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Submission of a Higher Degree Thesis for Examination
Summary of the Examination Process

As part of its quality procedures, the University Research Committee (URC) regularly reviews the examination procedures and wishes the process to be as transparent and as unthreatening as possible.  

If a candidate provides the required two months advanced notice of the intention to lodge a thesis for examination, the thesis will normally be posted to the examiners within one week after lodgement. 

The University uses external examiners at national and international level to benchmark the quality of its degrees. For doctorates all examiners will be external including one from an international institution. For masters there will be at least one external examiner.
At the time of invitation examiners are requested to state whether they will be able to read the thesis and complete their assessment within two months at masters level and three months at doctoral level, after they receive the thesis.  It is not uncommon for this time frame to extend by as much as one to two months because of an examiner’s unforeseen personal (e.g. ill health) or professional commitments.

If a candidate has not been informed by their principal supervisor about the status of the examination after four months of lodging the thesis, he or she may contact the relevant Research Services 

After all the examiners’ reports have been received the Research Services staff process the result depending which may differ according to the examiners reports, for further details see appendix C of the regulations

Instructions to the Candidates

Below is an outline of the key steps in the submission of a thesis. For further information regarding this process please refer to the Research and Professional Doctorate regulations and the appendices to these regulations. Appendix B & C are particularly important, they contain the University policies regarding the preparation and presentation of a thesis and the examination process. The Regulations and Appendices can be found at the ACU website at www.acu.edu.au/research/forms_documents/ 
Prior to Submission

Notice of Intention (Form A)
Candidates are required to give at least two months notice of intention to submit a thesis for examination by completing Form A found at www.acu.edu.au/research/forms_documents/ . This time is needed to enable suitable examiners to be recommended, appointed and their availability established. Insufficient notice may cause delay in securing examiners and therefore in sending a thesis for examination.  

A typed summary, using not more than 300 words, is required with the Notice of Intention form, this information essential to inviting prospective examiners to accept appointment. 
On First Submission

Presentation of a Thesis
Refer to Appendix B of the Regulation the Policy on the Preparation and Presentation of a Research or Professional Doctoral Thesis for Examination for your information and referral to your supervisor(s).  This appendix sets out all the technical requirements. You are urged to study it carefully well in advance of the final manuscript being prepared. It details the stipulations on maximum permissible word length and photocopying and binding.

The University Research Committee (URC) calls your attention especially to the requirements that you proof read your thesis and that all spelling, grammatical and punctuation errors be corrected before lodging the thesis for examination.  Your examiners may recommend that a thesis be deferred for re-examination or failed (if necessary) if the number of errors is thought to indicate the thesis does not reach an acceptable standard for a higher degree.

Title page format

As per the University policy all theses must be include a title pages. A sample is attached to assist with the information and format required for the title page of your thesis.

Certificate from your Supervisor(s) (Form B)
A certificate, completed by your supervisor(s), must accompany your thesis when submitted for examination. This form is attached.  Please keep in mind that:

· the thesis cannot be sent for examination until the completed certificate has been provided;

· it is the candidate's responsibility to arrange for completion of the certificate, by referring it to his or her supervisor(s) with a copy of the final thesis (before being bound) and a copy of Appendix B - Preparation and Presentation of a Thesis;
· if a candidate has more than one supervisor, a certificate completed and signed by each (either jointly or separately) is required; and

· At the examination stage, three copies of the thesis are to be submitted to Research Services.  A thesis should be bound in an appropriate binding for mailing. 

Checklist to be Submitted When Lodging a Higher Degree Thesis for Examination (Form C)
To assist in the final preparation of the thesis for examination, a checklist, attached as Form C, has been designed to ensure that your thesis will conform to the University’s Higher Degrees Regulation.  Please complete, date and sign the form and submit it with the required number of copies of the thesis for examination. 

On Final Submission

Layperson’s Summary of the Thesis (Form D)
A summary of the thesis, able to be understood by an ordinary layperson, is required for possible use at the Graduation Ceremony or as part of a press release.  The summary should indicate broadly what the research was about, what were one or two of the major outcomes of the research, and what contribution has it made to our society and the knowledge of the area. This summary may be edited by the University and read at a graduation ceremony or as part of a press release by University Relations.
Claim for Reimbursement of Costs in Presenting a Thesis
Candidates who hold or have held an Australian Postgraduate Award (APA) with stipend or an Australian Catholic University Postgraduate Scholarship (ACUPA) with Stipend may apply for reimbursement of costs associated with the printing and binding of a thesis. See the relevant Conditions of Award. Please contact Research Services to obtain the appropriate claim form or for further information. Signed and dated receipts must accompany the claim.  Reimbursement covers only the number of copies required at the Examination Stage (3 copies) and final lodgement.
(SAMPLE TITLE PAGE)

FULL TITLE OF THESIS
Submitted by

Full name of candidate and degrees held

A thesis submitted in total (partial?) fulfillment of the requirements of the degree of

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

School of xxxxxxxxxxxxxxxxxxxxxxx

Faculty of xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxX
Australian Catholic University

Date of submission
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FORM B
Certificate from the Supervisor(s) 
of a Doctoral or Master’s Research Thesis
This form must be submitted in hard copy with thesis

Section 1: for completion by the candidate
Family Name:       
Student ID No:      
Other names:       
Title:      
Address:      
Telephone:      
City & State:       
Postcode:      
Email Address:      
Faculty:        
School:       
Campus and State/Territory:
     
Thesis / Dissertation submitted in: 



· Total fulfilment of the degree of Doctor of Philosophy

· Partial fulfilment of the degree of Doctor of Education

· Total fulfilment of the degree of Master of Philosophy

· Partial fulfilment of the degree of Master of ​     
Exact title of thesis (reproduced from the thesis title page):

     
	IMPORTANT NOTES FOR SUPERVISORS:

1. If the form of presentation does not comply with Appendix B and its requirements, supervisors should indicate that the thesis ‘does not comply’ and inform the candidate in writing as to the reasons.  A copy of this advice must be forwarded to the University Research Committee via Research Services.
2. Supervisors are asked to certify that they have seen a copy of a candidate's final submission and that in their opinion the form of presentation of the thesis complies with the provisions of the University Higher Degrees Regulation governing the lodgement of theses and dissertations, and its requirement that all typographical errors have been corrected, that the spelling, grammar and punctuation are correct and that the expression is worthy of a candidate for a higher degree.

3. This certificate must be completed and accompany the thesis (three copies) when submitted for examination.  The thesis cannot be sent for examination until the completed certificate has been provided.

4. It is the candidate's responsibility to arrange for completion of the certificate, by referring it to his/her supervisor(s) with a final copy of the thesis and a copy (attached) of Appendix B.


Section 2: For completion by the supervisor(s)

(Please tick as appropriate)

a. In compliance with the requirements of the University Higher Degrees Regulation, I hereby state that I have seen a copy of the final typed thesis, and that:

· The candidate is a doctoral / masters candidate and presented the final seminar on the major results and conclusions emerging from the research on  _______/______/_________.

b. The form of presentation of the thesis:
· complies with the provision of the Regulation, including Appendix B and its requirement that the candidate correct any typing, spelling, grammatical and punctuation errors prior to submitting the thesis for examination.

· does not comply (see footnote below)

c. The candidate's statement of sources:

· is correct and complies with the requirement of Appendix B;

· is not correct.

Principal Supervisor’s Signature:
___________________________
Date: _____________

Co-supervisor’s signature:

___________________________
Date: _____________

Co-supervisor’s signature:

___________________________
Date: _____________

NOTE:
Supervisors who wish to make comments to the University Research Committee about Section 2 (b) or (c) above are requested to forward these in writing to Research Services and include a statement as to whether the candidate has been advised of them.
Melbourne
Brisbane
Sydney
Research Services
Research Services
Research Services
St Patrick’s Campus
McAuley Campus
MacKillop Campus
Locked Bag 4115
PO Box 456
PO Box 968
Fitzroy VIC 3065
Virginia QLD 4014
North Sydney NSW 2059
Tel:   03 9953 3156
Tel:  07 3623 7294
Tel:  02 9739 2588
Fax:  03 9953 3315
Fax: 07 3623 7328
Fax: 02 9739 2370
	Australian Catholic University is committed to ensuring the privacy of all information it collects. Personal information supplied to the University will only be used for administrative and educational purposes of the institution. Personal information collected by the University will only be disclosed to third parties with the written consent of the person concerned unless otherwise prescribed by law.  For further information please see the University’s Statement on Privacy http://www.acu.edu.au/privacy_policy.cfm.
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FORM C 

Check List 
to be submitted when lodging a higher degree thesis for examination

Please check that your thesis complies with Appendix B of the Research and Professional Doctorate Regulation. Sign and date this form as requested below and enclose it with your thesis when it is lodged.
Family Name:       
Student ID No:      
Other names:       


(Tick each box, as appropriate.)

· I have proof read my thesis carefully and have corrected all typing, spelling, grammatical and punctuation errors. 
The various sections in the thesis are in the order as set out in Appendix B to the Research Degrees Regulation, that is:

· The title page contains all required information, as per the attached sample.

· A signed and dated `Statement of Sources'. The following example of such a statement contains the essential points which must be included and is a recommended wording:

This thesis contains no material published elsewhere or extracted in whole or in part from a thesis by which I have qualified for or been awarded another degree or diploma.
No other person’s work has been used without due acknowledgment in the main text of the thesis.

This thesis has not been submitted for the award of any degree or diploma in any other tertiary institution.
All research procedures reported in the thesis received the approval of the relevant Ethics/Safety Committees (where required).
· Further paragraphs shall be included in the Statement of Sources if applicable, specifying:

(a)
the extent of collaboration with another person or persons,

(b) the extent and the nature of any other assistance (e.g. statistical analysis, computer programming, editorial writing) received in the pursuit of the research and preparation of the thesis,
· An abstract, summarising under the appropriate headings the aim, scope and conclusions of the thesis, should not normally exceed 700 words.  (A list of additional publications by the candidate on matters relevant to the thesis may be shown immediately following the abstract or as an appendix).

· Table of contents, and, where applicable, a list of plates, tables, illustrations, symbols or other abbreviations, and detail of any other material of a type as designated * below.

· Appendices, including copies of Ethics Approval from the Human Research Ethics Committee, Letters to the Participants and Consent Forms

· Bibliography.

· Index, if any.

· *Supplementary material separate from the bound thesis and submitted as part, or in support, of the thesis such as computer printouts, films, models, musical scores, tape  recordings, etc.

Candidate's Signature:  ____________________________________
Date: ________/________/_______
	Australian Catholic University is committed to ensuring the privacy of all information it collects. Personal information supplied to the University will only be used for administrative and educational purposes of the institution. Personal information collected by the University will only be disclosed to third parties with the written consent of the person concerned unless otherwise prescribed by law.  For further information please see the University’s Statement on Privacy http://www.acu.edu.au/privacy_policy.cfm.
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FORM D
Layman’s Summary of Thesis
for use at Graduation or as part of a Press Release
To be submitted with electronic signatures after the examination process had been concluded. Please email to Research Services at res.cand@acu.edu.au
Please type below a layman’s summary of your thesis using not more than 100 words.  The summary should indicate broadly what the research was about, what the major outcome of the research was and what contribution it has made to our society and the knowledge of the area. 
Please note that this summary may be edited by the University and read at a graduation ceremony or as part of a press release by the University Public Affairs Office.  
Family name:      
Student ID No:       

Other names:      
Title:      
Telephone: BH          
AH      


Email Address:       
Degree:      
Name of Supervisor(s):
     
     

     
     

     
     
Layman’s Summary:

     
(Electronic signatures is acceptable)
Candidate’s Signature:       
Date:     
Principal Supervisor’s Signature:       
Date:      
Updated Nov 2008


