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This handbook provides standardized Royal Roads graduate studies guidelines as well as supplemental 
information on the thesis process specific to a degree program. Royal Roads policies and regulations take 
precedence over program guidelines. Individual program may adopt requirements that are stricter, but 
not less strict, than the university’s requirements governing the thesis process.  
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Royal Roads Theses 
 
Royal Roads University defines a thesis as follows:  
 
A thesis is a systematic study of a significant problem, issue, or phenomenon. The thesis demonstrates 
the ability to analyze existing research, collate or collect data and apply it in the context of an existing 
problem, issue, or opportunity. The result is a synthesis of theoretical and empirical information 
and/or recommendations for further action. The thesis identifies a problem or issue, states the 
research question, identifies major assumptions, explains the significance for the undertaking, 
grounds the research in relevant literature, sets forth the methods of gathering information, analyzes 
the data and offers a conclusion or recommendations based on the data and theoretical framing. 
Appropriate quality standards such as validity, reliability, or authenticity must be consistent with the 
selected research tradition and evident in tool development and data collection. The finished thesis 
evidences critical and independent thinking, subject expertise, appropriate organization and format, 
and thorough documentation. The thesis should constitute approximately 400 hours of effort by the 
student resulting in the awarding of 12 credits.  
 
A Royal Roads thesis will be evaluated on the characteristics articulated above.  

Thesis Oversight 

Oversight by a Thesis Supervisory Committee, including a supervisor normally qualified at the doctoral 
level and demonstrating relevant competencies of content and methodology, is required. A written 
review by an external academic examiner and a public defence are also required.   
 
Each Thesis Supervisory Committee must be approved by the Vice-Provost, Graduate and 
Interdisciplinary Studies in consultation with the School Director, Dean, and the Vice President 
Academic and Provost as required. Each Thesis Supervisory Committee must be comprised of a 
minimum of two and a maximum of three committee members; the Thesis Supervisor counts as one 
of these members. Normally, all Thesis Supervisory Committee members would hold a doctorate, but 
in exceptional circumstances, individuals with extensive practitioner experience who are recognized 
as an expert in the field would be eligible to serve as a supervisor or committee member. At a 
minimum, one of the Thesis Supervisory Committee members must hold a doctorate. Normally, all 
supervisory committee members hold a doctorate, but practitioners who are recognized experts with 
knowledge relevant to the student’s research topic may be eligible to serve as a supervisory 
committee member. This is typically permitted where they provide important perspectives on a 
research topic that may not be advanced by current academic scholars or scholarship. Indigenous 
Elders/Old Ones, practitioners or other knowledge holders may be included as full supervisory 
committee members equivalent to an academic member.  
 
Nominations for supervisors and committee members who are not full-time Royal Roads faculty will 
be reviewed and approved by the program’s thesis coordinator and the Vice-Provost, Graduate and 
Interdisciplinary Studies; at least one of the Thesis Supervisory Committee members must be an 
adjunct, associate or full-time faculty member at Royal Roads. Once approved, supervisors and 
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committee members will retain active status with the university unless performance feedback 
warrants review or termination of such status.  
 
Depending upon the program, students recruit, select from a pre-screened list of faculty or are 
assigned a thesis supervisor and second committee member.   
 
The Office of the Vice-Provost, Graduate and Interdisciplinary Studies, oversees the master’s thesis 
process at Royal Roads. All students, staff, thesis coordinators, supervisors, and other committee 
members must use the university’s SharePoint site maintained by the Office of the Vice-Provost, 
Graduate and Interdisciplinary Studies to submit forms and documents for committee nomination, 
proposals, progress reports, and final manuscripts.  

SharePoint 

All milestones of a thesis are submitted to and processed for review and approval via the SharePoint 
site managed by the Office of the Vice-Provost, Graduate and Interdisciplinary Studies. It is the 
students’ responsibility to familiarize themselves with the navigation of SharePoint and consult the 
guidance that is provided. The SharePoint site contains user guides, the programs’ thesis handbooks, 
the defence scheduling request form, and the required template for the thesis title page. SharePoint 
is accessible via the Master’s Thesis website.  

Thesis Assessment 

A full draft of the thesis must be submitted to the Thesis Supervisor by the agreed upon date. Once 
the Thesis Supervisor has approved the full draft, the student or the supervisor will submit the full 
draft to the other Thesis Supervisory Committee member(s). Once all revisions have been addressed, 
the student will submit the final full draft via SharePoint to the Thesis Supervisory Committee for 
formal approval. Students are required to revise a thesis until it meets the Thesis Supervisory 
Committee’s standards; this process may delay graduation.  
 
A program’s thesis coordinator will nominate an external examiner to the Vice-Provost, Graduate and 
Interdisciplinary Studies after consultation with the student and the Thesis Supervisory Committee. 
External examiners must have an arm’s length relationship with the student and members of the 
Thesis Supervisory Committee, meaning that the examiner should not have had a personal or 
collaborative professional relationship with the student or the Thesis Supervisory Committee 
members in the last five years. The examiner must have a doctorate in a related area of study. Current 
Royal Roads associate and adjunct faculty do not meet the arm’s length criterion.  
 
To ensure the integrity of the examiner process, students, Thesis Supervisory Committee members, 
thesis coordinators and the Faculty deans should not directly contact potential or confirmed external 
examiners. All communication with potential or confirmed examiners is executed by the Office of the 
Vice-Provost, Graduate and Interdisciplinary Studies. Nominations are submitted via SharePoint and 
contain the suggested examiner’s name, email address, and link to an online profile or institutional 
website. Nominations can occur at any time during the student’s thesis process, but the student, 

https://www.royalroads.ca/current-students/learning-resources/thesis-dissertation-information/masters-thesis-process
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Thesis Supervisory Committee and thesis coordinator should keep in mind that the external review 
process usually takes 3-4 weeks.  
 
The Office of the Vice-Provost, Graduate and Interdisciplinary Studies retains the authority to reject a 
recommended external examiner based upon a real or perceived conflict of interest which has not 
been anticipated in the existing criteria.  
 
The external examiner submits a written recommendation and report to the Office of the Vice-
Provost, Graduate and Interdisciplinary Studies, who will review the report and recommendation and 
circulate it to the student, the Thesis Supervisory Committee, and the thesis coordinator prior to the 
defence. The external examiner does not participate in the public defence.  

Thesis Defence 

At the oral defence, the student must successfully defend the contents of the thesis, demonstrate a 
comprehensive understanding of research methods appropriate to the topic and fields of study, and 
demonstrate relevant knowledge of the literature in the field(s).  
 
Once the student has obtained formal final approval for the thesis from the Thesis Supervisory 
Committee in SharePoint, the student needs to complete the Thesis Defence Request form available 
on SharePoint and submit it to the Theses and Dissertations Coordinator. Students should schedule 
their defence one month in advance. It is the student’s responsibility to determine the availability of 
the Thesis Supervisory Committee members. Defences are only scheduled during regular working 
hours. The Theses and Dissertation Coordinator will schedule the room and teleconferencing 
equipment in consultation with the student. The defence date and time will be announced on the 
university’s website.  
 
The Office of the Vice-Provost, Graduate and Interdisciplinary Studies, assigns a faculty member to 
chair the defence. The chair cannot be a member of the Thesis Supervisory Committee. The role of 
the chair is limited to chairing the defence, introducing the process and the participants, ensuring that 
all aspects of the academic regulation governing the defence are observed, and confirming the post-
defence process steps for those present at the defence. The chair does not ask subject-specific 
questions. The chair reports the results of the defence to the Office of the Vice-Provost, Graduate and 
Interdisciplinary Studies, which records the defence outcome in SharePoint. Defences may not be 
video- or audio-recorded by participants.  
 
Defences are scheduled for a 90-minute period. Each defence normally begins with a land 
acknowledgement and introduction by the chair, followed by a 15- to 20-minute presentation by the 
student summarizing the major findings. The defence takes place in two rounds of questioning. In the 
first round (20-25 minutes), Thesis Supervisory Committee members ask questions of the student in a 
one-on-one basis, with the Thesis Supervisor going last. In the second round (20-25 minutes), all 
members of the Thesis Supervisory Committee may participate in the questions. When all questions 
by Thesis Supervisory Committee members are exhausted, and if there is sufficient time in the second 
round, members of the public may ask questions, as moderated by the defence chair.  
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When both rounds of questions have been completed, the student and any guests or members of the 
public will leave the room or log out of conferencing while the Thesis Supervisory Committee 
determines whether the thesis and the defence are acceptable. At that time, the Thesis Supervisory 
Committee decides by majority vote on one of the five recommendations. The examiner’s 
recommendation counts as one of the votes. In the event that the Thesis Supervisory Committee’s 
decision is not unanimous, the majority (50% + 1) will prevail, including the examiner’s 
recommendation. After the Thesis Supervisory Committee has reached a decision, the defence chair 
will invite the student to return to the room or log back in to conferencing. The Thesis Supervisor, 
with only the Thesis Supervisory Committee members and the defence chair present, will inform the 
student of the adjudication results.  
 
Defences are public but given space limitations and video/audio-conferencing quality considerations, 
the following restrictions apply:  
 

(1) Members of the public and guests are restricted to virtual attendance; exceptions require 
prior consultation with the Dean’s office scheduling the event; 

(2) Members of the public and guests may participate in the questioning only in the second round, 
if time permits, and upon permission of the chair; 

(3) Members of the public and guests must set their microphones to mute to avoid audio 
disruption unless they are speaking;  

(4) Members of the public and guests must enter the defence session/proceeding 5 minutes in 
advance of its scheduled start time and cannot exit and re-enter; 

(5) Members of the public and guests may be asked to leave/log out by the chair if their presence 
becomes disruptive to the defence proceedings; 

(6) Members of the public and guests must leave/log off before the Thesis Supervisory Committee 
deliberates on the outcome of the student’s defence. 

Defence Recommendations 

Recommendation 1: Thesis Acceptable, Oral Defence Acceptable. Outright pass; minor copy-editing 
revisions to be reviewed and approved by the Supervisor post-defence. 

 
Recommendation 2: Thesis Requires Minor Revisions, Oral Defence Acceptable. The thesis requires 

changes such as including additional data and literature and rewriting or editing 
of sections. The Thesis Supervisor and the student work together to ensure that 
the recommended changes are executed satisfactorily. Such changes should not 
require more than 3 months.  

 
Recommendation 3: Thesis Requires Major Revisions, Oral Defence Acceptable. Major revisions entail 

a substantial rewriting of parts of the thesis and are expected to take more than 
3 months to complete. In general, the Thesis Supervisory Committee finds that 
the thesis does not meet the minimum standards for publication but agrees 
that the student can achieve the desired major revisions without requiring a 
second oral defence. The thesis should be resubmitted to the entire Thesis 
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Supervisory Committee for approval within a 6-month period. This 
recommendation can only be issued at the student’s first defence.  

 
Recommendation 4:  Thesis Acceptable, Oral Defence Unacceptable. The second oral defence should 

be scheduled within three months of the first defence.  
 
Recommendation 5: Thesis Unacceptable, Oral Defence Unacceptable. The thesis and the defence do 

not meet the minimum standards; no reasonable amount of revision and 
preparation will raise them to the level of acceptability. Students receiving this 
recommendation will be required to withdraw from the master’s program.  

 
A recommendation can be appealed to the Vice-Provost, Graduate and Interdisciplinary Studies, and, 
ultimately, the Vice-President Academic and Provost. A successful defence leads to a course grade of 
“CR” (Pass) for the thesis credits. A student is not approved for graduation until the post-defence 
approved thesis has been submitted to the Library for publication.  

Publication Requirement 

Unless an exemption has been granted by the Vice-Provost, Graduate and Interdisciplinary Studies 
and the Vice-President Academic and Provost, all theses must be submitted for publication in RRU’s 
Digital Archive, Pro-Quest and Library and Archives Canada to meet final graduation requirements. 
Theses in non-traditional formats must be accompanied by a PDF summary (minimum 2,500 words), 
which is the only component that is electronically submitted and archived.  

Ethical Review Process 

Studies involving human or animal participants must be carried out under the approved guidelines of 
the Royal Roads Office of Research Ethics and must conform to the Royal Roads Research Ethics 
Policy. Students must submit a request for ethical review to the Royal Roads Research Ethics Board 
(REB) for review and approval prior to any data gathering. All REB applications must first be reviewed 
and approved by the student’s supervisor. For further information, students should contact Gina 
Armellino, Office of Research Ethics, via telephone (250) 391-2600 extension 4425 or via email at 
ethicalreview@royalroads.ca. The Research Ethics Policy and REB review forms are available at 
https://www.royalroads.ca/research/research-ethics-review.  

Intellectual Property 

The completion of a thesis may result in the creation of new knowledge, processes or tools. 
Ownership of this new knowledge, process or tool can be complicated, especially if the outcome of 
the research has potential commercial applications. In most cases, the owner of the new knowledge, 
process or tool is the originator of the idea (i.e., the Royal Roads student). Students who may create 
intellectual property as part of their thesis should familiarize themselves with the current intellectual 
property guidelines adopted by the university and contact the Office of Research Services for more 
information via email at researchservices@royalroads.ca 
 

mailto:ethicalreview@royalroads.ca
https://www.royalroads.ca/research/research-ethics-review
mailto:researchservices@royalroads.ca


Page 8 
 

Examples of intellectual property may include written reports, supporting data, DVDs or digital media, 
sets of evaluation instruments produced to gather data, or databases used to collate and analyze 
data. Ideas are not considered intellectual property until they have been recorded in some medium 
that others can read, review, touch, and/or see.  

Copyright 

All Royal Roads students writing a thesis or dissertation are required to submit a copy of their thesis 
for publication in Royal Roads University's open access repository (DSpace@RRU), Library and 
Archives Canada, and ProQuest. Students are personally responsible for ensuring that their thesis 
complies with Canadian Copyright Laws by obtaining permission for any third-party materials 
reproduced or adapted for use in the thesis prior to final submission. These third-party materials 
remain the copyright of the original owner and may not be used without written permission of the 
copyright owner.   
 
What are ‘third-party’ works? 
Third-party works include anything that a student did not create themselves, and for which they do 
not own the copyright. However, work that one has created for one’s employer as a regular employee 
is owned by that employer. Similarly, if one has a contract agreement to create work for someone, 
the ownership of the work will be determined by the contract. 
 
What are some examples of third-party works commonly used in theses? 
 
 Figures 
 Tables  
 Diagrams 
 Drawings 

o Although these may be small, they are always protected by copyright and students are 
required to obtain permission from the publisher or copyright owner to copy them into their  
work.  

o Redrawing or adapting any of these also requires copyright permission. 
 Maps 

o Those created by students using a cartography program – no permission is required for use in 
the thesis. 

o A purchased map or aerial photograph – students need to make sure that the purchase 
agreement is for commercial use of the image.  

o A map created by someone else – permission from the copyright owner is required to 
reproduce or to adapt and use it in the thesis. 

o Maps that belong to a student’s sponsoring organization - permission is required from the 
organization. 

o Maps from Google Maps and Google Earth - do not require copyright permission as long as the 
student adheres to Google’s stipulations regarding attribution and use. 

 Photographs 
o Any photographs not taken by the student will require permission. 

https://libguides.royalroads.ca/copyright4theses/commonmaterials
https://libguides.royalroads.ca/copyright4theses/commonmaterials#s-lg-box-16350780
https://libguides.royalroads.ca/copyright4theses/commonmaterials
https://libguides.royalroads.ca/copyright4theses/commonmaterials
https://libguides.royalroads.ca/copyright4theses/commonmaterials


Page 9 
 

o Photographs of human research participants may not be used unless participants have given 
documented prior permission for such use as part of the Research Ethics Board-approved 
formal consent process.  

o Images and photographs found through Google Images or on websites such as flickr.com may 
not necessarily be used without permission. Students will need to determine who owns the 
copyright to the images they wish to use, and if the site has not indicated that permission is 
granted to use them for commercial use, students will need permission to publish them in 
their thesis. 

 Logos 
o Students will need to obtain permission to publish logos in their thesis. Students may want to 

consider removing logos from their thesis if they are not absolutely necessary. 
 Lyrics, poems 

o Although song lyrics and poems may be very short, they are always protected by copyright and 
require permission for use in a thesis. 

 Substantial portions of text 
o Students need to consider the proportion of the text they want to reproduce in their thesis to 

the whole of the document from which it came.  A few paragraphs from a book may be 
‘unsubstantial’ and therefore available to use without permission, while the same number of 
paragraphs from a short paper may require permission 

o Reproducing entire documents in the appendix to one’s thesis is not permitted; students must 
obtain permission from the copyright owner. 

 
Further information is available from the Copyright Information for Thesis and Dissertation Publication 
guide  

Copyright Permission Form Letter 

By submitting their thesis for publication, students are confirming that they have obtained the 
necessary copyright permissions using the Royal Roads copyright permission form letter. When 
students are asking for permission to use material in their thesis, the wording used is very important. 
The person granting permission needs to be fully informed of how the material will be used and 
distributed. To ensure that students obtain all of the needed permissions, they are required to use the 
Royal Roads copyright permission letter.  
 
Copyright is a challenging topic and the Royal Roads Copyright Office is happy to help. Please contact 
the Copyright Office at copyrightofficer@royalroads.ca for assistance. 

Privacy 

Personal contact information and signatures must be removed from a thesis prior to submission. This 
includes, for example, phone numbers, email addresses and signatures that might be found in consent 
forms. For questions about protecting privacy, students should contact the Office of Research Ethics 
via email at ethicalreview@royalroads.ca.  

https://libguides.royalroads.ca/copyright4theses/commonmaterials
https://libguides.royalroads.ca/copyright4theses/commonmaterials
https://libguides.royalroads.ca/copyright4theses/commonmaterials
https://libguides.royalroads.ca/copyright4theses/commonmaterials
https://libguides.royalroads.ca/copyright4theses/commonmaterials
https://library.royalroads.ca/copyright-office/copyright-information-thesis-and-dissertation-publication
https://libguides.royalroads.ca/copyright4theses/commonmaterials
https://libguides.royalroads.ca/copyright4theses/obtainingpermission#s-lg-box-16340601
mailto:copyrightofficer@royalroads.ca
mailto:ethicalreview@royalroads.ca
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Roles and Responsibilities 

Role of the Thesis Coordinator 
 
The Thesis Coordinator is expected to complete the following tasks: 

• field general student questions about the program’s expectations and requirements for a 
thesis; 

• familiarize themselves with the processes governing the Royal Roads thesis process and 
ensure that Thesis Supervisory Committee members understand their roles; 

• liaise between students and the Thesis Supervisory Committee members as necessary; 
• oversee overall academic quality of the program’s theses; 
• familiarize themselves with SharePoint and ensure that Thesis Supervisory Committee 

members familiarize themselves with SharePoint; 
• review student nominations for Thesis Supervisory Committee members; approve such 

nominations in SharePoint and submit them for approval by the Office of the Vice-Provost, 
Graduate and Interdisciplinary Studies; and 

• nominate external examiners in SharePoint and submit them for approval by the Office of the 
Vice-Provost, Graduate and Interdisciplinary Studies. 
 

Role of the Thesis Supervisor 
 
The Thesis Supervisor is expected to complete the following tasks: 

• advise and supervise the student throughout the entire thesis process, from proposal to post-
defence submission; 

• ensure that student has formally approved thesis proposal and Research Ethics Board 
approval in place before data gathering starts; 

• review, revise and approve thesis proposal, Research Ethics Board application and final thesis; 
• complete the Interagency Advisory Panel on Research Ethics’ Introductory Tutorial; 
• familiarize themselves with the university and program thesis process and the SharePoint 

process; 
• file progress reports every six months; 
• provide feedback to the student in a timely manner; 
• oversee student adherence to academic integrity and research ethics policies; 
• ensure student has obtained proper permissions to meet copyright and privacy regulations; 

and 
• advise the student on preparation for the public defence of the thesis.  
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Role of the Second/Third Committee Members 
 
The second and third (if applicable) Thesis Supervisory Committee members are expected to complete 
the following tasks: 

• provide subject matter expertise in review and approval of the thesis proposal;  
• provide subject matter expertise in review and approval of the final thesis; and 
• participate in the student’s public defence. 

Role of the Student 
 
The student is expected to complete the following tasks: 

• review and understand this handbook; 
• file progress reports every six months; 
• use the Royal Roads SharePoint site for all formal approval points of the thesis process; 
• create and submit a formal thesis proposal for approval; 
• create and submit a formal thesis for approval; 
• complete the thesis in accordance with the approved proposal and in adherence to all Royal 

Roads academic integrity, misconduct in research, research ethics, privacy, and copyright 
regulations; 

• be mindful of program and university timelines; 
• allow 3-4 weeks for review and approval of the final thesis; 
• allow 3-4 weeks for review of the approved thesis by the external examiner; 
• work with the Thesis Supervisory Committee and the Dean’s Office to schedule a defence 

date; and 
• defend the final thesis in a public defence. 
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MA in Climate Action Leadership Thesis Requirements 
Aim of the Thesis 
The aim of the thesis is to create an academically rigorous document that clearly and concisely 
communicates the methods, findings, discussion of the findings, conclusions and recommendations of 
the  student’s research, and that demonstrates the student’s competency in the field of study. Future 
publication of the research in an appropriate journal, monograph, conference proceedings, website or 
other format should be a consideration in the development of the work and is encouraged. All 
successfully defended and completed RRU theses are published in accordance with the university’s 
academic regulations. 

In keeping with RRU’s focus on applied research, MACAL students are encouraged to select 
a thesis topic that examines a real-world problem relevant to professional practice and/or 
policy in climate action leadership. Theses should constitute original research and/or 
original analysis of existing data conducted by the student, be related to the MACAL 
program of study, and contain recommendations for the application of the study findings to 
research, policy, or practice. 

The following MACAL learning outcomes must be demonstrated in a student’s thesis (see Appendices   
for a full list of MACAL learning outcomes): 

Competency 1 Climate Adaptation and Resilience Literacy 

 

1.1 Evaluate core concepts of climate adaptation and resilience with a critical lens to solve 
problems and make climate action recommendations 

Competency 2 Critical, Creative, and Transdisciplinary Thinking 

2.2 Communicate effectively using coherent, synthesized, well organized, edited, logical and fully 
supported work   

2.3 Integrate contributions (ideas and actions) from multiple disciplines to generate new ideas 
and concepts and to support recommendations strategies, and solution 

Competency 3 Research Literacy 

3.1 Ask relevant, probing, and detailed questions to deepen knowledge that informs arguments, 
choices, and practices 

3.2 Evaluate the rigour, and validity of adaptations research and information with a critical lens to 
deepen knowledge that informs arguments, choices, and practices 

Competency 5 Communication and Knowledge Mobilization 

5.1 Articulate ideas and arguments effectively in written, oral, and digital formats 

Competency 6 Change Making Orientation 

6.2 Adapt in positive and resilient ways to changing circumstances and in working with ill-
structured problems 
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MACAL theses should meet the following criteria: 

• constitute original research and/or analysis conducted by the student;  
• require the application and synthesis of the competencies acquired during the program of study 

generally, and reflect the specific competencies above; 
• contain recommendations and/or management plans for the implementation of the findings of the 

research; and, 
• be constructed to meet the thesis requirement of approximately 12,500 words.  

 
RRU requires that the thesis: 

• be conducted according to sound research and inquiry methods; 
• be open to critical examination and review by peers, scholars and practitioners in the student’s major 

field of study; 
• be defensible by the author, in that all claims, observations or recommendations made must be 

supported by intellectual and practical constructs; 
• use underlying empirical evidence and methods used to analyze the problem and develop 

recommendations should be available for review upon request; 
• demonstrate thorough understanding of the program mission;  
• be presented in a manner that is suitable for evaluation and cataloguing; and 
• conform to the latest APA style guide. 

 

A Master of Arts (M.A.) qualification is awarded to those students who have demonstrated an 
appropriate       depth of knowledge in these learning outcomes through the successful completion of the 
thesis process, as   well as the required coursework. 

Format 
The MACAL program supports both traditional academic research paper style theses, and thesis by 
portfolio. These are described in more detail below. Regardless of the format, it is expected that the 
thesis will be a coherent work. This means that if a thesis contains separate manuscripts, or multi-media 
components, these need to be accompanied by a stand-alone synthesis document that includes an 
introduction; a methods section that provides a description of the production/methods/methodology 
used; a descriptive synthesis of the component parts; and a conclusion with practice and/or policy 
recommendations.  

Research Paper Thesis 
The thesis will vary in content and style based on the type of research being conducted. The thesis must 
be formatted in accordance with the most recent Publication Manual of the American Psychological 
Association, often referred to as the “APA style guide”. The length of a thesis will vary depending on the 
type of project, the methodological approach, and the amount of evidence collected. Excessive length is 
frequently an indicator of poor synthesis and weak analysis. Optimum length for a thesis is 
approximately 10,000 – 15,000 words (40-60 single spaced pages) - 50 pages (12,500 words) is deemed 
to be an adequate length for most theses. The maximum length of a thesis will be 100 pages (25,000 
words) exclusive of abstract, references, appendices, etcetera. Thesis work should constitute 
approximately 400 hours of effort by the student. 
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The following structure is provided as a general guideline:  

• Thesis Title Page - the Office of the Vice Provost, Research & Interdisciplinary Studies 
provides the standard university template for master’s theses title pages 

• Abstract - maximum of 150 words. This limit is a requirement of National Library and 
Archives Canada and cannot be waived 

• Table of Contents 
• List of Figures (as applicable) 
• List of Tables (as applicable) 
• Acknowledgements (as applicable) 
• Introduction 
• Literature Review 
• Methodology and Methods (including discussion of potential ethical issues and approach to 

resolving) 
• Results or Findings 
• Discussion 
• Conclusion and Recommendations 
• References (formatted strictly to APA guidelines) 
• Appendices 

 

Examples of potential methods and objectives 
Example data collected and/or analysed: 

• Policy, legal, process data (i.e., documents, reports)  
• Planning decisions and implications (i.e., community plans, committee meeting minutes) 
• Attitudes, perspectives, and opinions (i.e., climate risk perceptions, attitudes to green 

solutions) 

Example data collection methods that could be used in an MA thesis: 

• Focus groups 
• Surveys 
• Structured, semi-structured Interviews 
• Document and content analysis 
• Case study 

Possible research objectives: 

• Make recommendations for policy improvement 
• Determine evidence-informed practice 
• Comparative studies 

An MA can use qualitative, quantitative methods, or mixed methodologies. 

Thesis by Portfolio 
The thesis by portfolio is a less traditional theses format available to MACAL students, subject of the 
agreement of their supervisory committee. Students choosing this option, may choose to bring together 
a combination of outputs that include a separate journal manuscript, podcasts, works of art, or other 
multi-media components. In the case of co-authored papers or other components, students need to be 
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the lead or sole author/generator of these knowledge products. Journal articles need to reflect the 
student’s original research and be submitted (although not necessarily published) to a reputable peer-
reviewed academic journal agreed to by your supervisory committee. The article component of such a 
thesis, needs to meet the requirements of the journal to which the article has been submitted in terms 
of formatting and content. 

In addition to these non-traditional components, students must submit a stand-alone synthesis 
document, in current APA format, that includes the following: 

• Thesis Title Page - the Office of the Vice Provost, Research & Interdisciplinary Studies 
provides the standard university template for master’s theses title pages 

• Abstract - maximum of 150 words. This limit is a requirement of National Library and 
Archives Canada and cannot be waived 

• Table of Contents 
• List of Figures (as applicable) 
• List of Tables (as applicable) 
• Acknowledgements (as applicable) 
• Introduction 
• Literature Review 
• Methodology and Methods (including discussion of potential ethical issues and approach to 

resolving) 
• Discussion (of findings as represented in portfolio components) 
• Conclusion and Recommendations 
• References (formatted strictly to APA guidelines) 
• Appendices 

 
Students considering a thesis by portfolio should weigh the pros and cons of this approach with their 
supervisory committee. Portfolio theses provide an opportunity to be more creative and produce knowledge 
products that may be more accessible than those produced through the traditional research-paper thesis, but 
they can also take more work. The choice to do a thesis by portfolio must be approved by the student’s 
supervisory committee. 
 
See Appendix 1 for a more detailed description of the thesis process. 
Quality Standards for the Thesis 
The thesis should meet or exceed the content, layout and production standards set by the 
University and/or the program. The student should consider the following quality issues: 

• Is the thesis in its entirety a coherent work? 
• Did the literature review consider all appropriate sources of information? 
• Did the student address the problems identified in the thesis proposal by using valid 

tools and/or            methods? 
• Does the thesis relate to the program of study and make a relevant contribution to the 

related field of study and/or practice? 
• Are the data gathering techniques described or attached to the final thesis? 
• Is the quality of all data gathering techniques described in the final thesis? 
• Does the final thesis demonstrate the proper and effective use of quantitative and/or 

qualitative                            research methods? 
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• Are the findings, conclusions and recommendations in the thesis supported by collected 
evidence  and other information described in the literature review? 

• Will the thesis stand up to rigorous academic scrutiny? 
• Is the thesis free of spelling and grammatical errors? 
• Does the thesis conform to APA style in layout, format, citation and reference style? 
• Does the thesis comply with copyright standards and requirements? 

Originality 
By submitting a thesis or dissertation, a student is making the representation that it is entirely his or her own 
work and that it has been done while he or she was a graduate student at Royal Roads University. 

If such is not the case, then the student must indicate in a signed, written statement what part of the thesis is 
solely their own or has been co-authored. If co-authored, the student must provide an account of its 
provenance. The supervisor must produce her or his own corroborative written statement. 

If a thesis or dissertation is the result of collaborative work, then the nature of the collaboration and the extent 
of the candidate’s contribution must be described in a written statement signed by the student and approved 
in writing by the student’s supervisor. Where there has been collaboration with others in the collection or 
preparation of data, materials, or documentation included in the thesis, then appropriate acknowledgment 
must be made in the thesis or dissertation. 

A student must disclose if any material included in a thesis has previously been published or released prior to 
submission of the thesis. This disclosure must be in the form of a signed written statement, and the supervisor 
must approve in writing the inclusion of such work in the thesis. In cases where a chapter of the thesis has been 
previously published in a journal or book to which the author has assigned copyright, permission to include the 
chapter(s) in the thesis must be obtained from the copyright holder(s).  

A false representation or failure to make a disclosure as outlined above is an academic offence and renders the 
thesis or dissertation ineligible for consideration of the relevant degree. 

Thesis timeline 
Students in the MACAL program have fifty-two (52) weeks to complete their thesis (CALS690: 
Research Thesis course), inclusive of completing all approvals, defence, and revisions to the final 
thesis. Students who take longer than fifty-two weeks will need to request an extension to the 
CALS690 Research Thesis course. Extensions are granted on a 3-months basis and require review by 
the MACAL Program Head. All extensions requests require a rational for the extension, and a clear 
plan with a timeline for completion. 

See Appendix 1 for guidance on the thesis timeline. This timeline was created as a tool to support 
students with planning the life cycle of their thesis. Students  are encouraged to use this timeline, and to 
adapt it to their specific needs and thesis progress, and to add specific dates as applicable.   

See Appendix 2 for guidelines on the thesis timeline. 
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Thesis Style Guide 
Students should produce their thesis in accordance with the most recently published APA style guide. The RRU 
Writing Centre contains information on APA styles and other writing tips.  

One requirement of RRU theses that is not specified in the APA style guide is a strict 150-word limit for the 
thesis abstract. This limit is a requirement of National Library and Archives Canada and cannot be waived. 

Students who wish to deviate from APA style in their thesis formatting must contact the MACAL Thesis 
Coordinator and receive approval in advance for any proposed formatting changes. All formats adopted must 
remain consistent throughout the thesis document. 

General Research Policy Information 
Confidentiality in Research 
If students are conducting thesis research to serve the needs of a particular organization (corporate, 
government or non-governmental), they must adhere to the confidentiality guidelines of these organizations. 
Students should review the organization’s guidelines before producing their final thesis proposal. Potential 
projects that require students to restrict their investigative or reporting methods should be avoided. 

Non-Disclosure Agreements 
Some organizations may require researchers to sign non-disclosure forms. The final thesis produced will be a 
published document; however, steps can be taken to avoid the use of confidential information, or the release 
of the identity of the company or individuals involved. Details of the non-disclosure agreement should be 
approved by the thesis supervisor, the student and the MACAL Program Head before signing.  

Restrictive Practices 
Issues of confidentiality and non-disclosure must be thoroughly explored with the thesis supervisor and MACAL 
Program Head. Non-disclosure agreements, or restrictive practices that curb the ability of the researcher to 
complete their applied projects, should be avoided. 

Letter of Agreement 
If a student works with an organizational sponsor, the student is responsible for the production of a letter of 
agreement to be signed by all parties involved in the study. The aim of the Letter of Agreement is to act as an 
agreement between the student, the organization participating in the study, the thesis sponsor, the thesis 
supervisor and RRU. The Letter of Agreement is meant to clearly identify the terms of the agreement with 
regard to understanding the scope and topic of the proposed project, access to data, work time arrangements 
and other details of the thesis project. 

The Letter of Agreement must be formatted in accordance with the Letter of Agreement template (see 
Appendix 2).  Once all signatures have been obtained the student needs to upload the Letter of Agreement to 
SharePoint. This needs to occur along with the submission of the final thesis proposal.  

See Appendix 3 for an agreement letter template. 

https://library.royalroads.ca/writing-centre
https://library.royalroads.ca/writing-centre
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Intellectual Property 
RRU holds no claim on the intellectual property produced as a result of the thesis research. A copy of 
the                   thesis will be electronically archived on RRU’s Digital Archive, ProQuest, and Library and Archives 
Canada. RRU will only approve work that protects the rights of the researcher to freely publish and 
defend the results of his/her research. 

The completion of a thesis may result in the creation of new knowledge, processes or tools. Ownership 
of    this new knowledge, process or tool can often be complicated, especially if the outcome of the 
research has potential commercial applications. In most cases, the owner of the new knowledge, 
process or tool is the originator of the idea (i.e., the RRU student). However, students who complete 
their research work as part of their paid employment may want to clarify the ownership rights to any 
intellectual property generated with their employer. Ownership rights might be specified in the Letter 
of Agreement or another   document or contract between the researcher and the organization 
supporting the research. 

Students who may create intellectual property as part of their thesis should inform themselves of the 
current Intellectual Property Policy and Procedures adopted by RRU which can be found at this website:  

Examples of intellectual property may include a: 

• completed CD-ROM or DVD or digital media forms; 

• written report and its supporting data; 

• set of evaluation instruments produced to gather data; 

• database used to collate and analyze data. 
 

Note: Ideas are not considered intellectual property until they have been recorded in some medium 
that others can read, review, touch and/or see. 

  

https://policies.royalroads.ca/policies/intellectual-property
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Appendix 1: Thesis Process 

The following describes key milestones leading up to and starting the thesis process. 

STEP 1.  Application Process to Pursue a Thesis 

All MACAL students who are interested in pursuing a thesis must apply for admission to the 
thesis (Scholar-Practitioner) track using the application forms provided by the program office 
[Check with the program office at rru-ses@royalroads.ca for the date]. An application 
proposal must meet the requirements specified in the application form. Key aspects in the 
consideration of the thesis are the potential for the student to succeed in the self-directed 
and managed research-based track and the feasibility of the anticipated topic and project. 

Students whose thesis application has not been accepted must register for the course-based 
pathway specifying whether they intend to complete an internship as part of that pathway. 
To do this, students should contact the program office to request registration in the courses 
pertaining to the pathway they choose.  

Upon successful completion of CALS602: Conducting Climate Action Research, in accordance 
with the thesis process outlined, students will be registered in CALS690: Research Thesis. 
Students are responsible for meeting their obligations as outlined in this handbook and assume 
all costs related to their research in addition to the tuition. The University is responsible for the 
remuneration of the Thesis Supervisory Committee. 

After the student has been registered in CALS690, the Office of the Vice Provost, Research & 
Interdisciplinary Studies will be the main point of contact on any matters pertaining to the 
thesis process.     MACAL program staff and the Thesis Coordinator will provide additional 
support, as applicable. 

Thesis SharePoint is accessible via the Master’s Thesis website. 

Thesis SharePoint is accessible after students are enrolled in the MACAL program. 

All Thesis Supervisory Committee members are given access to the students’ files on Thesis 
SharePoint in accordance with their role. It is the responsibility of the committee members to 
be familiar with Thesis SharePoint to the extent necessary and to complete the review and 
approval steps accordingly. 

STEP 2. Nomination of Thesis Supervisory Committee Members 

Students are required to nominate a Thesis Supervisory Committee that is suitable to their 
research project. A Thesis Supervisory Committee is made up of a Thesis Supervisor and at least 
one (1) further member. A third Thesis Supervisory Committee member is optional. 

Students can choose their committee members, respecting the guidelines provided in this 
handbook and by the University. The Thesis Coordinator can provide guidance in the search for 
Thesis Supervisory Committee members and provide guidance on suitability of individual 

mailto:rru-ses@royalroads.ca
http://research.royalroads.ca/masters-thesis-process
https://staff.myrru.royalroads.ca/services/patts/thesis/Pages/Welcome.aspx
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candidates. It is the student’s responsibility to confirm the availability and agreement of a thesis 
committee nominee and submit a current CV for each Thesis Supervisory Committee member 
who is not an RRU core or current associate faculty member. 

STEP 3. Thesis Proposal 

The purpose of the thesis proposal is to provide a detailed roadmap for the proposed research 
and set the   student up for a successful pursuit of the research and all that it entails. The thesis 
proposal should be between 3500-5000 words (max 20 pages) and formatted in compliance with 
the most recent APA  -style guidelines. 

The thesis proposal should address the following components (please adapt as applicable within 
the spirit   of the guidance provided): 

Introduction and Literature Review (these can be separate sections)  
o Description of the challenge or opportunity being investigated, its relevance 

to the program of study, the significance of this focus, and the rationale for 
how this relates to the  program of study; 

o A brief analysis or review (literature review) of what is known about the 
challenge or opportunity (or similar challenge/opportunities) drawing on the 
relevant peer and pertinent grey literature. This is about contextualizing the 
proposed study in what is already known/has been researched; and 

o A conceptual and theoretical framework for the study and the potential contributions to 
any or all of practice, policy, and theory. 

Research Design and Method  
o A research question and related sub-questions. 
o The research design, methodological framework, and methods should be clearly 

stated and the rationale for selection should be explained. Just as with the 
Literature Review, this section should be supported by reference to the research 
methods literature and should include a brief description of: 

• The study participants and the sampling and recruitment strategies  
• Types of data to be gathered and data-gathering 

instruments/methods (e.g., interviews, questionnaires, document) 
and the analysis strategy/methods with a rationale for why these 
choices are relevant to the question(s) and methodological 
approach. 

• Ethical issues and how these will be addressed. 
Reference List 

o APA format for all references cited in the thesis proposal. 
Appendix 1 Schedule 

o Provide a schedule detailing the timeframe for completion (timelines, project 
goals, due dates) of the thesis and an indication of required resources, 
expenses and/or other support needed to conduct the research and complete 
the thesis.  
(Note: Students are responsible for all research related costs or identifying 
sources that will provide  support, and indicate these accordingly. RRU or SES 
cannot provide any financial support for thesis-related research expenses.) 
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Proposal Submission 

The thesis proposal cannot be submitted until after the CALS690 course start date and after 
the Thesis Supervisory Committee has been approved. 

Prior to submitting the proposal to Thesis SharePoint, the student should consult with the 
Thesis Supervisor for advice and feedback on drafts. It is strongly advised that preliminary 
approval of the thesis proposal is sought from all Thesis Supervisory Committee Members 
prior to submission of the proposal to Thesis SharePoint. 

The student is responsible for submitting the thesis proposal to the Thesis SharePoint site. 

Once the student has submitted the proposal to Thesis SharePoint, all members of the Thesis 
Supervisory   Committee are invited via an automated email notice to approve (or review and 
approve) the proposal. If approved, the student may commence the next steps in the thesis 
process (i.e., a Request for Ethical Review). If the Thesis Supervisory Committee does not 
approve the thesis proposal, the student is notified that revisions are required before repeating 
the same process as outlined. 

Thesis Supervisory Committee Review of Thesis Proposal 

• Review of the thesis proposal by the Thesis Supervisory Committee should be guided by the following 
criteria: 

• Clarity of writing; 

• Significance and relevance of the research objectives; 

• Relevance, clarity, and focus of the research question/hypothesis/problem; 

• Relevance of the proposed research to Climate Action Leadership and clearly defined area of applied 
outcome; 

• Familiarity with relevant existing research, theory and practice in the proposed area of study; 

• Relevance and feasibility of methodology and methods; 

• Appropriateness of scope of study for master’s research; 

• Use of APA style. 

STEP 4. IRB Approval 

Most students will carry out a research study that involves human participants. Such studies will 
be carried out under the approved guidelines of the RRU Office of Research Ethics and must 
conform to the RRU Research Ethics Policy at this link. Once a student’s thesis proposal is 
approved by their committee, the student must fill out a Request for Ethical Review form for the 
RRU Research Ethics Board (REB) to review and request potential revisions. All Request for 
Ethical Review forms must first be approved by the Thesis Supervisor (NB: does not require full 
committee review), who is then responsible for its submission to the Office of Research Ethics.  

https://policies.royalroads.ca/policies/research-ethics


Page 22 
 

For further information contact Gina Armellino, Office of Research Ethics, at (250) 391-2600, ex. 
4425, or by email to gina.armellino@royalroads.ca or researchethics@royalroads.ca. 

The Request for Ethical Review form is available as required 
(under the heading Request an ethical review). 

STEP 5. Conducting the Research & Writing the Thesis 

The student may begin research once they have received approval from the Ethics Review committee. 
Students are responsible for working pro-actively with their Thesis Supervisory Committee – reaching 
out for support as needed, keeping the supervisor apprised of progress, and managing their time to 
move the thesis research forward in a timely manner. A student is expected to conduct the research on 
their own or, if using assistants, ensure that the research design, analysis and interpretation are the 
responsibility of the student. (see originality section below). 

See thesis section for details on the format, length, and layout. The proposal chapters will need to be 
revised to reflect the completion of the research (past tense) and the work as it was done rather than as 
it was proposed. Students will need to return to the literature to contextualize their findings in the 
discussion and update their literature review as needed. 

Progress Reports 

Both the Thesis Supervisor and the student are required to submit progress reports every six months. 
The student and the supervisory committee are required to use the Thesis Manager's SharePoint site. It 
is the responsibility of the supervisor and the student independently to comply with this aspect of the 
process  

STEP 6. PREPARING FOR THE DEFENCE 

Submission of Thesis 

A full draft of the pre-defence thesis should be submitted to the Thesis Supervisor by the 
recommended date on the MACAL Thesis Timeline (Appendix 6). Comprehensive feedback on 
this draft will be provided to the student by the Thesis Supervisor within ten working days. 
Taking account of this feedback, the student must revise the thesis until it meets the Thesis 
Supervisor’s expectations and RRU thesis standards accordingly. It is the student’s responsibility 
to ensure the timely response to feedback and advice, and to ensure that the completion of the 
overall process remains on track. Once the Thesis Supervisor has approved the final thesis it can 
then be submitted to the other Committee Member(s), at which point further revisions may or 
may not be required. 

The student and the Thesis Supervisor are responsible for ensuring that the pre-defence thesis 
complies with all relevant academic standards and copyright procedures before the thesis can 
be submitted to the   other Committee Member(s) for review. Guidance is provided by the 
University Library to request permissions to use copyrighted material within theses. 

mailto:gina.armellino@royalroads.ca
mailto:researchethics@royalroads.ca
https://www.royalroads.ca/research/research-ethics-review
https://staff.myrru.royalroads.ca/services/patts/thesis/Pages/Welcome.aspx
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Once the Thesis Supervisor and Committee Member(s) have approved the thesis, the student 
may upload   the approved thesis to Thesis SharePoint for formal approval by the committee. At 
the same time, the Thesis Supervisor should supply the names of 2-3 potential External 
Examiners to the Thesis Coordinator. These recommendations should include their name, email 
address, institutional affiliation, and link to an online profile or website and should comply with 
the arms-length requirements for External Examiners. 

External Examiner 

An External Examiner participates in the examination of the thesis to provide an independent 
assessment of the quality of the student’s research. 

External examiners must have an “arms-length” relationship with the student, and members of 
the Thesis Supervisory Committee requiring that the External Examiner should not have had a 
personal or collaborative professional relationship with any of these individuals within the last 
five years. The External Examiner must have a doctorate in a related area of study. Current RRU 
associate faculty are not eligible to serve as an  External Examiner since they do not meet the 
arms-length requirement. 

The Thesis Coordinator will formally nominate two rank-ordered External Examiners to the 
Office of the Vice Provost, Research & Interdisciplinary Studies via Thesis SharePoint by 
submitting the nominee’s name and other relevant information.  

To ensure the integrity of the external examination process, students, Thesis Supervisory 
Committee members, Thesis Coordinators and the Faculty Dean should not directly contact 
External Examiners. Only the Office of the Vice Provost, Research & Interdisciplinary Studies 
should have direct contact with the External Examiner 

Though it is the responsibility of the student and all members of the Committee to avoid conflict 
of interest, the Office of the Vice Provost, Research & Interdisciplinary Studies is charged with 
ensuring that all members of the Committee are aware of this responsibility. 

The Office of the Vice Provost, Research & Interdisciplinary Studies retains the authority to 
reject a recommended External Examiner based upon a real or perceived conflict of interest, 
which has not been anticipated in the existing criteria. 

The earliest an External Examiner can be nominated would be after a student’s Committee has 
been approved, but a nomination can occur at any time prior to the submission of the final 
thesis to the Thesis Supervisor. 

The External Examiner is invited to serve in this capacity via correspondence from the Office of 
the Vice Provost, Research & Interdisciplinary Studies. Once the External Examiner has accepted 
the invitation, the Office of the Vice Provost, Research & Interdisciplinary Studies will engage in 
correspondence with the External Examiner and submit the thesis for the External Examiner’s 
review (outside of Thesis SharePoint). The External Examiner will review the pre-defence 
submission of the thesis (as submitted by student to Thesis SharePoint) and compile a review 
report including a final recommendation to accept, accept with revisions, or not accept the 
thesis. 
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The External Examiner will submit their final report prior to the defence to the Vice Provost, 
Research & Interdisciplinary Studies, who will review the report and circulate it to the Thesis 
Supervisory Committee and the student. The External Examiner does not attend the defence. 

STEP 7. Assessment of the Thesis 

At the oral defence, the student must successfully defend the contents of the thesis, 
demonstrate a comprehensive understanding of research methods appropriate to the topic and 
fields of study, and demonstrate a comprehensive knowledge of the literature in the field(s) and 
the work of other scholars. 

Once the student’s thesis has been approved to move to the defence stage, the student 
schedules the defence by contacting the FSAS Dean’s Office. Contact is to be made by emailing 
the defence-scheduling request to RRU-FSAS-dean-office@royalroads.ca. 

It is the student’s responsibility to determine the Thesis Supervisory Committee members’ 
availability and to communicate potential dates and times to the FSAS Dean’s Office. Defences 
are only scheduled during regular working hours (8:30 a.m. – 4:30 p.m. Pacific Time). 

Students should plan to schedule their defence at least one month in advance of its occurrence. 

The defence date and time will be announced on RRU’s Crossroads site or the Office of Research 
Services website. Normally, the oral thesis examination will be considered an “open” session, at 
which faculty members and students from the student's academic unit may attend. Such guests 
(a) may participate in the questioning only by permission of the Chair, (b) are not permitted to 
participate in the discussion of the student’s performance, (c) must enter the session 5 minutes 
in advance of its scheduled start time and cannot exit and re-enter during the oral examination, 
and (d) must  withdraw before the Committee deliberates on the outcome of the student’s 
thesis and oral examination. Given space limitations, guests are restricted to virtual attendance. 
Exceptions require prior consultation with the FSAS Dean’s Office scheduling the event. 

It is the FSAS Dean’s Office’s responsibility to schedule the room and teleconferencing 
equipment, in consultation with the student in case there are specific needs to be met. The 
FSAS Dean’s Office will notify the participants and the Office of the Vice Provost, Research & 
Interdisciplinary Studies of the final date, time, and location. 

The Office of the Vice Provost, Research & Interdisciplinary Studies designates a Chair for the 
defence. The Chair cannot be a member of the Thesis Supervisory Committee. The role of the 
Chair will be limited to chairing the defence, introducing the process and the participants, 
ensuring that all aspects of the academic regulation governing the thesis defence are observed, 
and confirming the post-defence process steps for those present at the defence. The Chair will 
not ask subject-specific questions. The Chair will report the results of the defence to the Office of 
the Vice Provost, Research & Interdisciplinary Studies, which will record the defence outcome in 
Thesis SharePoint. 

Defences will take place face-to-face or via video-conferencing unless exceptional 
circumstances apply. The defence may not be video- or audio-recorded. 

mailto:RRU-FSAS-dean-office@royalroads.ca
https://crossroads.royalroads.ca/news-categories/general-news
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The defence will be scheduled for a 90-minute session. Each defence will begin with the Chair’s 
introduction, followed by a 15 to 20-minute presentation by the student, summarizing the 
major findings of the thesis. The defence takes place in two rounds of questioning. The Thesis 
Supervisory Committee  members take turns asking questions, as moderated by the Chair. 

 
Outcome of the Thesis Defence 

 
When all questions by the Thesis Supervisory Committee members are exhausted, the student 
leaves the room or logs out of conferencing while the Committee deliberates in private to 
determine whether the thesis and the defence are acceptable. At that time, the Committee 
decides by majority vote on one of the five recommendations. If the Committee’s decision is not 
unanimous, the majority (50% +1) shall prevail, including the External Examiner’s 
recommendation. The Thesis Supervisor, with only the Committee members present, will inform 
the student of the adjudication results immediately after the deliberations. For possible 
recommendations see previous section on RRU thesis guidelines. 

STEP 8. POST-DEFENCE SUBMISSION TO THE LIBRARY 

A successful defence leads to a course grade of “CR” for the CALS690 course. 

Before a grade of CR for CALS690 can be entered into the student’s academic record, a post-
defence version (or supporting report for non-traditional theses) which meets all the academic 
and copyright requirements (including ethical approval as applicable), as well as any revisions 
resulting from the oral defence, must be submitted to Thesis SharePoint. 

Via Thesis SharePoint, the Thesis Supervisor must approve the revisions undertaken and 
confirms that they meet the requirements. 

This post-defence version of the thesis generates the version of the thesis for publication to 
RRU’s Digital Archive, ProQuest, and Library and Archives Canada. The publication of the thesis is 
a requirement for graduation approval, unless an exemption has been granted by the Vice 
President Academic & Provost. 
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Appendix 2: Thesis Project Timeline Checklist 

THESIS 
SHAREPOINT 
SITE 

All work related to your thesis is to be submitted via the Thesis 
SharePoint site. The link to the site is available near the bottom 
of the RRU Master’s Thesis Process page at: 

Master's thesis process | Royal Roads University 

Students can 
access this  site 
the day the 
CALS690: 
Research Thesis 
course opens 

 

STEPS ACTION REQUIRED 

 

TIMELINE (key 
dates will be 
supplied by the 
program) 

√ 

THESIS 
APPLICATION Choose Thesis Topic and Working Title  Prior to submission 

deadline 
 

 Fill out & Submit Thesis application XX  

PLANNING THE 
THESIS 

Refine Thesis Topic and Working Title Prior to CALS602  

Complete Draft Proposal CALS602  

Nominate Supervisor & Committee 
Complete the online Supervisor and Committee Nomination (Supervisory 
Committee Nomination) form in the Thesis SharePoint site. It is the 
student’s responsibility to obtain and upload the CVs of a proposed 
supervisor (if they are not currently a full-time, RRU core faculty member 
or RRU Associate faculty member) and committee members. No work may 
begin on the thesis until receiving approval of supervisory committee.  

 

 

During or following 
CALS602; no later 
than 2-4 weeks 
following start of 
CALS690 

 

 

 

Working with your committee 

Upon approval of Supervisory Committee, establish communication 
practices with Supervisor (e.g., frequency, purpose, expectations) and 
complete a realistic timeline that incorporates turn-around time for 
review, revisions etc., by your supervisor and committee members 

  

Choose Sponsor IF APPLICABLE 
Prior to submitting 
the Letter of 
Agreement 

 

 

Submit Letter of Agreement (If working with Sponsor) 
Prior to submission 
of proposal to 
SharePoint 

 

 

https://www.royalroads.ca/current-students/learning-resources/thesis-dissertation-information/masters-thesis-process


Page 27 
 

PROPOSAL 

Refine Thesis Proposal with committee and get pre-approval 
from supervisor and committee 

  

 

Upload pre-approved thesis proposal to SharePoint for Formal 
Approval by committee. 

Within 10 weeks of 
CALS690 start date 

 

 

Request for Ethical Review  

Submit Request for Ethical review to supervisor who must review, 
approve, and submit to the Office of Research Ethics 
ethicalreview@royalroads.ca. 

Request for Ethical Review form posted here: Research ethics 
review | Royal Roads University (under the heading Request an 
ethical review)  

After Proposal has 
been approved and 
prior to any 
fieldwork or data 
collection. 

 

 

RESEARCH AND 
WRITING 

Conduct Research and Write 

Working with supervisor, and committee members, as per plan. 

Ensure all copyright clearances have been obtained. Follow directions 
at: https://libguides.royalroads.ca/copyright4theses 

After approval of 
proposal and 
ethical review 

 

 

Complete and 
Submit Progress 
Report 

Student and supervisor complete Progress Report and submit 
for review by the Office of the VP Provost, Research & 
Interdisciplinary Studies or designate. 

Complete every 6 
months following 
the CALS690 start 
date 

 

 

COMPLETION 
OF THE THESIS 

Submit pre-defence thesis to Supervisor, and as per Supervisor, 
to committee, and complete revisions as required. 

 

 

 

 

Submit no later 
than 8 weeks prior 
to end of CALS690 

 

 

Upload pre-defence thesis to SharePoint for Formal approval by 
Supervisory Committee. Ask Supervisor to suggest 2-3 potential 
External Examiners (see requirements). 

 

 

Thesis coordinator nominates External, who reviews thesis, 
compiles a report and recommendations for defence. 

 

 

PUBLIC 
DEFENCE 

Follow directions provided by the Office of the Vice Provost, 
Research & Interdisciplinary Studies 

Student coordinates date for defence with thesis coordinator. 

Based on outcome of defence, student works with supervisor to 
complete any required revisions and resubmits final thesis to 
SharePoint for formal, final approval. 

Schedule defence 
at least 4 weeks 
prior to end of 
CALS690. 

Depending on 
timeline, type and 
amount of 
revisions, student 

 

 

mailto:ethicalreview@royalroads.ca
https://www.royalroads.ca/research/research-ethics-review
https://www.royalroads.ca/research/research-ethics-review
https://libguides.royalroads.ca/copyright4theses
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may need to 
request a 3-month 
extension 

PUBLICATION 
OF THESIS 

Follow directions at: 

Theses and Dissertations Publication - Copyright Information for 
Theses and Dissertations Publication - LibGuides at Royal Roads 
University 

Student is required to ensure all ethical review and copyright 
requirements are met before library will accept thesis. 

After final approval 
by Office of the 
Vice Provost, 
Research & 
Interdisciplinary 
Studies 

 

 

PREPARE FOR 
CONVOCATION 

Visit Convocation webpage AND fill in convocation forms in 
order to attend convocation:  

Convocation | Royal Roads University 

Depending on 
when your final 
grade is entered, 
student will be 
eligible to attend 
either the Fall or 
Spring Convocation 
Ceremony. 

 

 

 

  

https://libguides.royalroads.ca/copyright4theses
https://libguides.royalroads.ca/copyright4theses
https://libguides.royalroads.ca/copyright4theses
https://www.royalroads.ca/current-students/graduation-convocation/convocation
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Appendix 3: Letter of Agreement Template 
 

Letter of Agreement for Sponsor Organizations 
 
Organization Participating in the Study 

Name of Company or Organization 

Street Address 

City, Province, Postal Code 

Contact Person/Thesis Sponsor 

 Name of Person 

 Phone:  

 FAX:   

 E-mail:  

Graduate Student 

 Name 

 Phone:  
 
 FAX:  

 E-mail:  

Thesis Supervisor 

 Name 

 Phone: 

 FAX:  

 E-mail:  
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Roles and Responsibilities 
These roles and responsibilities are explained further in the MACAL Thesis Handbook and reflect RRU policy. 

Thesis Supervision  
The student will be supervised by a Thesis Supervisor and a Thesis Committee. Nomination and approval of 
supervisors and committees occurs via the Office of the Vice Provost, Research & Interdisciplinary Studies. The 
student is responsible for initiating this process.  

Role of the Thesis Supervisor 
The Thesis Supervisor will facilitate and approve the formal thesis proposal, ensure that the student follows all 
required processes required by the University’s Research Ethics Policy, maintain contact with the student 
during the period of supervision to review and discuss issues arising from the thesis, and ensure the application 
of rigorous research methods throughout the research. The supervisor should also ensure that the student’s 
final thesis does not violate privacy, intellectual property, or copyright regulations and that all required 
permissions for all third-party works, including but not limited to images, lyrics, illustrations, and substantial 
portions of text, have been obtained before the thesis is submitted to the Supervisory Committee. 

Role of the Thesis Sponsor 
The thesis sponsor will support the student’s thesis research and assist the student where required. The 
sponsor should not seek to influence the conclusions or recommendations produced as a result of the study. 
The sponsor will not participate in the formal assessment of the thesis but is invited to the public defence of 
the thesis. 

If a manager-employee relationship exists between sponsor and student, the student must be confident they 
can complete the thesis without bias or judgement. 

Role of the Student 
The student is responsible for planning, implementing and completing the thesis. This includes developing a 
proposal adopting the required format; ensuring rigor and high quality of work, with appropriate attributions 
throughout his/her research; submits 6-month progress reports; adheres to a mutually agreed-upon schedule 
including deadlines for completion for all stages; completes the thesis in accordance with the proposal and in 
accordance with the RRU Research Ethics Policy and the RRU Integrity and Misconduct in Research and 
Scholarship Policy; and produces both a draft and final thesis that conforms to RRU policies and guidelines. 

Royal Roads’ University Policies 
These policies are explained further in the MACAL Thesis Handbook and reflect RRU policy. While thesis policies 
cannot be changed, there is scope for specific agreements to be reached with sponsors – these should be 
considered in this section. 

Confidentiality in Research 
The student must adhere to the confidentiality guidelines of the organizations involved in the research. The 
student should review the organization’s guidelines before producing their final thesis proposal. Potential 
projects that require the student to restrict their investigative or reporting methods should be avoided.  

At the request of the student and/or where circumstances warrant, a thesis or research product may be 
withheld from circulation for up to one year to allow such activities as patent protection or other legal steps to 
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be completed. If there is a requirement to withhold a thesis, this must be discussed with the Thesis 
Coordinator.  

Non-Disclosure Agreements 
The sponsor may require the student to sign non-disclosure forms. The final thesis produced will be a published 
document; however, steps can be taken to avoid the use of confidential information or the release of the 
identity of the company or individuals involved. Details of the non-disclosure agreement should be approved by 
the thesis supervisor, the student and the MACAL Program Head before signing.  

Restrictive Practices 
Issues of confidentiality and non-disclosure must be thoroughly explored with the thesis supervisor and MACAL 
Program Head. Non-disclosure agreements, or restrictive practices that curb the ability of the researcher to 
complete their applied projects, should be avoided. 

Intellectual Property 
The thesis is generally the intellectual property of the student. However, the students who complete their 
research work as part of their paid employment may want to clarify the ownership rights to any intellectual 
property generated with their employer. Ownership rights might be specified in this Letter of Agreement or 
another document or contract between the researcher and the organization supporting the research. 

RRU holds no claim on the intellectual property produced as a result of the thesis research. A copy of the thesis 
will be electronically archived on RRU’s Digital Archive, ProQuest, and Library and Archives Canada. RRU will 
only approve work that protects the rights of the researcher to freely publish and defend the results of his/her 
research. 

Copyright  
The author of an RRU thesis or research product owns the rights to their product and should claim copyright on 
the title page of the thesis. 

As a condition for the award of the degree, the student is required to sign a form giving permission to RRU to 
make the thesis available for inspection, to copy and circulate the thesis for scholarly purposes, and to make 
use of the material and ideas in the thesis in the preparation of papers for publication.   

Sponsor Commitment 
In this section, if appropriate, specify specific agreements with the Thesis Sponsor and/or Supervisor 
concerning the right to use data, work time, work facilities or other resources in the thesis writing process. 
Support may include, photocopying, fax, mail, phone, workspace, access to relevant records or data, access to 
individuals and groups essential to the completion of the project and other items identified throughout the 
conduct of the thesis. 

Thesis Description, Action Steps and Milestones 
The thesis goals, process and anticipated outcomes are described in the thesis proposal. The thesis proposal 
highlights the activities to be completed, the study milestones and the involvement and support of the 
sponsoring organization where appropriate. 
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Deliverables 
The student will submit a copy of the thesis to the Royal Roads University Thesis Office for university records 
and transmittance to the National Library of Canada. The thesis will be available to the public. The graduate 
student will provide the Sponsor and Supervisor a copy of the final thesis. In addition, he/she will provide 
formal briefings to individuals or groups identified by the Thesis Sponsor on request. 

Endorsement 

We, the undersigned, agree to abide by the arrangements and statements contained in this letter of agreement 
and the final Thesis Proposal as submitted by the graduate student. 

 

Thesis Sponsor Date 

 

Thesis Supervisor Date 

 

Graduate Student Date 
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