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DESCRIPTION OF THE PROCEDURE FOR THE PREPARATION, DEFENSE, AND STORAGE OF FINAL THESES AT VILNIAUS KOLEGIJA / HIGHER EDUCATION INSTITUTION 

[bookmark: _Toc463425362]CHAPTER I 
GENERAL PROVISIONS

1. This Description of the Procedure for the Preparation, Defense, and Storage of Final Theses at Vilniaus Kolegija / Higher Education Institution (hereinafter – the Kolegija) (hereinafter – the Description) establishes the procedures for the preparation, review, and defense of final theses (hereinafter – FT) before the Department Commission (hereinafter – the Department Commission) and the FT Defense Commission, as well as procedures for the storage of FTs .
2. The Description applies to students, FT supervisors, reviewers, members of the Department Commission and the FT Defense Commission, consultants, heads of departments, and other Kolegija staff involved in the preparation, defense, and storage of FTs.
3. An FT is an original work prepared independently by a student to demonstrate the results achieved in the final thesis project.
4. In exceptional cases, the Dean of the Faculty (hereinafter – the Dean), upon the recommendation of the Head of the Department overseeing the study programme (hereinafter – the Head of the Department), may authorize the preparation and defense of an FT by two students or a group of students studying the same study programme, or study programmes within the same or different fields of study. Requirements for the preparation and defense of such an FT are set out in the methodological guidelines for the preparation and defense of FTs approved by the Dean (hereinafter – the methodological guidelines). 
5.  The credit value of the Final Thesis is specified in the study plan, while the stages of its preparation, review, and defense—along with their respective deadlines—are outlined in the schedule of Final Thesis stages (Annex 1).
      6.         The Final Thesis supervisor, reviewer, consultant, Department committee member, defense committee member, and committee secretary must sign a confidentiality undertaking (Annex  2).
      7.           Final Theses are prepared and defended in accordance with the methodological guidelines. 
     8.  	  The defense of the Final Thesis is public. Upon the recommendation of the Head of the Department and by order of the Dean, the defense may take place during a closed session of the defense committee if confidential data is used in the thesis. A formal request to hold a closed defense, issued by the company, institution, or organization whose data is utilized in the thesis, must be submitted to the Dean no later than one working day prior to the defense before the Department committee.
    9.      A student who has prepared a Final Thesis commissioned by a company, institution, or organization must submit the written feedback from said entity to the Department no later than two working days prior to the defense before the Final Thesis defense commission. 
   10. 	The procedures for the preparation, review, and defense of Final Theses in the study fields of Music, Theatre, Design, and Media Art are established by the Council of the Faculty of Arts and Design.
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CHAPTER II
ORGANIZATION OF THE PREPARATION, REVIEW, AND DEFENSE OF FINAL THESES

    11. The Head of the Department prepares the schedule of final thesis stages for each academic year—no later than two months prior to the start of the preparation stage—and submits it to the Vice-Dean for approval. The schedule of final thesis stages is published on the faculty’s website. The final thesis stages, their descriptions, and deadlines are presented in the table. 
Table
FT stages, their descriptions and deadlines

	 NNo.
	FT stage 
	FT  stage description
	Deadline

	1.
	Announcement of the FT topics to students
	Students select a final thesis topic from the list published by the department. A student may also propose a topic relevant to the study programme; in such cases, the student must coordinate the proposal with the Head of the Department. 
	No later than one month before the start of the FT  preparation stage. 

	2.
	Appointment of the FT supervisors and consultants
	 The Kolegija lecturers and/or representatives of social partners are appointed as final thesis supervisors by Dean’s order, upon the recommendation of the Head of the Department. Appointees must hold at least a Master’s degree (or equivalent qualification) and have primary professional and/or scientific/artistic activities related to the specific field of study. The supervisor discusses the activities outlined in the final thesis stage plan with the student and provides guidance on matters related to the thesis preparation. The student has the right to submit a reasoned request to the department for the appointment of a final thesis consultant no later than six weeks before the thesis defense. In accordance with methodological guidelines, consultants may be appointed for all students of a specific study programme by Dean’s order. The functions of a consultant are defined in the methodological guidelines.
	

	3.
	Registration of Final Thesis topics at the department 
	The student submits the completed Final Thesis topic registration form (Annex 3) to the department via the electronic method specified by the faculty. The wording of the Final Thesis topic (in Lithuanian and English) is discussed and, if necessary, refined at a department meeting within no more than 5 working days. The agreement on the Final Thesis topic is recorded in the minutes of the department meeting no later than the next working day, and a submission from the Head of the Department is prepared. If the Final Thesis topic was refined during the department meeting, the student submits the refined registration form to the department electronically.
	By the date specified in the Final Thesis stages schedule.

	4.
	Approval of Final Thesis topics by Dean’s order 
	Final Thesis topics (in Lithuanian and English) are approved by the Dean upon the submission of the Head of the Department. A student may change their Final Thesis topic—having coordinated the change with the Final Thesis supervisor and the Head of the Department—by submitting a reasoned request to the Dean, provided this is done no later than 6 weeks before the Final Thesis defense.
	The Dean grants approval no later than 5 working days after the date of the minutes of the department meeting where the Final Thesis topics were agreed upon. 

	5. 
	Review(s) of the Final Thesis by the Department Committee 
	A Department committee consisting of three lecturers from the relevant field of study is appointed by the Dean’s order to conduct the review(s) and defense of the final thesis within the department. The organization of the review(s) and defense of the final thesis by the Department committee is governed by methodological guidelines. The purpose of the review(s) of the final thesis within the department is to assess the progress of the thesis preparation and the completion of the activities specified in the methodological guidelines.

	By the date specified in the Final Thesis stages schedule. 

	6.
	
	Defense of the final thesis before the Department Commission The purpose of the defense before the Department Commission is to evaluate whether the final thesis complies with the methodological guidelines and the general requirements for the preparation of written study assignments. Meetings of the Department commission for the final thesis defense may be held in person or remotely. The student is required to attend the Department commission meeting and present their final thesis. By decision of the Department commission, students whose final thesis complies with the methodological guidelines and the General Requirements for the Preparation of Written Assignments are permitted to upload their thesis to VMA Moodle for a similarity check.
	

	7.
	 FT similarity check 
	FTs are checked using an electronic similarity-checking system integrated into the VMA Moodle platform, in accordance with the procedures and plagiarism detection criteria specified in the General Requirements for Written Study Papers.
VMA Moodle automatically generates an FT similarity report. 
The FT supervisor formulates a conclusion regarding the similarity check in the supervisor’s review (Annex 4), which is submitted to the Head of Department (or a designated department staff member) and the student. If plagiarism is detected, the FT supervisor must notify the student, the Head of Department, and the Dean via their official email within one working day, attaching the similarity report. The Dean prepares a submission to the Rector regarding the student's expulsion from the Kolegija and informs the Academic Ethics Committee of the plagiarism incident.
	Studentas BD turi įkelti patikrai per 2 d. d. po gynimo katedroje. 
Sugeneruotą BD sutapties ataskaitą The FT supervisor reviews the generated similarity report and submits the FT review within no more than 3 working days. 

	8.
	Permission to defend FT
	Upon the recommendation of the Head of Department and by order of the Dean, permission is granted to defend FTs—in which no plagiarism has been detected—at the FT defense commission meeting.
	The Head of Department prepares the submission to the Dean within no more than 5 working days following the Department Commission’s decision.
Permission to defend the FT and the appointment of reviewers are announced via the Dean’s order within 2 working days upon submission by the Head of Department to the Dean. 

	9.
	Review of the FT 
	The reviewer is an evaluator of the Final Thesis holding at least a Master’s degree (or equivalent qualification) whose primary professional and/or research/artistic activity is related to the specific field of study. Final Theses assigned for review are made available in the Kolegija’s electronic file repositories. The reviewer must be familiar with the methodological guidelines and the General Requirements for Written Study Papers, which serve as the basis for preparing the review (Annex 5).
	The reviewer sends the review via email to the Head of Department or a designated department staff member no later than one working day before the meeting of the Final Thesis defense committee.

	10.
	Student review of the assessment 
	The Head of the Department or a designated staff member uploads the assessment to the Kolegija’s electronic file repository, where students can access and review them. 
	No later than one working day before the final thesis defense.  



    	12.  Final theses are defended at a public meeting of the final thesis defense commission in accordance with the schedule prepared by the Head of the Department and approved by the Dean; this schedule is published on the faculty’s website no later than 5 working days prior to the defense. In exceptional cases, if a student is unable to attend the defense for valid reasons, they have the right—no later than 3 working days before the scheduled defense—to request permission from the Dean of the faculty organizing the studies to defend the thesis via videoconference. In such cases, the defense must be recorded.
            13. To evaluate the final thesis (and award the qualification, if stipulated by legal acts), a three-member final thesis defense commission is appointed each academic year by the Rector’s order no later than one week prior to the defense (unless higher-level legal acts provide otherwise). Two-thirds of the commission members must be representatives of social partners holding at least a Master’s degree or an equivalent higher education qualification. One of the social partners is appointed as the chairperson of the commission by the Rector’s order. A staff member of the Kolegija may not be appointed to the commission if the student defending the thesis was supervised by that staff member.
          14. For the evaluation of final theses in joint study programmes and double-degree programmes, a defense commission is formed with a composition as stipulated in the agreement regarding the joint study programme or the double-degree diploma.
                  15. Prior to the meeting, the Final Thesis Defense Commission reviews the final thesis, the reviews and supervisor evaluations, the assessment criteria, and the Dean’s order authorizing the defense .
      	   16. The minutes of the Final Thesis Defense Commission meeting are recorded by the commission secretary, who is appointed by the Rector’s order (Annex 6) . 
[bookmark: _Hlk230848008]                17.Following the meeting, the Final Thesis Defense Commission discusses and evaluates the thesis in a closed session. The structure of the final grade is determined by the course description for the final thesis. The reviewer’s assessment must account for 15–25% of the final grade.
          	   18. The commission secretary enters the final grades into the Academic Information System (AIS) no later than 3 working days after the commission meeting. 
                  19. No later than 5 working days after the conclusion of the defense, the chairperson of the Final Thesis Defense Commission submits a report (Annex 7) to the commission secretary; this report summarizes the commission’s opinion and evaluates the organization of the defense, the overall quality of the students' theses, and proposals for improving the quality of thesis preparation, topics, and the organization of the defense.

CHAPTER III
STORAGE OF FINAL THESES 

                   20. Following the defense of the final thesis, the Head of the Department, together with an authorized department staff member and/or the faculty IT specialist, arranges for the transfer of the final theses (uploaded to the Kolegija’s Moodle VLE), supervisors’ comments, reviews, defense video recordings (if applicable), and other related materials to the Kolegija’s electronic file repository and/or an external storage medium (if the department has chosen to use one based on the specific nature of the thesis) .
                  21. The Head of the Department hands over the external storage medium to the Dean of the Faculty.
                 22. All data related to final theses stored in the KolegijafD’s electronic file repository and/or on external storage media shall be retained for three years following the defense. After three years, the destruction of this data is carried out by order of the Dean.

CHAPTER IV
FINAL PROVISIONS

                23. For students unable to prepare and defend their Final Thesis before the Department or the Final Thesis Defense Commission at the scheduled time due to valid reasons (illness, childbirth, accident, death of a family member), the defense may be postponed until the next meeting of the Final Thesis Defense Commission by order of the Dean, upon the student's request.
          24.Students who fail to prepare or submit their Final Thesis by the established deadline, fail to appear for the defense before the Department or the Final Thesis Defense Commission without a valid reason (as specified above), fail to defend their Final Thesis, or whose Final Thesis is found to contain plagiarism shall be removed from the list of students. 
[bookmark: _Hlk230847523]         25. The procedure for submitting and reviewing appeals regarding violations of the Final Thesis defense process is established by the Vilniaus Kolegija/Higher Education Institution regulations on appeals.
_________________________
