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Chapter I
The terms of assigning supervisors

§ 1
1.  Students have until three months before the beginning of the semester when the course starts to choose the promoter conducting a diploma seminar in the subject consistent with their chosen specialization.
2.  Students may choose a diploma seminar and their thesis supervisor from among the academic teachers who meet the criteria laid out in § 49 of the Terms and Conditions of Study at the Vistula University in Warsaw.

3.  In justified cases, upon the dean’s request and with the consent of the faculty council, a diploma seminar on a practice-oriented specialization may be conducted by an academic teacher holding the professional title of magister (master) if they have professional experience relevant to the subject of the diploma seminar gained outside of the University.

4.  In cases referred to in section 3 of this paragraph, the faculty council appoints an auxiliary promoter with the academic degree of doktor (PhD) at least, who will supervise the methodology of preparing the thesis.

5.  Students enroll in diploma seminars in the IT system, according to the list of specializations, list of promoters, and the general subject of specific seminars appearing in the IT system. 

Chapter II
The course of a diploma seminar

§ 2
1. Diploma seminars are scheduled for a given academic year.

2. Diploma seminars serve to verify the expected specialized education results and for the students to confirm their ability to apply their knowledge and abilities acquired during the study and to show their social skills. 

3. The teacher conducting the seminar should include the results expected to be verified during the seminar and preparing the thesis in the diploma seminar Course Chart. 

4. The expected results are achieved with the help of materials and methods of the promoter’s choice.
§ 3
1. Diploma seminars are conducted in groups of up to 15.

2. An academic teacher may supervise at most 20 diploma candidates in a given academic year.

3. In case not enough candidates register to create a group, and the promotes agrees to supervise an individual candidate, it is permissible, upon the dean’s consent, to conduct individual seminar tutorials.

4. In special cases, not later on the beginning date of the last semester of the study, upon the student’s request and with the knowledge of the promoter, the dean may consent for a change of the promoter and transferal of the student to another seminar group.

5. In case of any reasons on the promoter’s part which could delay the submission of a thesis, the dean, upon the student’s request, appoints an academic teacher who shall assume the supervision over this thesis.

6. The promoter has the right to refuse or resign from supervising a student during the course of a diploma seminar for valid reasons. In such cases, the promoter submits with the dean of the relevant faculty a written letter of resignation from supervising the thesis of the given student along with a reasoning to this decision.
§ 4
1. On the first seminar course, the promoters present students with the Course Chart (syllabus), inform them about the subject-related consultation hours and ways of communication between the promoter and the students (including email), and present the student work schedule, the schedule of the diploma awarding process, and the plan of cooperation.

§ 5
1. A prerequisite for passing the first semester of a diploma seminar is to submit with the dean’s office a Thesis Title Submission Form attached hereto as Appendix 1 within the time specified in § 6, and to fulfill any other requirements set out by the thesis promoter.

2. A prerequisite for passing the second semester of a diploma seminar is for the thesis promoter to submit it for defense.
Chapter III 
Approving the thesis title/subject
§ 6
1. Students are obliged to submit to the dean’s office the title of their thesis along with the promoter’s acceptance for approval until:

a) 15 October (for students starting the seminar in the winter semester);

b) 15 March (for students starting the seminar in the summer semester), as per the Thesis Title Submission Form (Appendix 1).

2. The Thesis Title Submission Form can be downloaded from the IT system or website of the University.

3. The dean approves the titles/subjects of theses in consultation with the dean of the education program. The title of a thesis finished and submitted for the diploma exam must be consistent with the approved title, subject to section 6 of this paragraph.

4. The dean approves the reviewer appointed by the head of the education program.

5. Upon approval of the title and appointment of a reviewer, all of this data is entered into the electronic system of the university (USOS) until the end of the first semester of the diploma seminar.

6. A student may change an approved title of the thesis in consultation with the promoter. The student is obliged to promptly submit again a Thesis Title Submission Form as a data update form.
Chapter IV
Thesis

§ 7
1. A thesis should be indicative of a high competence level of its author: their knowledge, abilities, and social skills adequate to the given faculty, degree, profile, and specialization of the study. 

2. A thesis can be an analysis, a project, a research paper, or an artwork.

3. Due to the specificity of artistic education, a thesis should be understood as a paper consisting of a written (theory) part and an artwork/project part. 

4. A thesis may be a result of a group research provided that the student obtains the dean’s and the promoter’s approval for such a form and that its authors are credited for their individual work.

5. With the dean’s approval, a thesis may be prepared outside of the University, at an institution providing appropriate conditions for it.

6. The thesis is written in the language of instruction.

7. On the promoter’s request, the dean may agree for the thesis to be written in a different language than that of instruction.

§ 8
1. The structure of a thesis:

a) title page (unnumbered page) – Appendix 2;

b) table of contents;

c) introduction;

d) main body;

e) conclusion;

f) a list of tables, drawings etc.;

g) list of references;

h) appendices (if any).
2. Detailed editorial standards for theses are specified in Appendix 3 hereto. The promoter decides on all other matters.
3. A completed thesis (artistic thesis) includes particularly:

a) a project or artistic thesis, made using traditional or digital techniques;

b) one copy of the theoretical dissertation on paper, prepared and bound according to the model;

c) full documentation of the thesis preparation process in digital form, according to the model;

d) appendices, annexes, and other enclosures consulted with the promoter.
Chapter V
Anti-plagiarism procedure

§ 9
1. The anti-plagiarism procedure applies to all theses prepared at the University. Passing it is one of the prerequisites of admitting a thesis for defense.

2. The anti-plagiarism system generates a Probability Report for every checked thesis.

3. It is up to the promoter to put the final interpretation on the Probability Report.

Chapter VI
Thesis submission

§ 10
The time limit for submitting theses (after they are successfully verified by the anti-plagiarism system) to the dean’s office are specified in the rector’s order on organization of a given academic year.
§ 11
1. Before the student submits a full set of documents (required to attempt the diploma exam) in the dean’s office within the given time, they need to perform the following tasks in the Thesis Archive system, TA for short (detailed instructions for the promoter and the student can be found at www.apd.vistula.edu.pl):

a) The student enters data regarding the language of the thesis as well as the summary and the keywords of the thesis.

b) The student uploads the final version of the thesis, approved by the promoter, in PDF and appendices (if any) and chooses the possibility to make the thesis available in the study room and on the Internet.

c) The promoter verifies the information entered by the student, and if they are correct and complete, sends the thesis to the anti-plagiarism system for verification. In case of any objections, the promoter sends the thesis back to the student for further modifications.

d) After verifying the anti-plagiarism system report, the promoter submits the thesis for review (in case it successfully passes the anti-plagiarism test) or sends it back to the students for correction (in case it fails the anti-plagiarism test).

2. Having successfully passed the procedure described in section 1 of this paragraph, the student submits to the dean’s office:

a) one copy of the thesis, double-sided printed from the TA system, with watermarks with control numbers applied (“version for print”), with soft (metal) binding, in accordance with the provisions of § 8;
b) one copy of the thesis in digital form, on a CD, consistent with the “version for print” from the TA system;

c) one copy of the first page of the anti-plagiarism system report;

d) documents printed out from the TA system: Thesis Chart and Declaration, the forms of which are attached hereto as Appendices 5 and 6;

e) clearance slip;

f) four 4.5 cm × 6.5 cm diploma photographs without white borders, presenting the student in an appropriate outfit, delivered in a signed package (full name and student number).

§ 12
1. The dean’s office employee verifies the consistency of:

a.  the title of the thesis with the title approved in the procedure referred to in § 6;

b.  watermarks in the print version of the thesis with the “version for print” from the TA system.

2. In case of any inconsistencies, the dean’s office informs the author of the thesis and the promoter about the need to correct it. 

3. In the case referred to in section 2 of this paragraph, the procedure of changing the title of the thesis according to § 6 section 6 applies.
Chapter VII
Thesis review

§ 13
1. The thesis is evaluated by the promoter and the reviewer in the TA system.

2. The promoter is obliged to notify the reviewer about the obligation to review the thesis in the TA system.

3. The reviewer is obliged to review the thesis within five days from the notification from the promoter.

4. An average grade for the thesis is derived on the basis of the grades given by the promoter and the reviewer.

5. In case the promoter gives the thesis a negative grade, and the promoter a positive one, the dean may appoint a second reviewer.

6. Both reviewers should participate in the thesis defense.

7. A negative grade of a second reviewer prevents the student from attempting the diploma exam. In such a case, the grade for diploma seminar is revoked.
Chapter VIII
Diploma exam

§ 14
The prerequisite for attempting the diploma exam, the procedure of the exam, the composition of the committee, as well as the scale and determining the grade for the thesis and the result of the study are set out in the Terms and Conditions of Study.

§ 15
1. In case of removal from the list of students, as specified in the Terms and Conditions of Study, the student may be re-admitted to studies at the University and attempt the diploma exam provided that the student:

a) completes again the Diploma Seminar course; 

b) complements the specified program differences;

c) pays the tuition fee and the specified payment for continuation of study, in accordance with the Terms and Conditions of Payments.

2. The dean makes the decision to apply an appropriate procedure for the student.

3. A student who had submitted a thesis but had failed or had not attempted a diploma exam, and after exhausting all the steps in the procedure set out in § 55 sections 5 and 6 of the Terms and Conditions of Study had been removed from the list of the students, but later resumed the study in accordance with rules set out by the dean is obliged to pay a tuition fee pursuant to the Executive Board resolution on study fees.
4. Pursuant to § 51 section 5 of the Terms and Conditions of Study, with the dean’s consent, a student who has passed all the courses in the study curriculum, excluding the diploma seminar, can submit their thesis not later than until the end of the two following semesters. An extension of the thesis submission deadline is subject to a fee pursuant to the Executive Board resolution on study fees.
§ 16
1. A detailed schedule of diploma exams is laid out by the dean’s office.

2. The student is obliged to confirm the date of the thesis defense.
§ 17
1. Diploma exams take place on the premises of the University. In case of artistic theses, with the dean’s approval, they may take place outside of the University, if it is needed to appreciate the work.

2. The diploma exam is an oral exam consisting of two parts: 

a) During the first part of the diploma exam, the student gives a brief, concise presentation of the thesis, including in particular: its purpose, hypothesis, scope of work, used methods and approaches, as well as conclusions and proposals, and in project theses: the purpose, assumptions, conditions of implementation, and schedule of carrying out the project. 

b) During the second part of the diploma exam, the student answers three questions: concerning the study program, the specialty/specialization, and topics covered in the thesis. The students draws random questions concerning the scope of study and specialty/specialization, and the thesis reviewer asks a question concerning the thesis. 

3. Detailed sets of topics for diploma exams (concerning the study program and specialty/specialization) are published immediately after they are approved by the faculty council, not later than six months before the defense dates according to the academic year schedule.

4. The diploma exam for artistic theses is an oral exam consisting of three parts: 

a) thesis presentation,

b) answering questions asked by the promoter and the reviewer,

c) general discussion concerning the defended thesis.

5. The student is informed about the final grade after passing the diploma exam, on the day it was attempted.

6. A protocol is made of the diploma exam.
§ 18
1. After passing the diploma exam, the student may receive a certification of completing higher education studies. The graduate may use this certificate until they receive the diploma. 
2. The graduate is obliged to appear and receive the diploma in person. The receipt is confirmed with a signature laid down on the copy of the diploma to remain in the University archives, in the record of diplomas, and on the documents receipt slip.

Chapter IX
Thesis archiving

§ 19
1. Theses (in one copy) along with the student’s personal file, are deposited in the University archive.

2. Artistic theses made using traditional techniques may be returned to interested graduates upon their written request.
3. Archived theses may be made available in the University library and on the Internet provided that its author consents to it in the TA system.
Chapter X
Final provisions

§ 20
1. These Terms and Conditions come into effect on 1 October 2017. At the same time, the Terms and Conditions of Awarding Diplomas introduced with the Order No. 1/09/2015 of the Rector of Vistula University of 24 September 2015 becomes ineffective.

Appendix 1 to the Terms and Conditions of Awarding Diplomas 

Warsaw, on …....................

THESIS TITLE/SUBJECT SUBMISSION FORM 

□ individual work
□ group work

□ bachelor’s
□ title submission (first)

□ engineer’s
□ data update (in case of title change) 

□ master’s
Student’s name: 

Student number: 

Education level: 

Form of study: 

Faculty: 

Program: 

Specialization: 

Study profile:

Thesis promoter: 

Names of co-authors (group work): 

Additional information (artistic thesis): 


Title/subject of the thesis in its language (in block letters):
……………………………………..………..………………………………………..……………………………………………………………………………………………………………………….……………….………….…..………………………………………………………………………………………………..……………….
Title/subject of the thesis in Polish, if the thesis is in English (in block letters):
……………………………………..………..………………………………………..……………………………………………………………………………………………………………………….……………….………….…..………………………………………………………………………………………………..……………….
Title/subject of the thesis defended on first degree studies, only in the case of students of second degree studies (in block letters):
……………………………………..………..………………………………………..……………………………………………………………………………………………………………………….……………….………….…..………………………………………………………………………………………………..……………….
	Submission:
	
	Approval:

	…..............................
	
	…............................

	date and student’s signature
	
	date and promoter’s signature


I accept the title/subject of the thesis and suggest the following person as the reviewer:

date and signature of the head of the education program

Acceptance:
………………………..

date and dean’s signature

The student is obliged to submit this form in the dean’s office until:
– 15 October(for those starting the seminar in the winter semester),
– 15 March (for those starting the seminar in the summer semester).

Appendix 2 to the Terms and Conditions of Awarding Diplomas
(Full name of the University)
Faculty 


Program of study 


Student’s full name
Student number 


(THESIS TITLE)
Bachelor’s/engineer’s/master’s thesis

written under the supervision of

(promoter’s academic degree/title and full name)
Warsaw, (year)
Appendix 3 to the Terms and Conditions of Awarding Diplomas
EDITORIAL STANDARDS FOR COMPOSING A THESIS
Editorial requirements:
· main body text: Times New Roman type, 12 pts;

· chapter titles: Times New Roman type, 16 pts, boldface;

· section titles: Times New Roman type, 14 pts, boldface;

· mirrored margins: side towards the binding (inside) 3.5 cm, others: 2.5 cm;

· line spacing (lead): 1.5;

· alignment: justified; 

· page numbering: in the footer, centered;

· from the table of contents onwards, the paper must be printed double sided;

· binding: soft channel (metal) binding.

Title page of the thesis (title page – single sided print):
The title page must contain the following information:

a) on the vertical axis of the page (centered)
· line spacing 1.5:

· full name of the University –20 pts type size, boldface;
· full name of the faculty – 14 pts type size;
· full name of the study program – 14 pts type size;
· line spacing 1.0:

· name of the author if the thesis – 16 pts type size, boldface;
· student number of the author of the thesis – 14 pts type size;
· thesis title, centered vertically on the title page – 26 pts type size, boldface;
· place and date of writing the thesis, at the bottom of the page – 14 pts type size. 

b) next to the right margin (adjusted to the right):
· line spacing 1.5:

· the nature of the thesis (bachelor’s/engineer’s/master’s thesis) – 14 pts type size; 

· statement “written under the supervision of” followed by the academic degree/title and name of the thesis promoter – 14 pts type size.

Appendix 4 to the Terms and Conditions of Awarding Diplomas

(review to be completed by the reviewer in the TA module)
Warsaw, on 


Dear Mr/Ms

I hereby request you to grade and review the enclosed thesis by a student of 



University name
dean

………………………………
BACHELOR’S/ENGINEER’S/MASTER’S* THESIS EVALUATION
Student’s name: 
Student number: 


Faculty: 
 Program: 


Form of study: intramural/extramural*

Promoter: 


Thesis title: 


1. Is the content of the thesis consistent with the subject indicated in its title?

…………………………………………………………………………………………………………

2. Evaluation of the structure, division of content, order of chapters, completeness of claims etc.:

……………………………………………………………………………………………………………………………………………………………………………………………………………………

3. Substantive evaluation of the thesis:

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

4. Does the thesis present a new approach on its subject, and if so, to what extent?

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

5. Selection and use of sources:

…………………………………………………………………………………………………………………………………………………………………………………………………………………

6. Evaluation of the formal side of the thesis (language correctness, academic writing skill mastery level, table of contents, references):

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

7. Application of the thesis (publication, making available to institutions, source material):

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

8. Other remarks:

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

9. I grade the thesis as:

……………………………………………………………………………………………………………………………………………………………………………………………………………………

…………………, on ………………………
……………………......……………….


legible signature of the reviewer
* Delete as appropriate.
Appendix 4.1 to the Terms and Conditions of Awarding Diplomas for the architecture program
(review to be completed by the reviewer in the TA module)
Warsaw, on 


Dear Mr/Ms

I hereby request you to grade and review the enclosed thesis by a student of 



University name
dean

………………………………
BACHELOR’S/ENGINEER’S* THESIS EVALUATION
Student’s name: 
Student number: 


Faculty: 
 Program: 


Form of study: intramural/extramural*

Promoter: 


Thesis title: 


1. Consistency of the project solution and the content of the thesis with its title:

…………………………………………………………………………………………………………

2. Preliminary analysis; completeness, adequacy to needs, quality of conclusions and their usefulness for the project:

……………………………………………………………………………………………………………………………………………………………………………………………………………………

3. Architectural/urban project; justification of the idea, quality of spatial solutions, relevance to the context:

……………………………………………………………………………………………………………………………………………………………………………………………………………………

4. The engineering and technical basis; compliance with the principles of architecture and provisions of the law, justification and clarity of used technical solutions, author’s own details and methods:

……………………………………………………………………………………………………………………………………………………………………………………………………………………

5. Thoroughness, completeness, clarity of the thesis; quality of the description and graphic elements:

……………………………………………………………………………………………………………………………………………………………………………………………………………………
6. Particular attributes of the thesis; maturity of project decisions, novelty of solutions, control over spatial effects:

……………………………………………………………………………………………………………………………………………………………………………………………………………………

7. Thesis grade:

…………………………………………………………………………………………………………

…………………, on ………………………
……………………......……………….


legible signature of the reviewer
* Delete as appropriate.
Appendix 5 to the Terms and Conditions of Awarding Diplomas
(The Chart is to be completed by the student in the TA module) 

Warsaw, on ………………..
…………………………………….
(education unit stamp) 
 
ARCHIVED

(an archiving confirmation stamp and an authorized person’s signature)
THESIS CHART

Given name(s): 

Surname: 

Personal number (PESEL): 

Student number: 

Form of study: 

Titling unit: 

Diploma code: 

Diploma description: 

Thesis supervisor: 
Thesis title: 
Keywords: 

Short description:

Thesis field of specialty:

Is the thesis confidential (will not be sent to the National Repository of Theses – ORPD):


Thesis submission date:

Exam date:



“Accepted digitally in TA”

(author’s signature)
(supervisor’s signature)
Appendix 6 to the Terms and Conditions of Awarding Diplomas
(The Declaration is to be completed by the student in the TA module)
Warsaw, on ………………..
DECLARATION
Name
University name
I hereby declare that:
1) this thesis was written by me on my own and does not include any content obtained in violation of the applicable law;
2) the presented thesis has not been previously subject to procedures related to obtaining the professional title of licencjat (bachelor) or magister (master) in a higher education institution.

3) the digital version of the thesis …………………………….. (thesis title) is the final version presented for defense at the University.
4) I grant the University, free of charge, a license to upload my thesis to the digital Thesis Archive system and to copy and make the thesis available in the scope required to protect my copyright or any third party’s right.
5) I agree / I do not agree for making my thesis available in the study room;
6) I agree / I do not agree for making my thesis available on the Internet.
student’s signature
This thesis is kept in digital form in the Thesis Archive system under No. ……….
Appendix no 6.1 to Regulations of the diploma process 

Warsaw, date……………                                                           for Architecture and Urban Planning
Dear Prof./Dr

…………………………………………………

Please evaluate the Bachelor’s of Architecture Diploma of Student: ………………………………………

Name of School

Head of Department

…………………………………………………….

Opinion about the thesis project for a degree of B.Arch.

Student’s Name and surname ……………………………….. Registration No …………………………….........

Faculty ………………………………………………….Studies………………………………….……….

Form of studies: stationary/ nonstationary*

Supervisor: …………………………………………………..

Thesis Topic………………………………………………………………………………………...

……………………………………………………………………………………………………………………

1. Compliance of the design solution, and text content with the treatise’s title ……………………………...

…………………………………………………………….……………………………………….………..

2. Preliminary analysis; the completeness, adequacy to the needs, the quality of the responses and their usefulness to the project....................................................................................................................
…………………………………………………………….…………………………………………..……..

………………………………………………………………………………………………………..……...

3. Architectural/urban design; justification for the conceptual design, the quality of spatial solutions, relationship to context..............................…………………………………………………………… 

…………………………………………………………….………………………………………………….

………………………………………………………………………………………………………………..

4. Technical engineering solutions; compliance with the principles of the art of building and building law standards, justification and the readability of the applied technical solutions, details and methods which had been created by the author. …………………………………………………………………………………………………………….… 

…………………………………………………………….…………………………………………………

……………………………………………………………………………………………………………….

5. The accuracy, completeness, readability of the work; quality of description and graphics parts …………………………………………………………….…………………………………………………

……………………………………………………………………………………………………………….

………………………………………………………………………………………………………………..

6. Special values of the design and treatise; the maturity of the design decisions, creativity, control of spatial and environmental results...............................................................................................................
……………………………………………………………………………………………………………… 

……………………………………….…………………….…………………………………………………
7. Grade…………………………………………………………………………………………………

10
9

