
 

Annex 
to order No 1-24/107 of 28.04.2020 of the Dean of the School of Science 

Procedure for supervising, reviewing and defending graduation theses at the School of Science 

This procedure lays down the principles of supervision, review and defence of bachelor's and master's 
theses for students studying in the study programmes of the School of Science. A programme director 
has the right to draw up guidance documents elaborating the procedure and applicable to the study 
programme led by the programme director. 

1. Graduate student 

A graduate student shall: 
- select the topic of his/her graduation thesis in accordance with the main field of study in the study 
programme; 
- agree upon the title and topic of the planned graduation thesis with the supervisor of the thesis; 
- submit a written application to the programme director for approval of the supervisor and topic of the 
thesis prior to starting writing the thesis if the supervisor is from outside the School of Science; 
- carry out his/her research by adhering to ethical principles. The ethical principles for research are laid 
down in the Principles of Academic Ethics of Tallinn University of Technology. One of the key principles 
is that anyone who creates new values must respect others' creation, be it created in written, digital, 
oral or any other form, and provide proper references to it. Refraining from academic fraud is an 
essential requirement in research and studies. 
- make sure that a confidentiality agreement is entered into prior to starting writing the thesis if 
confidential data are obtained or used in writing the thesis or if the institution/enterprise managing the 
data requires entry into the agreement; 
- prepare and submit to the secretary of the defence committee an application signed by the supervisor 
to declare the defence closed and/or to impose a restriction on publication of the thesis if the 
graduation thesis contains a state secret, trade secret, information to be kept confidential on the basis 
of the Personal Data Protection Act, unpublished materials or any other classified information; 
- prepare and write the thesis in adherence to the requirements established at the university, whereas 
the programme director has the right to establish additional requirements for preparing and writing the 
theses in his/her study programme; 
- submit the parts of the thesis to the supervisor according to the deadlines agreed with the supervisor; 
- submit the thesis defence application by the deadline established in the academic calendar; 
- submit, by the deadline set by the department, one paper copy of the thesis , incl. the non-exclusive 
licence bound to the end of the thesis and a copy of the thesis in PDF format, incl. the non-exclusive 
licence, metadata and abstract, to the secretary of the defence committee; 
- make sure that at the request of the supervisor the underlying data of the thesis are submitted to the 
supervisor in compliance with the specifics of the thesis and the common practice in the field. 

2. Programme director 
A programme director shall: 
- if necessary, prepare additional guidance documents related to theses and make sure that the 
guidance documents are up-to-date and available; 
- make sure that assistance and advice is provided to students for finding a supervisor to the thesis; 
- upon consent, approve the names of the supervisors and the topic of the thesis if supervisors are 
selected from outside the school; 
- arrange reviewing of the theses; 
- make a proposal to the dean for forming defence committees. 

3. Supervisor 

A graduation thesis may have up to two supervisors, one of whom shall be a member of university staff.  

A supervisor shall:  
- support and, if necessary, advise the student in choosing a thesis topic and in planning the structure 
and volume of the thesis; 
- establish deadlines for the submission of parts of the thesis, if necessary 
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- read the submitted parts of the thesis, point out the strengths and weaknesses of the thesis during 
preparation of the thesis and provide feedback to the author for improving the thesis; 
- assess the suitability of the thesis and its readiness for submitting it for defence; 
- if the thesis is suitable for defence, approve the student's defence application by the deadline set out 
in the academic calendar. 

4. Reviewing 

Bachelor's and master's theses shall be reviewed. The programme director shall arrange reviewing of 
the graduation theses and establish the requirements for reviews. The reviewer shall submit a review in 
writing to the secretary of the defence committee no later than three working days before the defence. 
The reviewer participates, if possible, in the thesis defence. 

5. Pre-defence activities 

The programme director shall make a proposal to the dean for forming defence committees. Defence 
committees are formed based on the study programme or the main field of study in the study 
programme. The programme director has the right to turn to the heads of departments for appointing 
members of the defence committees. The dean shall, by an order, appoint the chairman, the vice-
chairman, if necessary, and the secretary of the defence committee. On the working day following the 
deadline for submission of graduation theses, the secretary of the defence committee shall forward the 
list of theses submitted for defence to the study officer of the corresponding study programme. 

All the graduation theses submitted for defence shall be checked for plagiarism. The technical work 
required for plagiarism check shall be carried out by the secretary of the defence committee, who shall 
forward the result to the chairman of the defence committee. The chairman of the defence committee 
or persons appointed by him/her shall decide whether the thesis contains plagiarism. If neccessay, the 
plagiarism report is forwarded to the supervisor of the thesis. If plagiarism occurs in a graduation thesis, 
the chairman of the defence committee has the right to refuse to allow a thesis to be defended. The 
chairman of the defence committee shall inform the dean of a serious violation of good academic 
practice. 

The chairman of the defence committee shall decide whether to allow a thesis to be defended and shall 
confirm the decision by his/her signature on the reverse side of the title page of the paper copy of the 
thesis. If a thesis is not admitted to defence, the chairman of the defence committee shall provide the 
graduate student with a written explanation concerning refusal to admit the graduation thesis for 
defence and shall immediately inform the secretary of the defence committee and study officer of the 
dean's office of his/her decision. 
 
The chairman of the defence committee has the right to refuse to admit a thesis to defence if: 
- the thesis does not comply with the requirements set out for graduation theses; 
- the supervisor is from outside the school and the supervisor and topic of the graduation thesis have 
not been approved by the programme director; 
- the protection of the data of people and/or companies covered in the graduation thesis or intellectual 
property is not ensured; 
- the graduation thesis contains plagiarism. 

The secretary of the defence committee shall forward the final defence schedule to the defenders and 
study officers not later than three working days before the defence. The defence schedule is published 
on the website of the department conducting the defences. 

6. Defence 

The chairman of the defence committee shall organise the defence of graduation theses. Regular 
defences shall be completed by the deadline set out in the academic calendar. A defence shall take 
place in public unless the dean decides to declare the defence closed. At a reasoned request, the dean 
may allow participation at a defence by using a means of real-time two-way video image and sound 
communication.  

The chairman of the defence committee shall arrange a defence in adherence with the following 
requirements: 
- at least three members with a master's degree, including the chairman of the defence committee, shall 
be present at the defence of bachelor's or master's theses; 
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- as a rule, a graduation thesis shall be defended in the language in which the thesis was written; 
- at least one member of the defence committee present at the defence must have read the thesis 
thoroughly; 
- graded assessment shall be used for assessment of graduation theses and defences. Any positive grade 
means that the graduation thesis was defended successfully. 

The main stages of the defence process are: 
- introduction of the documents submitted for defence; 
- presentation by the author of the graduation thesis, 10 min. in case of a bachelor's thesis, 15 min. in 
case of a master's thesis; 
- hearing the review and answering the reviewer’s questions; 
- answering questions of the members of the defence committee; 
- a general discussion; 
- hearing the supervisor’s opinion; 

The results of the defence will be announced orally on the day of the defence after all the graduation 
theses have been defended. The result of a graduation thesis defence shall be entered in the study 
information system ÕIS no later than on the working day following the defence. If a graduation thesis is 
graded with “0”, the thesis can be defended again pursuant to the terms and conditions determined by 
the defence committee (the student is required to supplement the existing graduation thesis, submit of 
a new graduation thesis, etc.). 
 
 
 


