STANDARD OPERATING PROCEDURES FOR ONLINE VIVA-VOCE

a. Procedures before Viva-Voce:

CPS receives all reports from Examiners.
PhD — 3 Reports | Master — 2 Reports

No
CPS postpones viva-voce —

until all parties agree.

Inquires on student’s
readiness to undergo
online viva-voce.

Inquires on viva-
voce Committee
members’
availability.

No

CPS requests for a copy of student’s thesis (softcopy) and
PowerPoint presentation slides.

.

CPS sets date and time for online viva-voce after agreement from
all members.

v



Chairperson is appointed after date of viva-voce is fixed.

CPS finalises list of members involved in viva-voce.

CPS prepares Examiners’ Reports dan emails them to examiners on day of viva-voce.
CPS also prepares Committee’s Decision form.

!

CPS sends invitation to all committee members involved in viva-voce via email and
reminder notification via Google calendar.

!

Student and committee members must adhere to proper dress code during viva-voce
session.
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b. Procedures during Viva-Voce:

Committee ensures all technical matters are
functioning well during viva-voce.

!

Committee takes attendance of all members of session.

!

Chairperson commences viva-voce by welcoming all
members.

!

Chairperson briefs student and committee members
on online viva-voce session procedures.

!

Committee takes note of all matters arising during viva-
voce session for future reference and these will be
conveyed to all committee members.

!

Supervisor acts as observer during viva-voce session and
will be given the opportunity to present his/her review
before student commences with presentation.

!

Chairperson will request student to start presentation and
time allocated is 30 minutes (Master) or 45 minutes
(Doctor of Philosophy)

!



Chairperson opens question and answer session to
all examiners.

'

Chairperson requests student to leave viva-voce session then proceeds with discussion
with members to determine results.

/ Results category: \

5.1. Pass - Thesis is accepted without correction.
5.2. Pass - Thesis is accepted subject to minor amendments and corrections within a maximum
period of three (3) months.
5.3. Pass - Thesis is accepted subject to major amendments and corrections within a maximum
period of six (6) months.
5.4. Viva-Voce decision is deferred and candidate is required to rewrite and resubmit thesis for
re-examination within a maximum period of twelve (12) months.

5.4.1 Without viva examination

5.4.2 Compulsory to undergo re-viva examination

QS Fail - Thesis is not accepted and not permitted for resubmission. /

Chairperson notifies the following matters:
i. State new thesis title (if any)

ii. Determines Examiners for thesis correction
iii. Name of degree and programme to be awarded to student.

v

Chairperson requests Secretariat to invite student back into viva-
voce session.

!

Chairperson announces results to all committee members.

v

Chairperson invites student to present a brief speech then closes the
viva-voce session.
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C.

Procedures after Viva-Voce:

CPS prepares official letter of viva-voce results and notifies
committee members via e-mail.

!

If the correction period has ended, student will be notified
and is required to appeal to CPS for extension (one
month).

:

Before printing hard-cover thesis, student submits
thesis for format checking together with Thesis
Submission After Correction Form to secretariat.

l

Student submits one (1) hard-cover thesis and a softcopy
version (PDF) in CD form.

l
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