Annex 3A: Methodology of Submitting and Publishing Theses


	
No.
	
Procedure
	
Description
	
Participants
	Check-up/ responsibility for correctness

	1.
	Assigning  the  topic of the thesis
	The basic information on the thesis necessary for printing/downloading the “Assignment” is entered into the form in IS STAG. The approved “Assignment” is printed in a version that is signed by the responsible persons. This "Assignment" with handwritten signatures is part of the so-called student file.
The approved "Assignment" in the version that is not signed is downloaded and sent to the student in PDF format. This "Assignment" without signatures is then part of the printed and electronic version of the thesis.
	student, supervisor, head of department/ institute/ studio, Dean*)
	department/institute
/studio*)

	2.
	Submitting the thesis before the defence
	Adding more information on the thesis created and uploading the electronic version to the IS STAG according to Annex 3B. In the case of deferred publication, it is necessary to deliver the form on deferred publication (Annex 2) signed to the library. The time of availability is set for individual files.
Submitting a specified number of copies of the thesis to the department/institute. The student submits on a special sheet of the printed "Author's Declaration" with his/her own handwritten signature, which becomes part of the so-called student file.
	student, department/institute/ studio*)
	department/institute
/studio,  Centre  for Information Technology		and Services		(formal check	of		saved files)*)

	3.
	Verification	of originality
	After entering the thesis into the IS STAG, the department/institute confirms the submission of the thesis and then the file with the required metadata is automatically sent to the Theses.cz system for verification of originality.
	student, supervisor, head of department/ institute/ studio*)
	department/institute
/studio*)

	4.
	Assignment  of   the defence
	Adding more information on the thesis - assessments of the supervisor and the reviewer, or reviewers. The signature of the responsible person must be obscured during the scan, or a file with the assessment can be inserted without a signature, only with the name of the responsible person.
	department/institute/ studio*)
	department/institute
/studio*)

	5.
	Publication of the thesis 5 working days before the defence
	A  printed  copy  issued  at  the  place  of defence.
	department/institute/ studio*)
	department/institute
/studio*)






	6.
	Record of the result and course of the defence
	The defence data immediately entered in the field "Record of the course of the defence" and/or a scanned record inserted with hidden signatures or only the names of the responsible persons.
	department/institute/ studio*)
	department/institute
/studio*)

	7.
	Sending the printed thesis to the Ministry of Education
	In the event that it has been decided to postpone the publication of the thesis or its part (Annex 2).
	department/institute/ studio*)
	department/institute
/studio*)

	8.
	Export of records from IS STAG and import into DK UP
	Import of records and full texts, including reviewers' assessments, a record of the course and the result of the defence into the Digital Library.
	University   Library, Centre	for
Information Technology	and Services
	University   Library, Centre	for
Information Technology	and Services

	9.
	Delivery of a printed copy of a rigorous/ doctoral thesis to the University Library
	A copy of the rigorous/doctoral thesis in hardcover delivered to the University Library not later than 10 working days after the defence.
	department/institute/ studio, University Library*)
	department/institute
/studio*)

	10.
	Publication   of   the thesis
	Checking the settings of the time to make files available in the Digital Library of the University of Pardubice according to the form (Annex 2).
	University Library
	University   Library, Centre	for
Information Technology	and Services


*) Following the Dean's decision, this may be conducted by the department of studies.
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  Annex   3A:  M e th o d ology   of   S ubm i tt i n g   and   Pub lis h i n g   Th eses      

  No.    Pr oce dur e    Desc r i pt io n    Part ici pant s  Ch ec k - up /   r es p o n si b ili t y   for   co rr ec tn ess  

1.  Assigning     the     topic   of  the   thesis  The   basic   information   on   the   thesis   necessary   for  printing/downloading   the   “Assignment”   is   entered   into   the   form   in   IS   STAG.   The   approved   “Assignment”   is   printed   in   a   version   that   is   signed   by   the   responsible   persons.   This   "Assignment"   with   handwritten   signatures   is   part   of   the   so - called   student   file.   The   approved   "Assignment"   in   the   version   that   is   not   signed   is   downloaded   and   sent   to   the   student   in   PDF   format.   This   "Assignment"   without   signatures   is   then   part   of   the   printed   and   electronic   version   of   the   thesis.  student,   supervisor,   head   of   department/   institute/   studio,   Dean*)  department/institute   /studio*)  

2.  Submitting   the   thesis   before   the   defence  Adding   more   information   on   the   thesis   created   and   uploading   the   electronic   version   to   the   IS   STAG   according   to   Annex   3B.   In   the   case   of   deferred   publication,   it   is   necessary   to   deliver   the   form   on   deferred   publication   (Annex   2)   signed   to   the   library.   The   time   of   availability   is   set   for   individual   files.   Submitting   a   specified   number   of   copies   of   the   thesis   to   the   department/institute.   The   student   submits   on   a   special   sheet   of   the   printed   "Author's   Declaration"   with  his/her   own   handwritten   signature,   which   becomes   part   of  the   so - called   student   file.  student,   department/institute/   studio*)  department/institute   /studio,     Centre     for   Information   Technology     and   Services     (formal   check   of     saved   files)*)  

3.  Verification   of   originality  After   entering   the   thesis   into   the  IS   STAG,   the   department/institute   confirms   the   submission   of   the   thesis   and   then   the   file   with   the   required   metadata   is   automatically   sent   to   the   Theses.cz   system   for   verification   of  originality.  student,   supervisor,   head   of   department/   institute/   studio*)  department/institute   /studio*)  

4.  Assignment     of    the   defence  Adding   more   information   on   the   thesis   -   assessments   of   the   supervisor   and   the   reviewer,   or   reviewers.   The   signature   of   the   responsible   person   must   be   obscured   during   the   scan,   or   a   file   with   the   assessment   can be   inserted   without   a   signature,   only   with   the   name   of   the   responsible   person.  department/institute/   studio*)  department/institute   /studio*)  

5.  Publication   of   the   thesis   5   working   days   before   the   defence  A    printed     copy    issued     at    the     place    of   defence.  department/institute/   studio*)  department/institute   /studio*)  

