Examination Committee and Chair Package
Prepared by [gradassistant], Graduate Coordinator, [program], emailaddress@uwo.ca
	[studentname], PhD Candidate
[date and time of exam]

	Chair
	[name]
	[email] 

	Supervisor #1
	[name]
	[email]

	Supervisor #2
	[name]
	[email]

	Program Examiner #1
	[name]
	[email]

	Program Examiner #2
	[name]
	[email]

	University Examiner
	[name]
	[email]

	External Examiner
	[name]
	[email]

	Public Lecture - [date and time]
Link: westernuniversity.zoom.us/j/################ 

Meeting ID: ### ### ####
Passcode: ######
One tap mobile +##########


	Examination – [date and time]
Link: westernuniversity.zoom.us/j/################# 

Meeting ID: ### ### ####
Passcode: ######
One tap mobile +##########


	Evaluation Forms and Chair Report

	Evaluation Form 
(providing examiner decision to Chair)
	uwo.eu.qualtrics.com/jfe/form/SV_3VhNgBXhjouzgHP

	Chair Report

(providing committee decision to SGPS)
	uwo.eu.qualtrics.com/jfe/form/SV_b1S0AaukmbjVTLv


Examination Committee and Chair Package

	Chair Responsibilities Overview

	Please review the Remote Thesis Examination Guide, which includes instructions for managing Zoom as well as links to the Examiner Reports, Chair Report and Regulations:

https://grad.uwo.ca/covid19/thesisguide.html

	Ensure that the examination is run in accordance with SGPS regulations. If you have any concerns that the technology being used is not working well, you have the authority to suspend the exam:

https://grad.uwo.ca/administration/regulations/8.html

	· Make sure the Zoom meeting connection works and familiarize yourself with Zoom if you haven’t used it before. Ensure that your device will work effectively for this purpose.
· If you decide that you are not comfortable managing a remote exam, inform the graduate coordinator as soon as possible.

· For ALL: Confirm attendance with the graduate coordinator the day before the exam. If you know or suspect that you will not be able to participate, inform them as soon as possible.


How to Send the Candidate to the Waiting Room
https://support.zoom.us/hc/en-us/articles/115000332726-Waiting-Room
1. As the meeting host, click Participants.
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2. Click More next to the participant's name and choose Put in Waiting Room.
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