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	Student administration: selection, admission, and enrolment
	Partner x
	Partner y

	Which of the following documents do you require from applicants?
	original
	Copy
	certified copy
	Original
	copy
	certified copy

	
	photo
	
	
	
	
	
	

	
	passport copy
	
	
	
	
	
	

	
	highschool certificate
	
	
	
	
	
	

	
	first degree certificate
	
	
	
	
	
	

	
	transcript of records
	
	
	
	
	
	

	
	personal statement/motivation letter
	
	
	
	
	
	

	
	references (give number)
	
	
	
	
	
	

	
	language proof 
	
	
	
	
	
	

	
	list languages and score required
	
	

	
	other:
	
	
	
	
	
	

	
	other:
	
	
	
	
	
	

	
	other: 
	
	
	
	
	
	

	
	
In case MU is in charge of selection of students, and conducts the admissions procedure, it should follow § 48 to 50 of the Higher Education Act (HEA) and MU Statute[footnoteRef:1], whereto as per § 49 part 3 of the HEA, the Dean may stipulate exceptional conditions for the procedure. [1:  For students enrolled via an MU admissions procedure, their enrolment documents are drawn up and the personal records kept by MU. Should it be so stated in the Cooperation Agreement, MU will provide records of persons enrolled to the cooperating institutions.] 


	
	
	
	
	
	
	
	

	Do students apply online?
	
	

	Do you process and store student data in an admission database and if yes, who has access to that database?
	Yes – in MU information 
	

	Do students have to take an aptitude test? If yes, how is it organized (application modus, written test or interview etc.)?
	
	

	What is your application deadline? List further deadlines (e.g. aptitude test) if applicable.
	
	

	Who selects students and what mechanisms is the selection based on (boards, timing, ranking of criteria etc.)?
	
	



	Do you provide a welcome guide? If yes, what does it include?
	
	

	Do you provide housing for students?
	
	

	Do you provide support with visa and residence issues?
	
	

	Do students need to demonstrate that they have the funds to cover living expenses. If yes, to what extent?
	
	

	Are students insured while studying at your institution? If yes, to what extent?
	
	

	Do you provide language courses for students?
	
	

	Do you provide welcome activities for students? If yes, which kind of activities?
	
	

	Do you have a tutor/buddy system installed?
	
	

	Do you have special provisions for students with disabilities?
	
	

	Do you offer career guidance?
	
	

	Do you have an alumni network?
	
	




	Quality Assurance and accreditation
	Partner x
	Partner y

	General questions

	At what level is accreditation organized (program level, institutional level, any other level)?
	
	

	Are there financial provisions for QA and accreditation expanses?
	
	

	Is there a distinction between regular programs and JP?
	
	

	External QA and accreditation of study programs: state level

	Which documents regulate quality, assessment, and accreditation of study programs?
	
	

	What are the state-level QA procedures and which bodies play what role?
	
	

	Who has the right to evaluate a JP?
	
	

	What are external evaluation procedures?
	
	

	Who has the power to accredit a study program? What is the procedure?
	
	

	Are result of other accreditation agencies accepted/recognized and what are the conditions?
	
	

	Is there a distinction between regular programs and JP? If yes, elaborate.
	
	

	Internal QA and accreditation of study programs: institutional level

	Describe the Quality Assurance system at your university.
	 
	

	How often is a study program evaluated? 
	
	

	Who collects information?
	
	

	Who performs the evaluation?
	
	

	What assessment methods and instruments are used?
	
	

	Who has the power to motivate changes of the program?
	
	

	Does your internal QA system involve externals? If yes, elaborate (self-organized audits etc.).
	
	

	Is there a distinction between regular programs and JP? If yes, elaborate.
	
	




	Evaluation, recognition, and grading
	Partner x
	Partner y

	State the different assessment methods used/accepted at your institute
	
	

	How many times can a student resit an exam?
	
	

	How do you monitor the decision process regarding the master thesis?
	
	

	Does the master thesis include a defense?
	
	

	What are minimal requirements for the master thesis in terms of pages, amount of ECTS, mandatory internship?
	
	

	Does your institute use an ECTS conversion table? Please provide any conversion tables used.
	
	

	OTHER:
	
	

	
	
	

	
	
	



	Graduation/certification
	Partner x
	Partner y

	Diploma

	Can a diploma be signed for a student who participated in the study programme, but was never enrolled at your institution?
	Yes
	

	Which of the following elements are required on a diploma?
	Mandatory
	not allowed
	Flexible
	mandatory
	not allowed
	flexible

	
	name of participant
	
	
	
	
	
	

	
	name of study programme
	
	
	
	
	
	

	
	birth date
	
	
	
	
	
	

	
	place of birth
	
	
	
	
	
	

	
	nationality
	
	
	
	
	
	

	
	total study duration
	
	
	
	
	
	

	
	total credit points
	
	
	
	
	
	

	
	grade
	
	
	
	
	
	

	
	title of thesis
	
	
	
	
	
	

	
	other:
	
	

	
	other:
	
	

	
	other: 
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Is it sufficient to provide the document in English? If not, what languages are required?
	
	

	Who signs the diploma (position of the person)?
	
	

	Can the logo be at any place on the document (top, bottom, side…)?
	
	

	Does the signature have to be original or can it be a scanned version?
	
	

	Is a stamp / seal required?
	
	

	If the grade is required, what grading system is being used (please provide the scale)?
	
	

	Transcript of Records

	Which of the following elements are required on a ToR?
	mandatory
	not allowed
	flexible
	mandatory
	not allowed
	flexible

	
	name of participant
	
	
	
	
	
	

	
	title of study programme
	
	
	
	
	
	

	
	birth date
	
	
	
	
	
	

	
	place of birth
	
	
	
	
	
	

	
	nationality
	
	
	
	
	
	

	
	gender
	
	
	
	
	
	

	
	matriculation date
	
	
	
	
	
	

	
	matriculation date
	
	
	
	
	
	

	
	course unit code
	
	
	
	
	
	

	
	duration of course unit
	
	
	
	
	
	

	
	name of instructor
	
	
	
	
	
	

	
	local grade
	
	
	
	
	
	

	
	ECTS credits
	
	
	
	
	
	

	
	explanation of grading scale
	
	
	
	
	
	

	
	other:
	
	
	
	
	
	

	
	other:
	
	
	
	
	
	

	
	other: 
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	OTHER:
	
	

	





	Finances
	Partner x
	Partner y

	Calculating full costs and managing budget

	What are the full programme costs of 1 year and what do they include?
	
	

	Can the programme be subsidised by your institution? If yes, please explain how.
	
	

	Would your university agree if partners divide the lump sum unevenly?
	
	

	Would your university agree to put aside 10% of your JP incomes for a programme contingency fund?
	
	

	Would your university agree to invest from its own budget into a development and maintenance of the JP website?
	
	

	What is the minimum amount of students at your institution which would allow implementing a program/ a course?
	
	

	What is the maximum amount of students in master programmes at your university?
	
	

	Can students from different programmes attend the same course?
	
	

	Tuition and administration fees

	Is your university allowed to charge tuition fees and if yes, are there any conditions in doing so?
	
	

	What are the tuition fees for national/EU students in your university for 1 year?
	
	

	What are the tuition fees for non-EU/EES nationals in your university for 1 year?
	
	

	Does your institution need to sign a special approval for the modification of tuition fees?
	
	

	What are the administration fees for students for 1 year and what do they include?
	
	

	Are there fee differences between programmes and if yes, what do they depend on?
	
	

	Does you university have fee waivers? If yes, explain your system.
	
	

	Is it possible for EU or non-EU/EES students to get a “discount” (to reduce fees)?
	
	

	Is there a scholarship system or onetime grants in your university or from outside, like National Education Ministry, private business, research centers, etc., that could  be applied for students from the Joint Programme?
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