STEP BY STEP GUIDE 
OF APPLYING, WRITING, GRADING AND DEFENCE OF FINAL SPECIALIST THESIS

	
	STEPS
	student
	mentor/comentor
	administration

	1
	Personal information agreement
	- sign the form 

01 AGREEMENT
	
	- Dražena receives the signed form
01 AGREEMENT

	2
	Selection of mentor and thesis
	- fill out form 

02 MENTOR PROPOSAL
03 THESIS PROPOSAL
	- sign form 

02 MENTOR PROPOSAL
03 THESIS PROPOSAL
	- Dražena receives the signed forms
02 MENTOR PROPOSAL
03 THESIS PROPOSAL
and forwards them electronically to all members of the Postgraduate studies committee (PGSC)

	3
	Approvals of the ethics committee
	- fill out the Ethics committee's forms, take to institutions and subjects for signing 
04 Institution's ethics permission (only if research is based in an institution)

05 WRITTEN CONSENT information for the candidate (or parent or guardian))

06 SUBJECT CONSENT FORM
(or parent or guardian)

07 DATA SECRECY

	- sign the Ethics committee's forms?
	- Dražena receives the signed forms
04 INSTITUTION'S ETHICS PERMISSION (only if research is based in an institution)

05 WRITTEN CONSENT information for the candidate (or parent or guardian)

06 SUBJECT CONSENT FORM
(or parent or guardian)

07 DANA SECRECY
-Dražena forwards them to the Ethics committee 

	4
	Thesis and mentor approval 
	
	
	1.Dražena creates a file for each student and all the printed documents are submitted to the Postgraduate studies committee (PGSC) for verification 
2. PPDS names an expert Committee for accepting and grading the thesis proposal for each application (DECISION A)
3. Ethics committee  approves the thesis proposal  at the meeting by a form
08 ETHICS COMMITTEE DECISION and forwards it to Dražena
4. The expert committee in addition to form 01-08 puts forward
09 THESIS PROPOSAL GRADE and forwards it to Dražena
5. Based on 01-09, PGSC makes  DECISION ON THESIS PROPOSAL AND MENTOR APPROVAL (B) AND DECISION ABOUT FORMING THE COMMITTEE FOR GRADING AND DEFENCE OF FINAL THESIS (C) and forwards it to Dražena
5. Dražena sends DECISION A and B to the student


	5
	Writing the final specialist thesis
	- write the final thesis in cooperation with the mentor, 
- submit for revision and corrections 
- write the final version approved by the mentor 
	- mentor the student during the writing process of the final thesis 
- give information and corrections during this process 
- informally approve the final version
	

	6
	Grading the final paper
	- submit 5 copies of the completed thesis in a spiral bind and electronically on a CD to Dražena 

	
	1. Dražena forwards the thesis to the Committee for grading final theses (in paper and/or digital form)
2. The Committee reads the thesis and submits the 

10 REPORT ON GRADING THE FINAL THESIS 

And returns it to Dražena, who in turn informs PGSC
3.Dražena informs the student that they have received a positive grade and settles on a date for the oral thesis defence in agreement with the student and The Commitee for grading and defence of final theses

	7
	Thesis defence
	- oral defence of the final thesis
	- attends (in person or virtually) the oral defence as a member of the board
	-The board fills out forms 

11 DEFENCE GRADE
AND 12 PROTOCOL AND MINUTES

	8
	Submission of hardcover copies
	- submitting 4 hardover copies and CD containing the paper in electronic form to Dražena 
	
	


