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OBJECTIVE

This procedure is prepared to 'set guidelines on the nomination and appointment of external
examiner for PhD candidate.

2 SCOPE
The procedure will be used by CPS as a guideline for the nomination and appointment of
external examiner for PhD candidate.

3 DEFINITION/ABBREVIATION

3.1 DDPG Deputy Dean Postgraduate

3.2 HOD Head of Department

3:3 PG Kull Postgraduate Office at Kulliyyah

34 SAD Senior Assistant Director

3.5 AD Assistant Director

3.6 SAAQ Senior Assistant Administrative Officer

3.7 AAO Assistant Administrative Officer

3.8 CC/CI, Course Coordinator/Course Leader

3.9 SAA Senior Administrative Assistant

3.10  AA Administrative Assistant

3.11 PA Personal Assistant

3.12 CoS Centre of Studies (Kulliyyahs/Centres/Institutes -

excluding Centre of Foundation Studies)

3.13  kpGgC Kulliyyah Postgraduate Committee Meeting

3.14 CPS Centre for Postgraduate Studies

315 CV Curriculum Vitae

3.16  EXAMINERS Person appointed by the University to examine the PhD’s

Thesis

3.17  UCPS University Committee for Postgraduate Studies

4. REFERENCES

4.1 PG Regulations
4.2 Thesis Examiners Report
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- RESPONSIBILITY AND DETAILED PROCEDURE

RESPONSIBILITY DETAILED PROCEDURE
5.1 NOMINATION OF EXAMINERS
Student 5.1.1  Notify to submit research work
Supervisor 512 Select the names of examiners from the Database Examiner.
-- Contact the selected examiner and alternative examiner and
5.1.3 i
Get the consent and updated the details in the system
SAAO/AAQ/AA PG 514
Kull " KPGC nominates and Endorse the examiners.
[f not endorsed, Kulliyyah to proposed new examiner
35S
to repeat process (back to 5.1.2)
515 Sent the Endorsed names of examiners to CPS for UCPS and
"7 Senate for the notification.
CPS 516 Notify in UCPS
UCPS 517 Notification of endorsement of selected examiner/ alternate
" examiner to the UCPS and Senate
52 THESIS EXAMINATION
CPS to send appointment letters duly signed by the appropriate
CPS 5.2.1 - : : :
authorities to examiners together with the softbound thesis
Examiner 5.2.2  Thesis evaluation process

5.2.3

To submit report in 45 Days.
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53 VIVA VOCE

CPS Set date for viva. If no report received from examiner, K/C/D to
5.3.1 extend thesis evaluation period for 2 weeks- in agreement with
examiner

Examiner 5.3.2 To submit report in 14 Days.

CPS Set date for viva. If no report received from examiner, change
5.3.3 alternate examiner as endorsed by KPGC. If no alternate
examiner to repeat process (back to 5.2.1)

5.3.4 Honorarium payment

CPS 5.3.5 Table for Senate endorsement for graduation

Senate 5.3.5 Endorsement of Result

53.6 Endof Process
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6. QUALITY RECORDS

RETENTION
QUALITY :
NO. RECORDS PERIOD LOCATION. RESPONSIBILITY
l. | Thesis Examiner | Year Filing Room SAAO/AAO/ AA
Report

2. | Viva Voce Report | Year Filing Room SAAO/AAO/ AA
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% FLOWCHART

NOTIFY INTENTION TO SUBMIT THESIS / DISSERTATION

STUDENT

v

PROVIDE ABSTRACT

NOMINATION CRITERIA:

2 EXTERNAL FROM THE DATABASE
1 ALTERNATIVE EXTERNAL FROM THE DATABASE
1 INTERNAL (from Kulliyyah)

SUPERVISOR CONTACTS POTENTIAL EXAMINERS
= GET THEIR CONSENTS, UPDATE DETAILS AND

s SUPERVISOR NOMINATES EXTERNAL EXAMINER
= GET LATEST EXAMINER ADDRESS

SV

v

CHECK EXTERNAL
EXAMINER DATABASE

> 2 months
before
submission of
thesis /
dissertation

ENDORSEMENT

KPGC NOMINATES THE EXAMINERS AND

KULLIYYAH

|

EXAMINERS
ENDORSED?

NOTIFY THE UCPS
MEMBERS THE ENDORSED
NAME OF EXAMINERS

v

EXAMINERS

UPDATE LIST OF NEW

; v

KULLIYYAH
/ CPS

CPS

KULLIYYAH SENDS THE SOFTBOUND THESIS/

DISSERTATION, PROOF OF PUBLICATIONS,
COMPLETION FORM AND TURNITIN REPORT TO

CPS




—>

CPS SENDS APPOINTMENT LETTER DULY SIGNED BY THE
APPROPRIATE AUTHORITIES TO EXAMINERS TOGETHER
WITH THE SOFTBOUND THESES / DISSERTATION
-SPECIFY THE VIVA DATE
ACKNOWLEDGEMENT RECEIVED BY THE EXAMINERS

v

THESIS EVALUATION PROCESS

v

REMINDER 2 WEEKS BEFORE 45 DAYS

v

REPORT SUBMITTED

IN 45 DAYS?

CPS TO EXTEND THESIS / DISSERTATION EVALUATION
PERIOD FOR 14 DAYS

- In agreement with examiner(s)

- With New Viva Date

l

REPORT YES
SUBMITTED IN 14

DAYS?

CHANGE TO ALTERNATIVE EXAMINER AS ENDORSED BY KPGC.
(Repeat the process)
- CPS to update Kulliyyah

4
VIVA-VOCE IS CONDUCTED

4
CORRECTIONS ARE MADE

A

CHECKS THAT THESIS / DISSERTATION
HAS MET THE REQUIRED STANDARDS

v

SUBMITS THE NAME OF STUDENT FOR
SENATE ENDORSEMENT GRADUATION

Within 7 Days

after receiving the
CPS theses and names

of the examiners

EXAMINER 45 Days
cps/EXAMINER 14 Days
CPS/KULLIYYAH
CPS
Within 14 Days
after receiving
the reports
STUDENT
KULLIYYAH
/ CPS
CPS




