 
 

 

Faculty of Education, Office of Research and Graduate Programs in Education Use Only 

CRN:  ED 900 -  Date SFASRPO Approval entered: 
  

Date E-mailed Student RE instructions:   

Distribute Copies:  Copy to Faculty Supervisor  

 Original to Student File Stamp Date Received 
 

Instructions follow on reverse (page 2). 



 

 
 

Project Hours Activity Agreement Instructions 
The purpose of this agreement is to document the activities you will complete to obtain credit from 
your faculty thesis supervisor for your project hours in the term specified. This form must be 
completed and signed by both the student and faculty supervisor both terms before registration in 
project hours will be permitted. 

To avoid late registration penalties, you must complete and sign this form in advance of the 
registration deadline. A list of deadlines for each term is available here: 
http://www.uregina.ca/student/registrar/registration/academic-schedule.html 

Registration deadlines are the student’s responsibility. 

When complete and signed, you can deliver the form in person to Education Building, room 236; 
fax it to 306-585-5387; or forward as a scanned e-mail attachment to edgrad@uregina.ca . When the 
agreement has been received, our office will enter the registration permission code on your student 
account and will notify you by e-mail with registration instructions for your project hours. 

 

Master’s Students: 

Master’s students are allotted 6.0 credit hours in which to complete the following project 
requirements: complete literature reviews, write project proposal, obtain Research Ethics Board 
approval (if required), complete the work of the project, and write the project report. Please 
consult with your faculty supervisor prior to beginning, and at each step of, your project work. 

The following is a sample outline of the work required to complete a 6.0 credit hour project: 

First 3.0 credit hours Work with your project supervisor to create a project proposal, 
complete your literature review, submit your application for 
Research Ethics Board approval (if required), and complete the 
actual work of the project. Begin to write your project report. 

Second, and final, 3.0 credit 
hours 

Continue to write your report; submit early drafts to your 
project supervisor. Work with your supervisor and committee 
on subsequent drafts of your report. Submit your final draft for 
approval, External Reader reviews the report, and complete 
any required changes required by the External Reader. 

As you can see from the above, if you are registered for 3.0 credit hours each semester (part-
time) it will take two semesters to complete a 6.0 credit hour Master’s project. Students who do 
not complete their project within the allotted hours will receive a grade of “No Credit” and will 
be required to re-register in their final project hours to complete their degree program. Please 
note: Students who “No Credit” in two terms may be required to discontinue (Academic RTD) 
for a period of not less than one year.  
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APPENDIX D:  
PROJECT REPORT OUTLINE SAMPLE 



 

 

PROJECT REPORT OUTLINE (SAMPLE) 

 

1. Title Page (must include: as outlined in the Project Guide) 

2. Abstract (must include: maximum two pages, double-spaced, must end with a list of 
keywords to facilitate automated information retrieval for the University Library) 

3. Acknowledgements (must include: maximum one page, double-spaced; consisting of 
formal acknowledgements, i.e. supervisor, faculty, staff, editors, fellow students, etc.; 
reference to scholarships, teaching assistantships, awards, etc.) 

4. Dedication (optional: maximum one page, double-spaced; to recognize the support of 
family, friends, and others who supported your work) 

5. Table of Contents (must include) 

6. List of Appendices (if there is more than one item in the appendices, there must be a list 
of appendices)1 

7. Body of the Report2 

7.1. Introduction: background, preparation 

7.2. Objectives: learning objectives, intent and purpose 

7.3. Overview: project structure and methods 

7.4. Project Observations: outcomes 

7.5. Summary and Conclusions (including future learning opportunities) 

8. References (must include)3 

9. Appendices (must include) 

 

                                            
1 The “front matter”, that is the Title Page, Abstract, Acknowledgements, Dedication, Table of Contents, and 
List of Appendices follow the same general arrangement as required by the Faculty of Graduate Studies and 
Research for a Thesis and are the accepted standard for thesis, project, and practicum reports within the 
Faculty of Education. 

2 The arrangement of items in this section is at the discretion of the Faculty Supervisor.  
3 The “end matter”, that is the References and Appendices, follow the same general arrangement as required 
by the Faculty of Graduate Studies and Research for a Thesis and are the accepted standard for thesis, 
project, and practicum reports within the Faculty of Education. 
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APPENDIX E:  
PROJECT REPORT TITLE PAGE 

Sample title page on following page.



 

 

PROJECT REPORT TITLE 

IF NECESSARY, CONTINUE TITLE ON THIS LINE 

 

 

A Project Report 

Submitted to the Faculty of Education 

In Partial Fulfillment of the Requirements 

For the Degree of Master of Education  

in  

Educational Administration 

University of Regina 

 

 

 

 

By 

First Middle Last Name 

Regina, Saskatchewan 

Month, Year 

 

 

 
© Year:  F. M. I. Last Name 
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APPENDIX F:  
PROJECT COMMITTEE RELEASE FORM 

 



 

 Last updated: Wednesday, January 8, 2020  

  
 

1.1 PROJECT COMMITTEE RELEASE FORM 
 

STUDENT:  

Degree Program:  

Project Title:   

The undersigned has/have read this draft of the project paper  
and find that it is acceptable for submission to the External Reader. 

SUPERVISOR(S):  

     
Supervisor Title, Name, Department, Level of Accreditation  Signature  Date 

n/a     
Supervisor Title, Name, Department, Level of Accreditation  Signature  Date 

     

COMMITTEE MEMBER(S) (OPTIONAL):  

n/a     
Title, Name, Department, Level of Accreditation  Signature  Date 

n/a     
Title, Name, Department, Level of Accreditation  Signature  Date 

 
 
 
 
 
OFFICE USE ONLY: 

The undersigned has received the External Examiner’s report and the corrected final version of the 
project report, and finds that all program requirements have been satisfied.  

DEPARTMENT HEAD (or Designate): 

Dr Twyla Salm     
Associate Dean, Research & Graduate Programs  Signature  Date 
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APPENDIX G:  
NOMINATION EXTERNAL EXAMINER FORM 

 



 

 Last updated: Wednesday, January 8, 2020  

  
 

NOMINATION FORM: EXTERNAL READER FOR PROJECT 
 

CANDIDATE’S FULL 
NAME: 

 

PROPOSED DEGREE:  

 

The following person is nominated for external reader for the above named student’s project report.   
The individual has been contacted and is willing to serve.   
The Project Release Form and one clean, unbound copy of the project are attached. 

 

NOMINEE FOR EXTERNAL READER 

NAME:  

TITLE:  

ORGANIZATION:  

CONTACT INFO  

RATIONALE FOR CHOICE:  

  

  

  

  

 

SUPERVISOR:    
 Dr XXXXXXX  Date 

CO-SUPERVISOR n/a   
   Date 
OFFICE USE ONLY: 

The undersigned approves the above-named External Reader.  

DEPARTMENT HEAD (or Designate): 

Dr Twyla Salm     
Associate Dean, Research & Graduate Programs  Signature  Date 
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APPENDIX H:  
PERMISSION TO USE FORM 

Sample form on following page.



 

 

 
 
 
 

PERMISSION TO USE MASTER’S PROJECT 
 
 

CANDIDATE’S 
FULL NAME: 

Project A. Student 

ACADEMIC UNIT: Education 

PROPOSED 
DEGREE: 

Master of Education in Educational Administration 

PROJECT TITLE: Project Title 

 

In presenting this project in partial fulfilment of the requirements for a graduate degree from the 
University of Regina, I agree that the Library of this University shall make it freely available for 
inspection.  I further agree that permission for extensive copying of the project for scholarly 
purposes may be granted by the professor or professors who supervised my project work, or in their 
absence, by the Head of the Department or the Dean of the Faculty in which my project work was 
done.  I also give permission for the digital version of my project to be made available on the web, 
via the University’s digital research repository, the Faculty of Education website, and also through 
web search engines.  It is understood that any copying, publication or use of the project or parts 
thereof for financial gain shall not be allowed without my written permission.  It is also understood 
that due recognition shall be given to me and to the University of Regina in any scholarly use which 
may be made of my material in my project. 

 

CANDIDATE 
SIGNATURE: 

   

 Project A. Student  Date 

 

FACULTY OF EDUCATION 

OFFICE OF RESEARCH & GRADUATE PROGRAMS 
Regina, Saskatchewan, Canada S4S 0A2 
Phone: 306.585.4502 Fax: 306.585.5387 
E-mail: edgrad@uregina.ca 
http://education.uregina.ca/edgrad/ 


