
WORK TERM REPORT

All information about writing work-term reports (the requirements, format, technical content, etc.) is found on the
Work-term Report Coordinator's web site.

This means that you must give full references for all the ideas you talk about not only quotations. Excellent
work-term reports The exceptionally good non-confidential work-term reports will be read by several
professors to consider them for awards. Use materials from your work term and from your academic field as
resources. Writing help We recommend that you have your work-term report reviewed and critiqued by the
Academic Writing Help Centre AWHC , your employer, a professor, friends or family. The entire report
should be written to an audience of other students in the same program as yourself, not your manager or the
professor who might read your report later. Remember that referencing material improperly exposes you to a
charge of plagiarism. However, if the specific work-term report is not cleared by the end of the third
Academic Term, the student will not be allowed to proceed to the next Academic Term and students may not
proceed to the next Academic Term. The cover letter should be single-spaced, and it must follow appropriate
business format. Unity Your report should mention all the work you were asked to perform in the introduction
so the reader can clearly understand your entire work term duties, but then should concentrate on one topic, so
it is a coherent in depth discussion of that topic rather than a superficial report on many things. Before
contacting the Coordinator, please be sure to re-read these guidelines to ensure that your question has not been
answered. Language As for any course at the University of Ottawa, you may write the cover letter and your
work-term report in English or French. In your e-mail, explain the difficulties you are having and provide the
outline for your proposed report. Timeline Writing and submitting the work-term report is best done over the
course of several months. Work-term report pick Up After a student has been notified, a student may pick up
his or her marked Work-term Reports from E7 during regular Office Hours. The Co-ordinator will either
review the report or assign it to another for a review, but come to a conclusion whether the mark should go up,
down, or stay the same. This applies also for appendices - only add appendices if they serve to justify points
you have made in the body of the report. A student may expect to have the report marked approximately five
weeks from the date of the e-mail informing the student that it has been assigned to a marker. Students without
a satisfactory report at that time will be given a grade of FAIL. See the UNB Calendar for further details.
Describe your academic field so the reader understands the context of your learning. If a satisfactory report is
not received by the agreed upon extended deadline, the grade will be changed to FAIL. Your employer may
help in selection of a topic. Your form may be expanded to include an extra page, but the table format should
be preserved. Upon such notification, the Co-op office will forward to the employer a technical report grading
form, guidelines for grading, and request a confirming statement regarding the proprietary nature of the report.
Your work-term report must be submitted to your employer for his or her approval one week before the end of
your work term. Ideally, the work will be of practical benefit to your employer. Document where you are
getting all of the information for your report and that you are providing references to your sources.


