Thesis Process: Quality Assurance Checklist
	Guidance: This checklist helps ensure that the overall thesis process meets the required quality standards for accreditation by addressing key aspects such as selection of the assignment, composition of the supervisory committee, supervision and monitoring, assessment, and quality evaluation. For programme management and/or Examination Boards it is recommended to complete the checklist before undertaking thesis verification and calibration, to identify areas that need attention, making the calibration process more focused and effective.



	Programme
	

	Filled in by
	

	Date
	



	You can use the following indicators for a summary: Does the programme meet the stated quality aspects? 
? = Not clear (yet), needs further investigation   //    X = Meets this aspect   //    !  = This point deserves more attention / improvement is needed



	Overall assessment of quality aspects and action points

	
	
	a
	b
	c
	d
	e
	Actions 

	1
	Final Qualifications & Criteria
	X	X	
	
	
	


	2
	Assignment
	X	X	X	
	
	


	3
	Supervisory committee
	X	X	X	
	
	


	4
	Supervision
	X	X	X	X	X	

	5
	Assessment
	X	X	X	X	X	

	6
	Procedure & Documentation
	X	X	
	
	
	


	7
	Evaluation
	X	X	X	X	
	





	[bookmark: _Hlk142321434]Aspect
	Evidence/Indicators
	Status/Action Points

	1. Final Qualifications & Criteria 

	a) The thesis project assesses clearly defined (learning) objectives (ILOs) at an appropriate level. The ILOs are related to the PILOs. 
	Thesis specific learning objectives. Assessment plan on programme level
Vision on thesis projects
	

	b) The assessment criteria:
- are clearly formulated
- align with the ILOs (PILOs)
- address the report/content, process,
  colloquium
    - weights for the criteria are indicated
	Assessment form with criteria.
Rubric for thesis projects

	

	2. Assignments

	a) There are guiding principles for assessing whether new thesis assignments match the expectations and requirements of the programme (track) and have the potential for a successful process and good quality final product. 
The responsibility to verify this is entrusted to someone (e.g. the graduate coordinator or thesis supervisor).  
	Guidelines or a checklist
	

	b) The project’s suitability for each student is checked based on their ambition, abilities, circumstances. The responsibility for this is entrusted to someone (e.g. the graduate coordinator or thesis supervisor).
	
	

	c) When external commissioners are involved, care is taken to manage expectations towards the commissioner, and their wishes, such as confidentiality, are considered. The responsibility for this is entrusted to someone (e.g. the graduate coordinator or thesis supervisor).  
	Guidelines and procedures for dealings with external parties
Example contracts
	

	3. Supervisory committee

	a) There are criteria for the composition of the thesis committee and roles and responsibilities are clearly defined.
	EER / R&R of Examination Board
Prog. assessment policy 
Supervision guide
	

	b) The committee members are appointed as examiners and are demonstrably competent for their task, based on familiarity with the programme (track), domain of knowledge and expertise, and assessment skills.
	Appointment list
EER / R&R of Examination Board
Prog. assessment policy 
Supervision guide
	

	c) For the final assessment, it is clear who is assessing which parts and how the assessment process will be set up.
	Assessment protocol
	

	4. Supervision

	a) Every student is assigned a qualified (based on expertise and capacity) academic supervisor.
	Supervision course certificate
 
	

	b) Supervision guidelines are in place and include at least (the list is not exhaustive):
· The programme's vision and principles for the thesis project. Importance of quality supervision.
· An overview of the project process and involved stakeholders (e.g. green light moments and who is involved at decision moments)
· The role and responsibilities of the supervisor
· Expectations regarding the student and expectations regarding the relationship between student and supervisor (e.g. encouraging independence, guarding professional conduct) 
· Allocated hours for supervision
· The minimum number and purpose of supervision meetings. Suggestions for deadlines and key timelines.
· Expectations for feedback e.g., timeliness, clarity, link to assessment criteria, etc.  
· ILOs and assessment criteria. 
· Administrative tasks
· Role and handling of external parties 
· [Reference to] relevant rules and regulations
· Responsibility and ways to address and ensure academic integrity and ethical compliance. How to handle suspected cases.
· Guidelines and rules for the report (e.g. number of words, format, structure)
· Support options for supervisors. Reference to useful resources (e.g. on recognising stress and anxiety, cultural sensitivity, sample timeline, feedback tips)  
· Support options for students (to refer to if needed)  
	Programme’s vision on supervision
Supervision guidelines
Thesis manual 


	

	c) Student guidelines are in place and include at least (the list is not exhaustive):
· Vision on the thesis project, principles and expectations, learning goals
· Requirements before starting; graduation eligibility check
· Who to contact to start the process; registration process 
· The role and responsibilities of the student and the supervisor; expectations 
· If relevant: role and expectations of external parties (assignment commissioners), expectations for the student how to deal with external parties
· An overview of the process, deadlines, keystone moments
· [Reference to] Relevant rules and regulations (administrative requirements, fraud and plagiarism)
· Relevant forms and templates
· Guidelines and rules for the report (e.g. number of words, format, structure)
· Guidelines and rules for the colloquium 
· Support options (study advisor, student services, writing support etc.)
· Helpful resources and tips (e.g. time management, useful tools)
· Complaint and appeals process description
· Assessment forms and criteria
	Student guidelines for the thesis 
Thesis manual
	

	d) Procedures are in place to monitor the start of the thesis process and student progress at key milestones
	Research proposal
Go / no-go
Greenlight
	

	e) Procedures are in place to identify study delays during the thesis process and take appropriate action. It is clear how responsibilities for this are assigned.
	
	

	5. Assessment 

	a) Efforts are made to make expectations, assessment criteria and instruments clear and understandable for both examiners and students. 
	Thesis vision
Assessment criteria 
Assessment instruments (rubric, assessment form) 
	

	b) Procedures are in place to ensure the thesis is initially graded independently, after which the thesis committee discusses and determines the final grade. There is a procedure in place in case of serious disagreements. 
	Separate assessment forms
Administrative procedures 
Overall grading sheet
	

	c) The calculation of the final grade should be unambiguous for all stakeholders:
· Caesura and score-to-grade transformation
· Compensation rules should clearly specify whether or to what extent insufficient sub-scores can be offset.
· The student receives qualitative feedback that substantiates the final grade.
	Assessment protocol
Grade calculation instructions
	

	d) Procedures are in place to ensure the student’s work is their own and that academic integrity is demonstrably maintained.
	Plagiarism check. 
AI check. Use of AI is discussed with student.
	

	e) Procedures are in place to ensure the grade will reflect the quality of the thesis (including process and colloquium). There is consistency in grading across examiners (inter-rater reliability; reliability of the grading). 
	Calibration activities
Supervisors’ training
Mentoring 
Benchmarking with similar programmes
Analysis of grades 
	

	6. Procedures & Documentation

	a) The thesis procedures and regulations are clearly laid out and attention is paid to: 
· Prerequisites for starting the graduation trajectory
· Clearly defined start and finish moments
· Contracts (for external projects)
· Format and expectations for oral defence. Procedures for the organisation.
· Handling of study delay, late submissions
· Procedures when special circumstances occur
· Handling of student concerns and complaints
· Ensuring academic integrity and ethical standards
· Handling of fraud cases
· Recording the final grade
· Archiving of assessment forms and grades
· Archiving of thesis reports. 
· Confidentiality 
	EER
R&R Ex. Board
Thesis procedures
Thesis manual
CES procedures
Thesis rubric

	

	b) All procedures and regulations are transparent, published and actively communicated to all staff and students.
	Thesis procedures
	




	7. Evaluation

	a) Periodic reviews and mechanisms are in place to ensure, monitor and evaluate the quality of the thesis process.

	SAQ protocol
Thesis verification and calibration activities undertaken at least every 3 years
Periodic review of assessment forms
Examples of good practice
Feedback from students, supervisors, external stakeholders
Surveys
	

	b) Mechanisms are in place to ensure, monitor and evaluate the quality of supervision.
	Supervisors’ training
Feedback from students and supervisors
Surveys 
	

	c) (See also 5e) Mechanisms are in place to ensure, monitor and evaluate the quality of the assessment (validity, reliability, grades reflect the quality). 
	Reviewing data
Calibration activities
Benchmarking with similar programmes
	

	d) The checklist is completed at least once every three years. It can be filled in by different parties to compare experiences and opinions. Depending on the results, the results and actions should be discussed with relevant parties (e.g. Examination Board, staff).  
	Thesis checklist
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	Discuss and share findings with your Examination Board, programme committee, and teachers during an activity such as a workshop or lunch meeting.

	Further information and useful resources
	Graduation process | Home (including guidelines to enhance the reliability  by way of investigation, verification, and calibration activities)
UT Pogramme Assessment Policy,  Learning & Teaching Portal - Assessment,  CELT Toolbox Assessment 
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