
FINAL PREPERATION OF DISSERTATION AND THESIS FOR 
EXAMINATION BY EXTERNAL EXAMINERS 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Is the thesis/dissertation 
ready for examination?  

3. Write thesis/dissertation 

1. Proposal, project 
registration, funding, ethics 
clearance, confirmation of 
supervisors approved by 
relevant Senate Committee 
(UHDC, RPC, REC) 

Has the University 
Research Ethics 
Committee cleared 
the proposal? 

Revise research proposal 
using consolidated 
feedback and resubmit 

2. Collect and 
analyse data and 
do field research 
or desk study 

5. Non Examination chair appoints external 
examiners  by performing a quality check of 
proposed external examiners.   

The Non Examination chair contact the 
external examiners to confirm their availability 
etc. 

 

6. Supervisor and  student 
prepare the thesis/dissertation 
for Examination  

Yes No 

8. Revise 
thesis/dissertation using 
consolidated feedback  

12. Supervisor and student submit final signed copy of 
thesis/dissertation together with Turn-it-in and Language editing 
reports to the Non Examination chair before closing date for 
submissions which forwards submission to examination office to be 
send to external examiners.  The non-examination chair stay in 
contact with examination and make sure the docs has been send to 
external examiners 

Yes 

9. Generate Turn-it-in 
Report 

4. MSc/PhD Candidate completes intention to 
submit for examination form at least 3 months in 

advance to HoD who will inform the 
Departmental Non-examining chair and Deputy 

Dean Research and Postgraduate studies 

No 

Non Examination chair 
submits nomination form of 
external examiners to FHDC 
Chair for approval before the 
closing date of UHDC agenda. 
The non examination chair 
follow up with exams if the 
external examiners were 
appointed after UHDC 
approval 

7. Thesis/dissertation is 
submitted for language 
editing and formatting 



 
MASTERS STUDENTS  

EXAMINATION OF DISSERTATION, APPROVAL OF RESULTS AND 
STUDENT GRADUATION 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Yes 

1. Examination Office E-mails 
Dissertation Report to Non 
Examination chair in the Department 

Is dissertation 
passed? 

Stop step: Hod, supervisors and  
student will sit down with Exec 
Dean and Deputy Dean 
Research and Postgraduate 
studies to discuss and  decide 
on way forward 

Yes 
2. Student revises 
dissertation using 
examiners’ feedback 
under the guidance 
of supervisors 

3. Student submit 
revised electronic 
copy of dissertation 
to supervisors 

Have all examiners’ 
recommendations been 
addressed fully in the 
dissertation and in the 
student feedback 
report? 

Yes 

6. Executive Dean approves 
recommendation. FHDC 
Chair submits request for 
approval of results to UHDC  

Should the Masters 
Degree be awarded?  

Have the results been 
approved? 9. Attend 

Graduation 
Ceremony 

4. Supervisors, HoD and Non 
Examination chair discuss 
examination reports  

5. Supervisor submits 
final marks to Non 
Examination chair 
who then submits to 
FHDC Chair. FHDC 
chair assigns 
submission to FHDC 
members for quality 
check and 
recommendation by 
FHDC to UHDC 

7. After UHDC approval the 
FHDC submit final soft 
dissertation copy with library 
letter to Examination Office 

8. student Purchase or 
hire academic regalia in 
preparation for 
graduation 

Yes 
No 

No 

No 

No 



 
DOCTORAL STUDENTS 

EXAMINATION OF THESIS, APPROVAL OF RESULTS AND STUDENT 
GRADUATION 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Yes 

Evidence of a 
submitted article?  
 

1. Examination Office E-mails 
Thesis Report to Non Examination 
chair in department 

Is thesis 
passed? 

Stop step: Hod, supervisors 
and student will sit down with 
Exec Dean and FHDC Chair to 
discuss and decide on way 
forward 

 

Yes 

2. Student revises 
thesis using examiners’ 
feedback under 
guidance of supervisors 

3. Submit revised 
electronic copy of 
thesis to supervisors 

Have all examiners’ 
recommendations 

been addressed 
fully? 

Yes 

8. Executive Dean 
approves 
recommendation. 
FHDC Chair 
submits request 
for approval of 
results to UHDC 
prior to 
scheduled 
graduation date 

Have the 
results 
been 
approved? 

 
 

 
 

5. Oral Defense 
Panel discusses 
examination 
reports and 
makes 
recommendation  

6. Student use the 
consolidated 
feedback to revise 
h  

9. FHDC 
Chair Submit 
electronic 
copy to 
Examination 
Office with 
signed 
library form 

11. 
student 
Purchase 
academic 
regalia in 
preparatio
n for 
graduation 
and attend 
graduation 
ceremony 

4. Non Examination 
chair organises oral 
defense in 
consultation with 
supervisor, FHDC and 
Executive Dean of 
thesis at least 30 days 
before graduation 
date 

Yes 

10.  Supervisor 
submits 
citation to 
FHDC Chair 
who 
recommends 
approval to 
Exec Dean.  
The FHDC 
Chair submit to 
DVC-Academic 
on template 
Graduation 
Ceremony 

7. Non Examination chair 
submits final marks to 
FHDC Chair before 
closing date of FHDC 
agenda. FHDC chair 
assigns submission to 
FHDC members for 
quality check and 
recommendation by 
FHDC to UHDC 

Should the PhD be 
awarded?  

No 

No 

No 

No 


