
Information for Co-op Students going out on their First Work-term in May  

Task Deadline  

Window 

Notes 

Register for Orientation Course 
(CIVL/ENVE/MINE/ENGI8890) 

(one-time program fee) 

~ September 
(‘last day to drop’) 

One is registered upon admission into the co-op version 

of the BEng program, via Dal Online (minimum CGPA 

= 2.30).  Go to the SITE1 tab in myCareer. 

Take the on-line Orientation Course, 
CIVL/MINE/ENVE/ENGI 8890. 

~ September to 

December 

A ‘myCareer’ account is created within this course; it is 

accessed via my.dal.ca   Course takes ~10 hours to 

complete, if worked on continuously (so start asap). 

Attend your ‘Readiness Session’ 

(required).  No fee. 

~ end of 

November –

middle of 

December 

 

8 time slots will 

be posted 

One hour, in-person (at the SITE Office, sign up through 

myCareer).  Topics include: what to expect from the 

process, key dates, the rules, the ranking-matching 

process, and support available from the SITE Office. 

Register for work term (CIVL8891, 

ENVE8891, MINE8891).     

2nd work-term is CIVL8892 

3rd work-term is CIVL8893 

opens ~Dec. 31 Note: unless you actually register2 for 

CIVL/ENVE/MINE8891 you will not be in the co-op 

program as far as the Registrar is concerned. 

End of routine access to jobs that are 

advertised on Coop Office web-site. 

Feb. 28 

(nominally3) 

It is a competition. 

Start of first work term. ~ May 1 Start thinking about the content of your work-term 

report. 

End of first work term. ~ Aug. 31 Minimum number of hours = 490 for any given work 

term. 

First work-term report due.  Experience 

Record (diary) to be placed in an 

Appendix.  The employer prepares, signs, 

and sends in the Performance Appraisal. 

One week after 

1st day of classes 

in September 

To be based on your summer work experience (four 

months).  Average length 25 pages4, excluding 

Appendices. 

Second work-term report due5.  Experience 

Record (diary) placed to be in an 

Appendix.  The employer prepares, signs, 

and sends in the Performance Appraisal. 

One week after 

1st day of classes6 

in January 

To be based on your four months of autumn work 

experience. 

1.  SITE = Science, Information Technology, and Engineering (the ‘Coop Office’, 1334 Barrington St., a few hundred meters south of the gym). 

2.  Registration for CIVL8891/MINE8891 will open on the same day that Dalhousie opens it for all Summer academic courses. 

3.  After February 28 you will be moved to the ‘late’ category. 

4.  Some basic format-and-style standards are given below.  A more detailed format & style document is available from Dr. D. Hansen. 

5.  Different in content from the first report, even if it was with the same employer and doing similar work. 

6.  Your very last work-term report (from 3rd work term) is also due one week after the 1st day of classes. 

 
In all communications pertaining to your coop education (especially those relating to any of the items listed below – 

especially the first item), always keep Dr. Hansen (davidhansen.peng@gmail.com) and Lori Vaughan 

(lori.vaughan@dal.ca) and the SITE/Coop Office (coopoffice@dal.ca ) simultaneously informed. 

 

mailto:davidhansen.peng@gmail.com
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1. You will receive a permanent “F” for CIVL/ENVE/MINE8891/2/3 on your Dalhousie University final transcript 

if you: 

 (i) Fail to attend to the duties and responsibilities prescribed by your employer, thus failing your Performance 

Appraisal. (ii) Fail to pass in a formal work-term report on time.  (“I was on vacation” will not be accepted as a 

reason for lateness).  (iii) Make an eight-month commitment to an employer and leave after only 4 months for 

another employer (or leave after four months into an eight-month commitment, to come back to school).  The 

ordinary Drop/Add/Withdraw rules do not apply to CIVL/ENVE/MINE8891/2/3. 

2. Reports sent by Canada Post or courier (FedEx) should show “Ms. Lori Vaughan  (902 494-4235), Dept of Civil 

& Resource Engineering (main office D-215), Sexton Campus” at the top of the destination address label.  Use 

Dalhousie University, PO Box 15000, Halifax NS, B3H 4R2.  Hold on to your proof of shipment. 

3. We do not accept the electronic submission of work-term reports as the sole way of meeting the deadline. 

4. The department sometimes scans work-term reports, in whole or in part.  Therefore, please do not use spiral 

bindings (which prevent use of the document feeder on the dept’s photocopier-scanner).  Duo-tang (has tabs) or 

Cerlox (plastic comb) are fine.  Do not (on the other hand) submit unbound reports or reports that are merely 

clipped. 

5. Check your DAL email address regularly.  Important information is sometimes sent to your Dal email address.  

(You may want to have emails that come to your Dal account automatically forwarded to your Gmail, Hotmail, 

Yahoo, …., account.)  In all your email communications with us, show your work telephone number at the end. 

6. Students sometimes want to change the sequence of their work term(s) versus study term(s).  The most common 

reason is to make the ‘Free’ winter term a work-term, and to make the summer term that follows it the ‘Free’ 

term.  This can be done, Dr. Hansen has a form that can be emailed to you and that you then need to fill out. 

7. If you want to take a course at any given university during your free term, and you want to get credit for that 

course, (i) find out if it will count, (ii) get a signed letter-of-permission from your boss and submit it to the SITE 

Office, and (iii) submit the right form to the Associate Dean’s office (this request form is available on-line). 

8. Students sometimes want or need to do an extra work-term (fourth work term).  This should be brought up with 

Dr. Hansen.  If it is with a new employer, there will be a problem with viewing postings.  In both cases of using 

a non-standard sequence, please let us know your intentions, as early as possible. 

9. a)  We do not ‘chase’ reports.  If a report fails to appear on time we assume that the student has decided not to 

complete one; see Item #1 above. 

b)  Reports containing confidential or proprietary information can be viewed by the Assistant Dean for 

Cooperative Education (who is an industrial engineer) to ensure that they are genuine work-term reports (full 

and complete, done to the proper standard).  You will not be able to inform the Faculty of Engineering that no 

report can be provided because the work done was confidential.  If you or your employer have problems with 

this policy, or have questions about confidentiality, you must contact us about this early in your work term.  

There are two other ways of handling this, which we can discuss on the phone. 

c)  It is a good idea to email lori.vaughan@dal.ca to confirm receipt of your report by us, here at the Dept of 

Civil & Resource Engineering, a few days after you courier the hard copy to us. 

10. Reports are required to have technical content of a quantitative nature.  It is (therefore) better to be thinking 

about this content requirement early in your work term.  Feel free to consult with a professor for ideas.  

Here are three (examples of) ways in which reports can still have technical content even though the job in 

question may have had little technical content:  (i) the process sequencing can be described via custom-made 

flow-charts, and efforts can be made to show how the process in question could be improved (perhaps via 

CPM analysis). Each step in the process takes time and costs money.  (ii) an economic analysis of the 

activities or construction or design(s) can be done, identifying where savings might be found (you have a 

course in engineering economics).  (iii) a statistical analysis of data that was collected can be done, especially 

regression analyses (you have a course in statistics).  Do your fitted curves make any interesting predictions? 



11. Reports not complying with the requirements for technical content or which do not comply with the format 

and style requirements given below are given another chance to receive a “Pass”, via a verdict of “Resubmit”.  

Include your marked-up report (the one which received the Resubmit verdict) when you submit your revised 

report.   PS.  Don’t want months to check your final grade, use Dal Online to view the “P” (or “F”). 

 

Some Format and Style Notes (more information available upon request): 

 use 12 point Times New Roman font throughout, even within figures and tables.  Use no italics except for 

foreign phrases. 

 use 1.5 line spacing.  No header or footer on each page (only page number in top right). 

 do not use personal pronouns. 

 do not use contractions. 

 use a formal tone, no slang or colloquialisms allowed, this is a formal engineering report. 

 use the simple past tense to describe work done. 

 do not personify your report (“This report presents the difficulties encountered during…..”). 

 centre all text on the cover page. 

 repeat the title at the top of the table of contents. 

 use the equation editor that is present in your word processor.  You cannot use * for multiplication, You cannot 

use / for division, You cannot use ^ for exponentiation. 

 centre all equations, number each equation, and place this identifying number ([3] for example) at the right-hand 

text margin. 

 define all terms (variables) found within each formula or equation immediately, doing so and state the units or 

dimensions of each variable.  For example: 

“The channel was sized using the Manning equation, which may be stated as: 
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where: 

  V = average velocity of flow in cross-section (ft/s), 

  n = roughness coefficient, 

  R= hydraulic radius (ft), 

 Sf = friction slope, equal to bed slope S0 for uniform flow (dimensionless). 

and where: 

R
A

P
                                                                            [11-2b] 

  A = cross-sectional area of flow (ft2), 

  P = shear perimeter, also known as wetted perimeter (ft).” 

 



 

 place detailed and/or mundane calculations in an appendix.  These calculations can presented as having been 

done by hand only if they are neat and clear, even after being photocopied. 

 

 formally cite all sources (authorities) using the author-year system.  See any NRC journal, such as the Canadian 

Journal of Civil Engineering, for examples.  These citations must match what appears in your ‘References’ list 

(in which cited sources are listed alphabetically, by lead author). 

 

 Example of how citations might appear in the body of a report: 

“It has been demonstrated experimentally that no significant increase in friability occurs if the strata is exposed 

to fewer than four freeze-thaw cycles (Chetan and Sudheer 2006).  This was first observed by Garga et al. 

(1991) and then by various other investigators using more sophisticated laboratory equipment (McBean and 

Perkins 1975; Kirchov et al. 1991).” 

 Examples of how your own cited authorities should appear in your References list (which is alphabetic): 

Chetan M. and Sudheer K.P.  2006.  A hybrid linear-neural model for forecasting flow in the Motobo River.  AGU 

Water Resources Research, 42(4):W04402, 8 pp. 

Garga V.K., Townsend R.D., and Hansen D.  1991.  A method for determining the surface area of quarried rocks.  

ASTM Geotechnical Testing Journal, 14(1):35-45.  

McBean E.A. and Perkins F.E.  1975.  Convergence schemes in water profile computation.  ASCE Journal of the 

Hydraulics Division, 101(HY10):1380-1384. 

 

 it is common for an annotated map and photograph(s) to appear in the Introduction. 

 simple line drawings of such things as equipment set-ups and construction layouts are under-utilized.  Flow-

charts illustrating the sequence of steps within a given process are also under-utilized. 

 place table captions above tables and figure captions below figures (all centred).  Use only one figure caption 

(the Excel title on a graph, for example, is redundant). 

 no shading is allowed within figures or tables.  There should be nothing unreadable within any figure.  Sources 

of figures must be cited, if applicable. 

 no hand-done sketches will be permitted in the body of your report. 

Contact Dr. Hansen via email if you would like to receive more detail on the Format & Style requirements 

 for work-term reports done under the aegis of the Department of Civil & Resource Engineering. 

Your report will usually be read by a professor with some expertise in the sub-discipline civil engineering that is 

most closely related to the subject matter found in your report. 

davidhansen.peng@gmail.com 
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