
MSCI 391/392/491 Work Term Reports  
Overview 
The purpose of the work term report is to: 

1. Document engineering experience gained during the work term.  In particular, the report 
allows you to draw connections between the theoretical aspects of engineering taught in 
the classroom and the practical applications of that theory in the workplace. 

2. Give you a chance to reflect and report on what you learned from the work term 
experience. 

3. Give you further practice with effective written communication. 

Instructions 
A work term report consists of two parts: 

1. Completion of the Professional Engineers Ontario (PEO) pregraduation experience 
record form. 

2. An expanded report that includes additional information regarding your work term 
experience including answers to specific self-reflection questions. 

This report is based on the work term that occurs immediately prior to the term in which the work 
term report is due.  Some students may not have a work term immediately prior to the term that 
a work term report is due.  In such cases, the student should submit their work term report 
based on any previous work term that has not previously been reported.  You may not report on 
the same work term more than once. 

Part 1: PEO Pregraduation Experience Record 
To become a professional engineer, you must document your engineering experience.  You can 
receive credit for up to 12 months of engineering experience prior to graduation once you are 
past the half-way point of your degree program.  The work term following 2B is the first work 
term that is past the half-way point of your studies, and the first work term report is due at the 
start of the 3A term (MSCI 391). 
 
Instructions for completing the PEO pregraduation experience record are found here: 
http://www.peo.on.ca/index.php/ci_id/22884/la_id/1.htm  
and a MS-Word template for the form is here: 
http://www.peo.on.ca/index.php/ci_id/25660/la_id/1.htm 
 
For your experience report to be used in a future profession engineer application, you 
will need it signed by your supervisor.  We highly recommend you get this signature 
while on co-op.  If you get it signed, you should retain the original copy of the signed record 
and submit a PDF scan. 
 

http://www.peo.on.ca/index.php/ci_id/22884/la_id/1.htm
http://www.peo.on.ca/index.php/ci_id/25660/la_id/1.htm
http://www.peo.on.ca/index.php/ci_id/25660/la_id/1.htm


Some students may contend that their work term had no engineering involved.  We only ask that 
you honestly complete the pregraduaton experience record.  If there was no application of 
theory, then be honest and write this, but the majority of co-op work terms held by Management 
Engineering students do have some engineering in them.  If you have any doubt, we encourage 
you to discuss the pregraduation record with your supervisor, who may have more perspective 
on the nature of the engineering experience you gained performing your job. 

Part 2: Expanded Report 
Write a report, with section headings matching the bolded words below, that addresses the 
following: 

1. Write 1500-2000 words  (approximately 4-5 pages including section headings) that detail 1

what you did during your work term as follows: 
a. Job Details 

In part 1 (pre-graduation experience report), you provided a brief description of 
your job duties.  For this part of the expanded report, we would like you to write in 
detail regarding the work you completed as part of your work term.  Explain how 
you contributed to the company or project(s) that you worked on.  Use specific 
examples to illustrate your job.  This section of the report should be 550-800 
words long (approximately 1-2 pages). 

b. Coursework  
Relate your work term back to the courses you have taken at the University of 
Waterloo. Discuss how the courses either contributed to, or failed to contribute to 
your effectiveness during the work term. We are interested in the connections 
made to all of your coursework, both technical and non-technical courses.  This 
section of the report should be around 250-300 words. 

c. Self Reflection  
Write approximately 175-225 word responses for each of the following reflection 
questions. The goal of these questions is to help you develop the ability to reflect 
on your work experience and help you improve for future work experiences. 
Spewing words to fill space, or producing fluff, will result in negative marking.  

i. Self Reflection: Expectations 
In what ways did your work term meet or fail to meet your expectations? 

ii. Self Reflection: Improvement 
As you worked during the term, what knowledge or skills did you find 
yourself wanting to learn more about or improve?  Explain why this lack of 
knowledge or skills hampered your effectiveness or why knowing more or 
being better skilled would improve your effectiveness.  Keep in mind that 
one approach to improvement is to further improve your areas of strength, 
and another approach is to reduce your areas of weakness.  Both 
approaches to improvement are valid.  As part of your discussion, 

1 Please see comment on word counts in the "Marking" section at end of guidelines to understand how 
words counts affect your mark. 



formulate a specific goal for improvement, i.e. something you can 
accomplish. 

iii. Provide an answer to one of these questions: 
1. Self Reflection: Ethics 

Explain how your either observed careful consideration of ethics in 
the practices of the company or how you feel the company failed 
to act ethically in a certain situation.  If you feel the company acted 
unethically, explain how you addressed that situation. 

2. Self Reflection: Impact 
In what ways did your work or the work of the company have an 
impact or potential for impact on society?  Impact can be both 
positive and negative. 

3. Self Reflection: Teamwork 
Describe a positive or negative experience you had working on a 
team during this job and your contribution or response to this 
experience.  How will you take what you learned about teamwork 
and use it to improve your next team experience? 

iv. Self Reflection: Next Co-op 
Think about your next co-op.  Share what you would like to accomplish in 
your next work term.  Please be specific and explain why what you want 
to accomplish is important.  All goals are valid to discuss. 

2. Resume Description of Co-op 
Now that you have written about your co-op in detail, write the description of your work 
term that you will include in your resume.  A good description not only describes your 
duties, but also makes clear your contributions and successes. (Suggestion: Go update 
your resume and then copy that into your work report.)  As would be expected, your 
resume description should put the best light on your job in the fewest words.  The 
resume description is not part of the overall word count described above. 
 

Marking 
Your work term report will be marked based on the completeness, detail, insight expressed, use 
of specific examples, presentation quality, and quality of communication and writing, as well as 
other potential factors.  
 
Words Counts 
Word counts are a guideline to attempt to communicate expectations for the amount of writing 
we want to read overall for this report.  To be able to write well in this limited space, you are 
advised to first write as much as you need to fully communicate what you need to say.  Then 
you should edit your writing to make it concise while still conveying the important information. 
Cut out the words and sentences that add little value.  If a chart, table, or picture will 
communicate an idea well, please use it.  Tables, charts, and pictures do not count toward the 
word count. Too often students write until they reach word count or page limits and then stop, 
which produces low quality writing.  If in doubt, write more rather than less, but there are no 
points to be earned from excessive blather and filler material, for we will penalize such writing. 



 
Late Policy 
Reports are due on the 10th day of lectures for the academic term in which the report is 
required.  There will be a dropbox in Learn to allow you to submit your report.  No late 
submissions are allowed without prior approval of the instructor.  Only serious issues outside of 
your control, i.e. illness or emergencies, will normally be approved for extensions.  Failure to 
submit your report on time will result in a failing mark of 32. 
 
No Resubmissions  
All grades will be final.  Students will be unable to resubmit their reports to improve their marks. 
If you fail a work report, you will have to repeat the course.  Failed work reports count as a failed 
course.  If you have to repeat the course, you will be allowed to write about the same work term. 
 
Submission Format 
All reports should have a title page and be Adobe PDF documents.  Points will be deducted for 
failure to include a title page with student name, student ID, and course number (e.g. MSCI 
391).  Be sure to include both the pregraduation record and the extended report in PDF format. 
 
Submission Guidelines 
Students are only required to submit electronic copies of reports to the LEARN Dropbox, which 
closes at 11:59pm on the 10th day of the term.  These reports will be processed with the 
Turnitin software to ensure that all materials and sources used in the reports are properly 
documented. 
 
It is recommended that you use the PEO MS-Word template for the pregraduation record. 
The extended report must be written using 12pt Times New Roman or Calibri fonts with 
single-spacing. Page margins should all be set to 1”. Use the APA format for citations and 
include page numbers. 
 
Academic Honesty 
All reports should be your sole work.  Your reports about your work term and your 
self-reflections should be honest.  Students found to fabricate any portion of their work, or to 
copy work from other sources, will be reported to the Associate Dean of undergraduate studies 
in Engineering for academic dishonesty.  
 
 


