Annex no. 2 to Resolution no. 32/2017 of the Board of the Faculty of
Building Services, Hydro and Environmental Engineering
of 20 June 2017


DETAILED REGULATIONS ON PROCEDURES FOR SUBMISSION OF DOCUMENTATION REQUIRED PRIOR TO DECISION ON ADMISSION TO THE DIPLOMA EXAMINATION AT THE FACULTY OF BUILDING SERVICES, HYDRO AND ENVIRONMENTAL ENGINEERING
(full-time and part-time first- and second-cycle degree programmes)


1. In order to be admitted to the diploma examination, a student must meet all the requirements as follows: 
· having obtained all course credits and passed all examinations laid down in the study programme (obtaining the certificate of completion of study), confirmed with an entry in the USOS system,
· submission of a diploma thesis approved by the thesis supervisor and uploading its electronic version in the USOS-APD system no later than on the day of submission of the application for admission to the diploma examination,
· submission of complete documentation in accordance with the regulations in force at the Faculty (cf. point 4 of the annex),
· settlement of all obligations towards the Faculty.
2. The decision to admit a student to the diploma examination is taken by the Dean within 14 days of submission of the application for admission to the diploma examination.
3. When admitting the student to the diploma examination, the Dean appoints a reviewer of the thesis from among persons authorised to supervise diploma theses or from other persons holding appropriate qualifications. 
4. No later than by the deadline of submission of the diploma thesis, the student shall submit at the Dean’s Office the following documents:
· a written application for admission to the diploma examination to the Vice-Dean for Academic Affairs, signed by the thesis supervisor,
· completed “Transcript of Academic Records” with the student record book (applicable to students who were required to document their credits in transcripts of academic records and student record books),
· completed form “Additional Information to the Supplement”,
· declaration of the author of the diploma thesis,
· diploma thesis in the electronic form on a CD/DVD and labelled with the student’s name and surname, student record book number, type of diploma thesis (Bachelor’s or Master’s), thesis title, Faculty, supervisor’s name and surname (template: diminished title page of a diploma thesis),
· copy of the ID card,
· 4 photographs (4.5cm x 3.5cm),
· certificate of payment for the diploma.
If the student applies for a diploma in English and supplement in English, the students also submits the following documents:
· completed application for the copy,
· thesis title page in English,
· 1 photograph,
· certificate of payment for the copy of the diploma in English.
5. If the student fails to complete the requirements related to admission to the diploma examination or the requirements laid down in the Academic Regulations, the student is not admitted to the diploma examination and at the same time, struck from the register of students.
6. Responsibilities of the Dean’s Office when preparing a student’s documentation for the diploma examination:
· verification of student’s grades in the USOS system – preparation of a report for the supplement for the student to sign,
· preparation of the application for admission to the diploma examination for the Dean to sign,
· preparation of the list of students admitted to the diploma examination in a given month and forwarding it to the Faculty Office,
· after the diploma examination, preparation of a certificate of completion of study,
· putting together the student’s file and forwarding it promptly to the Division of Students Register.
7. Responsibilities of the Faculty Office when preparing a student’s documentation for the diploma examination:
· enrolling the student for the diploma examination on the basis of the list of students admitted to the examination, received from the Dean’s Office,
· prompt upload (in the USOS system) of information on the date, room and time of the examination,
· preparation of the minutes of the diploma examination for the Diploma Examination Board,
· after the diploma examination, forwarding examination documentation promptly to the Dean’s Office.
8. The thesis supervisor is required to approve the diploma thesis in the USOS-APD system no later than 14 days after the student submits the application for admission to the diploma examination. Before the approval, the supervisor can verify the diploma thesis in the Open System for Antiplagiarism OSA, generate and upload a certificate of verification of the diploma thesis to the documentation of the diploma thesis in the USOS-APD system. The thesis supervisor may add his or her own comment to the certificate. Access to the certificate of verification of the diploma thesis in the Open System for Antiplagiarism OSA through the USOS-APD system is granted to: thesis supervisor, reviewer and the chairperson and members of the diploma examination board.
9. The thesis supervisor and reviewer prepare an assessment and a review (respectively) on the diploma thesis with a proposed grade. The student may have access to the assessment and review of his or her thesis no later than 3 days before the date of the diploma examination.
