
KIN Internal PhD defence Procedure Checklist  

Student responsibility before scheduling a PhD defence 

To ensure that all degree requirements have been met prior to the defence 

□ Con�nuing registra�on in place and tui�on fees are paid in full 
□ Student-Supervisor Agreement (S-S-A) 
□ Course work requirements  
□ Qualifying exam (if applicable) 
□ Comprehensive exam 
□ Annual Progress reports 
□ Grant wri�ng 
□ Teaching (minimum of 6 hours) 
□ Advisory commitee mee�ng minutes 
□ Proof of Ethics approval cer�ficate(s) 
□ Research proposal presented in KIN 990 seminar 

 
 

Supervisor(s) responsibility for a PhD defence 
 

□ To no�fy Grad office once a PhD student’s disserta�on is approved by the Advisory commitee 
for defence.   A minimum of (5) weeks’ no�ce is required 

□ To provide Grad office with the approval (mee�ng minutes or email) from the Advisory 
commitee when student’s disserta�on is ready for defence 

□ To provide Grad office with the names of suggested top three choices of external examiner 
□ To send student’s disserta�on to Grad office for plagiarism check 
□ To follow-up with first choice of external examiner for their willingness and availability for the 

defence 
□ To request an updated C.V. from the first choice and forward to the Grad office 
□ To request Grad office to schedule the defence by providing external examiner’s availabili�es; or 

provide Grad office with the tenta�ve date & �me and pla�orm of the defence   
□ To send student’s final disserta�on to Grad office 

 
 
Grad office responsibility for a PhD defence 
 

□ To complete pre-defence checklist  
□ To run student’s disserta�on through Plagiarism so�ware 
□ To inform supervisor(s) and Grad Chair on whether or not that the student has met all the 

degree requirements except the defence, or any concerns they may have 
□ To iden�fy the University examiner CGPS/APPOINTMENTOFTHEUNIVERSITYEXAMINER for the 

defence where (1) the student began their program in a Catalogue year prior to 2022-23 (i.e., 
prior to May 1, 2022); and, (2) where the examining commitee chair, the supervisor and all 
members of the advisory commitee and external examiner would equal at least six members 

□ To schedule the defence by se�ng up a Doodle Poll and send out to the examina�on commitee 
if needed 

https://cgps.usask.ca/policy-and-procedure/Academics/defence.php#821APPOINTMENTOFTHEUNIVERSITYEXAMINER


□ To submit a defence memo including student’s disserta�on and CV of the preferred external 
examiner, a minimum of (5) weeks prior to the desired oral defence date through CGPS Student 
and Academic Services portal for Grad Chair and CGPS’ review/approval 

□ To book an appropriate and properly equipped space for the defence, as well as se�ng up and 
invi�ng par�cipants for the defence, which includes defence date/�me, loca�on/Zoom mee�ng 
link, �tle of thesis, and name of the supervisor(s)  

□ To send out a reminder close to the defence date 
□ To connect student with IT for any technical support that may be needed for the defence  
□ To distribute GPS 403.1 (Pre-defence Report of the External Examiner for PhD degree) to the 

examina�on commitee on the date of defence 
□ To remind the Chair at the defence to encourage audiences who decide to stay a�er student 

presenta�on, they must be joining in-person. Online op�on only open for the presenta�on part 
of defence  

□ To grant permission for audience members who request par�cipa�ng en�re defence online  
□ To collect the signature from the examina�on commitee on behalf of the Chair a�er the defence  
□ To submit the signed defence form to CGPS once the final disserta�on is uploaded to online ETD 

site 
□ To send out the Gradua�ng Student Checklist to student and request the office keys to be return 

before his/her departure 

  


