
 

 
 

 
Last Updated: September 1, 2023 

 

Department of 
Mechanical Engineering 
Graduate Studies 

1280 Main Street West 
Hamilton ON Canada 
L8S 4L7 

Tel: 905.525.9140 ext. 24294 
Email: mechgrad@mcmaster.ca 
http://eng.mcmaster.ca/mech 

 

FULL-TIME OFF-CAMPUS REQUEST CHECKLIST 
 

☐ REQUEST TO BE FULL-TIME OFF-CAMPUS (FTOC) FORM 
 
https://gs.mcmaster.ca/app/uploads/2020/02/Full-Time-Off-Campus-request.pdf 

 
 

☐ RESEARCH PROPOSAL 
 
 

☐ MATERIALS TO BE CONSULTED (1/2 PAGE – 1 PAGE) 
 
 

☐ RESEARCH SCHEDULE (1/2 PAGE – 1 PAGE) 
 
 

☐ PROVISIONS FOR SUPERVISION (1-2 PARAGRAPHS) 
 
 

☐ FIELD TRIP/STUDENT PLACEMENT/RESEARCH ACTIVITY APPROVAL FORM 
 
https://hr.mcmaster.ca/app/uploads/2019/01/RMM-801-Field-Trips-Student-Placements-
and-Research-Activity-Planning-and-Approval-Program.pdf  

 
 

☐ RESEARCH ACTIVITY – STATEMENT OF RESPONSIBILITIES CHECKLIST 
 
https://hr.mcmaster.ca/app/uploads/2019/01/RMM-801-Field-Trips-Student-Placements-
and-Research-Activity-Planning-and-Approval-Program.pdf 

 
 

☐ DECLARATION OF HEALTH STATUS 
 
https://hr.mcmaster.ca/app/uploads/2019/01/RMM-801-Field-Trips-Student-Placements-
and-Research-Activity-Planning-and-Approval-Program.pdf 

 
 

☐ MCMASTER UNIVERSITY FIELD RESEARCH SAFETY PLANNING RECORD 
 
https://hr.mcmaster.ca/app/uploads/2019/01/McMaster-University-Risk-Assessment-
Template.pdf 

 
 

☐ PARTICIPANT WAIVER 
 
https://ols.mcmaster.ca/app/uploads/2019/03/ols-participant-waiver-agreement.docx 
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For Full-Time, In-Time MASc and PhD Students planning to be FTOC in any Fall/Winter Terms: 
 
 

☐ IN-PROGRAM COURSE ADJUSTMENT FORM - REQUESTING THE SEMINAR REQUIREMENT TO BE WAIVED DUE 

TO BEING FULL-TIME OFF-CAMPUS 
 
https://gs.mcmaster.ca/app/uploads/2019/10/Request-for-In-Program-Course-
Adjustment.pdf 
 

https://gs.mcmaster.ca/app/uploads/2019/10/Request-for-In-Program-Course-Adjustment.pdf
https://gs.mcmaster.ca/app/uploads/2019/10/Request-for-In-Program-Course-Adjustment.pdf


Flow chart for approval of RMM 801 and Full Time Off Campus (FTOC) 
forms for graduate students 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  

 

  

 

 

  

 

 

  

 

  

 

 

 

 

 

Decision to conduct field research: 
Student and supervisor agree that field research is 
appropriate. This might happen in a supervisory 
committee meeting. Conferences and some other 
research-related activities do not require RMM 801: 
check the “scope section” of the policy to see exclusions. 

Assessment of risk level: 
Student and supervisor: check 
government of Canada travel advisory for 
risk levels (L1, L2…) and consider other 
risks. 
 

L3 or L4? Extreme risk  L1 and low risk 

Significant 
risk: 
“hazards 
that are 
significantly 
greater than 
those likely 
to be 
encountered 
in their 
everyday 
lives” 

Get written 
endorsement of 
department 
chair. Confirms 
that it is low risk 
and department 
approves 
 
 

Submit FTOC form to 
SGS with 
documentation of 
chair’s risk 
endorsement. 
This should be done by 
the graduate 
administrator for the 
student.  
 

When FOTC form 
approved, ready to 
travel! 
Provide notice of 
travel, chair’s approval, 
contact information to 
graduate administrator.  
 

Prepare a plan for EOHSS 
review and approval by 
Provost or VP International. 
Two months lead time needed. 
This is the responsibility of the 
student and supervisor but 
departmental approval is 
required and the graduate 
administrator should keep 
copies of the relevant 
documentation.  
 
 

Obtain EOHSS 
review and 
approval by 
Provost or VP 
International. 
Approvals can be 
documented with 
copies of emails.    
 

Submit FTOC request to 
SGS with documentation 
of risk review and 
approval.    
This should be done by the 
graduate administrator for 
the student and supervisor. 

If unforeseen significant risks occur during 
field research contact supervisor 
immediately. Supervisor should contact 
department chair and associate dean. 
 

Prepare risk plan 
and complete 
RMM 801 forms.    
Requires signatures 
from supervisor and 
department chair. 
Forms are sent to 
EOHSS by graduate 
administrator. 

Get EOHSS 
endorsement.    
EOHSS returns approval 
form to department (which 
then gets it to the graduate 
administrator). 

Submit FTOC form 
to SGS with RMM 
801 page with 
EOHSS approval. 
This should be done 
by the graduate 
administrator for the 
student.  

When FTOC form 
approved, proceed to 
implement risk plan, and 
commence travel.    
Provide notice of travel, 
contact information to 
graduate administrator. 
 

Notes: FTOC forms involving field 
research that arrive at SGS without 
documentation of risk approvals 
will be sent back to the student’s 
department. Some short-term field 
research may require RMM 801 
but not the FTOC form: see the 
rules for the latter. 
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