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INTRODUCTION

Graduate education has evolved tremendously in the last two decades. These changes require
the enhancement of competences among both students as well as mentors in the aspects of
innovation, research and development.

Considered as an advanced stage of study, graduate education provides students the opportunity
to work on novel research projects alongside respected academics, artists, scientists and
practitioners. These interactions provide graduate students with the opportunity to participate in
knowledge production in the service of society.

At the master’s level, the minimum outcomes are aligned with Level 7 of the Philippine
Qualifications Framework (PQF). At this level, students are expected to:

1. possess advanced knowledge and skills in a specialized, interdisciplinary or
multidisciplinary field of study for professional practice;

2. conduct self-directed research
3. pursue lifelong learning with a highly substantial degree of independence that involves

individual work or team or interdisciplinary or multidisciplinary experts; and
4. apply all of the above skills in research, professional or creative work.

On the other hand, the minimum outcomes at the doctoral level are aligned with Level 8.  The
outcomes for Level 8 expect the students to:

1. demonstrate highly advanced systematic knowledge and skills in highly specialized
and/or complex interdisciplinary or multidisciplinary field of learning;

2. utilize complex research/creative work and/or professional practice and/or the
advancement of learning with full independence in individual work and/or in teams of
interdisciplinary or multidisciplinary setting;

3. apply more complex setting that demands leadership in research and creative work with
strategic value added; and

4. apply a significant level of expertise-based autonomy and accountability to professional
leadership for innovation, research and/or development management in a highly
specialized or interdisciplinary or multidisciplinary field.

Graduate programs culminate in the student’s development, production and presentation of a
thesis, dissertation or capstone project.  A thesis marks the culmination of a master’s program
that is academic in nature. The aim of the thesis is to reflect the student’s mastery of a relevant
specialized area of their discipline. It also demonstrates the student’s ability to critically engage
the topic through the conduct of scientifically and ethically sound research processes.

Meanwhile, a dissertation marks the culmination of a doctoral program, either by coursework or
by research. Its aim is to contribute new knowledge, theory or practice in their field or discipline.
It demonstrates the student’s ability to produce an original body of work by building previous
research as a guide.

A Capstone Project refers to an investigative project, an action-based research, or an integrative
paper on a social problem that culminates in the opportunity to exhibit new knowledge or the
implementation of a project, presentation or performance.  This encourages students to apply
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what they have learned to real-world issues or problems.  A capstone project marks the
culmination of the student’s professional master’s or doctoral program.

In these scholarly endeavors, students are expected to follow ETHICAL PRINCIPLES AND
PROCEDURES in conducting their studies and to uphold all the tenets of ACADEMIC INTEGRITY
in fulfilling their requirements. (https://ateneo.edu/ls/graduate/code-conduct-and-code-academic-integrity)

The long history of graduate education in the Ateneo de Manila University contributes to the
diversity of the many graduate program offerings that the Loyola Schools has at present.
Nonetheless, there are a number of common stages or milestones that most students go
through, as illustrated in Figure 1 below:

Figure 1. Graduate Studies Milestone
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Undertaking the final assessment journey requires not only academic preparations on the part of
the student but also getting a good sense of the expectations and processes at various stages.
This guide is organized according to these milestones, with a special focus on the administrative
and more practical aspects of the journey. This also serves as a centralized repository of the
various policies, guidelines and memos issued by the Loyola Schools through the Office of the
Associate Dean for Graduate Programs.

Guidelines to the thesis/dissertation and undertaking the capstone project provide for the
general rules that should apply to all academic programs. Nonetheless, these guidelines also
recognize the nuances of the departments’ and programs' needs and concerns. The guidelines,
thus, are structured to  allow  programs and departments to exercise latitude in specifying
procedures if and when they deem it necessary to ensure quality assurance. Therefore, this guide
should be read alongside the departments’ and programs’ TDCP guidelines.

We hope that this helps both students and advisers plan better, avoid pitfalls, and finish on time.
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1. COMPLETION OF COURSEWORK AND
COMPREHENSIVE EXAMINATIONS

A majority of graduate programs offer diverse coursework to develop the student’s competences
in the advanced study of the discipline or field of inquiry.  A program’s curriculum is carefully
designed, including the sequencing and timing of courses and assessment, to ensure that the
overall expected learning outcomes are met.

I. Conferment of Candidacy Status
The satisfactory completion of all coursework and passing major assessments (such as
the comprehensive examination) commences the student’s final and most important
stage of their graduate education - the development and conduct of independent and
original research. This stage is marked by the conferment of the candidacy status to the
student supon enrollment in Thesis I/Dissertation I/Capstone Project.

II. Assignment of Advisers
Upon enrollment in TDCP I, the student is assigned one or more advisers. To qualify as an
adviser, the faculty member must have a master’s degree for a master’s thesis or a
doctorate degree for a dissertation. The thesis / dissertation / capstone project adviser
should preferably be a permanent faculty member of the department/program who has a
proven research track record and/or specialization in the student’s chosen topic or field
of interest.

On the other hand, a part-time faculty member may be assigned as a primary adviser
provided that a permanent faculty member is assigned as a co-adviser.

In cases where the proposed topic is of a multidisciplinary nature, another faculty may be
invited as a “co-adviser”. The co-adviser may be a faculty member from another
department/program or from an external unit or agency. Similarly, the co-adviser must
have a proven research track record and/or specialization in the student’s chosen topic or
field of interest.

Departments/Programs must report the advisers through the Grad Thesis Approvers
Delegation module in intraAISIS. The student will only be able to access and submit the
requirements in the TDCP Submission and Approval Portal once approvers have been
delegated.
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2. PROPOSAL DEFENSE

The early part of the TDCP writing/design and implementation involves reading widely and
engaging with other related fields through close supervision of the student's adviser(s). During
this stage, the student reviews the literature, prepares research protocols and instruments and
most importantly organizes regular meetings with the supervisor.

This stage formally begins with the student’s official enrollment in Thesis I, Dissertation I or
Capstone Project. These are the designated Course Catalogue Numbers:

● Thesis: 299.1
● Dissertation: 399.1
● Capstone:  298 (Master’s Level)/ 398 (Doctoral Level)

I. Enrollment Procedure

A. Thesis/Dissertation
The student enrolls for Thesis/Dissertation I after passing the Comprehensive
Examinations and/or completing all coursework, if programs do not have a
comprehensive exam. The student is responsible for obtaining a copy of the TDCP
Procedures and Guidelines from the Office of the Associate Dean for Graduate
Programs and their departments/programs. Most departments/programs have their
own specific/written TDCP guidelines and procedures that the student should also
adhere to.

B. Capstone Project1

A student will only be allowed to enroll in the capstone project after completing all
coursework and passing the comprehensive examination. If a student is unable to
complete the CP in one semester, the student will have to re-enroll it until it is
completed. The AISIS will reflect an asterisk mark if the student is unable to complete
the project within the semester.

A student will have to be enrolled in the Capstone Project to be allowed to enroll in
Oral Defense, in cases where an oral defense is required by the Department/Program.

II. Proposal Defense
The goal of this stage is for the student to produce and successfully defend the thesis or
dissertation or in some cases, the capstone project proposal. Failure to do so will bar the2

student from enrolling in Thesis II/ Dissertation II.

Once the student has successfully defended the thesis/dissertation proposal, the
department/program must submit ADGP Form 23.1 (Certification for Proposal Defense)
to the Office of the Registrar at registrar1.ls@atene.edu.

2 For those who are taking professional programs, kindly inquire with your department/program if a
proposal defense is required."

1 In other professional programs, students may have a different plan of study. Students are advised to
coordinate with the respective department/program.
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In the event that the student is unable to defend the proposal, a re-enrollment in Thesis
I/Dissertation I is required.

III. Assignment of Panel Members
In consultation with the student, the adviser, the graduate programs coordinator and, if
necessary, other members of the Department/Program, the Department Chair/Program
Director decides on the composition of the thesis/dissertation/capstone project panel, in
consultation with the members of the Department/Program.

The number of panel members during the proposal defense will depend on the guidelines
of the department/program. The panelist should have at least a master’s degree for a
master’s defense or a doctoral degree for a dissertation defense.

In general, the panel should consists of:
● Three members for a master’s thesis defense3

● Four members for a doctoral dissertation defense, one of whom should be from
another academic institution, agency or industry

● Two members for a capstone project (master’s level) and four for doctoral level,
depending on the program’s specific requirements

The student’s adviser cannot serve as a member of the panel.

3 An external panelist may be invited for a thesis/dissertation proposal defense, provided that they are
from another Ateneo department/program or from another academic institution or agency.

Revised Guidelines for TDCP in an Online Environment v102021       Page 13 of 34



3. RESEARCH ETHICS CLEARANCE, DATA
COLLECTION AND ANALYSIS

After the proposal has been defended, the student prepares for the implementation of the
research project. Depending on the nature and methodology of the research, a student may have
to secure a research ethics clearance before proceeding with data collection and fieldwork. At
this stage, the student is able to present the initial results at a conference or to submit a draft to
a journal for publication.

Additionally, the student officially enrolls in Thesis II, Dissertation II or Capstone Project. The
designated Course Catalogue Numbers:

● Thesis: 299.2
● Dissertation: 399.2
● Capstone:  298 (Master’s Level)/ 398 (Doctoral Level)

I. Research Ethics Clearance
Once the proposal has been accepted by the panel, the student needs to coordinate with
the Department/Program and/or the University Research Ethics Office (UREO) if the
researcher is required to secure an ethics clearance prior to data collection.  Application
and securing of clearance must be processed to research involving HUMAN
PARTICIPANTS.  A student can only start with data collection after securing clearance.
Any changes in the methodology used which may be perceived as unethical and/or may
cause harm to the human participants should be reported to the University Research
Ethics Office.

For more information, visit the UREO website at https://www.ateneo.edu/ureo

II. Conference Presentation and Preparations for Publication4

At this stage, the student is able to present or submit parts of the research to a
conference or journal for publication. It is highly recommended that the student and
adviser(s) discuss this as early as possible to avoid delay in graduation, especially if this
is a requirement for one’s degree completion. The adviser/s is tasked to inform the
student of possible delay in graduation that may result from the submission of the
manuscript.

For  possible subsidies for conference presentations and publication, you may download
the LS Scholarly Work Manual for Students.

4 GSH 2019 Edition page 62
1. Students who started and/or shifted in academic degrees beginning in SY 2019-2020 must comply with

the following:
a. An MA/MS student with the approval of the department/program must present his/her paper based

on his/her thesis in an international, local or school/university symposia/conference.
b. A doctoral student with the approval of the department/program must submit a manuscript related to

the dissertation for publication in a non-predatory and peer-reviewed journal and present his/ her
paper based on their dissertation in a local, international or school/university conference/symposia.

2. Students must comply with the dissemination and publication requirements of their degree programs,
should this be above the minimum requirements of the Loyola Schools. Coordinate with the
Department/Program for program’s specific dissemination and publication requirements.
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4. FINAL ORAL DEFENSE AND SUBMISSION OF MANUSCRIPT

Upon  completion of the TDCP writing, and with the recommendation of the adviser/s, the
student will be advised to enroll in the Oral Defense.

The designated Course Catalogue Number for Oral Defense are as follows:
● Thesis/Capstone Project: 299.4
● Dissertation: 399.4

I. Final Oral Defense
The oral defense aims to provide the student an opportunity to present their research,
clarify issues and reply to the critique and challenges to their arguments by the expert
members of their panel. This is also a venue where the student can interact directly with
accomplished and respected scholars and practitioners in their respective field and/or
profession. Ideally, panelists in the final oral defense should be the same members who
assessed the proposal.

At the end of the final oral defense, it is expected that panelists agree on the following:
1. the grade of the student based on the submitted written manuscript and final oral

defense ; and5

2. the list of revisions required to be made, if any.

Students have to be enrolled in Thesis II/Dissertation II/Capstone Project in the semester
during which the TDCP is defended.

The final oral defense is required for all students enrolled in thesis and dissertation
programs. Students who are in programs that require a capstone project as a final
requirement should consult with their graduate program coordinators if a final oral
defense is necessary.

5 As indicated in the Introduction, “the guidelines also provide some latitude for programs and
departments to specify their procedures if and when they deem it necessary for them to carry out their
functions more effectively.” Thus, departments or programs may come up with specific guidelines for
facilitating their deliberations and it is recommended that students be informed of the general outcome:
“Pass; Pass with minor revisions; Pass with major revisions; or Fail” after the deliberations in the final
oral defense.
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Figure 2. Pre-Defense, Oral Defense and Grade Submission Process

Figure 2 summarizes the process to be taken beginning from the request for final Oral Defense up to the notification of the final TDCP grade of the
student by the OADGP.
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A. Schedule of Final Oral Defense
The Final Oral Defense should fall within the official academic calendar of the School
Year as released by the Office of the Registrar.

If the student wishes to submit the final revised copy of the TDCP and other
requirements within the submission deadline of a particular semester, the final oral
defense should take place on or before the deadline set by the OADGP.

A student whose program does not require a final oral defense of the capstone
project enrolls and submits or presents their papers within the deadline of the final
oral defense set by the OADGP.

Adherence to the final oral defense deadline will ensure that the grade has been
submitted to the OADGP prior to the student’s final submission in AISIS.

B. Clearance of Final Oral Defense
1. The Department Chair/Program Director accomplishes and submits ADGP Form

23 (Announcement of Oral Defense Form) using their official Ateneo email to the
RO at registrar1.ls@ateneo.edu fifteen (15) working days before the scheduled
defense date. Subject title: ORAL DEFENSE ANNOUNCEMENT - Student’s Last
Name - Degree Code.

2. The RO evaluates the records of the student for eligibility to register for Oral
Defense.

3. Once cleared by RO, the evaluation form will be sent to the student’s OBF email
account cc Department/Program and OADGP. Subject Title: ORAL DEFENSE
CLEARANCE - Student’s Last Name - Degree Code

4. RO registers the student for oral defense and coordinates with the Central
Accounting Office (CAO) for assessment of fees.

5. RO sends the Oral Defense assessment form and instructions for payment to the
student. Bank details will be provided in the instruction.

6. The student sends a copy of the bank transaction slip by replying to the RO’s
email.

7. The RO coordinates with CAO and Cashier for the issuance of Official Receipt.
The copy of the OR will be sent to the student when offices resume.

C. Postponement of Final Oral Defense
If in any case, the adviser/s decides not to push through the Final Oral Defense on the
scheduled date of defense, the Department Chair/Program Director accomplishes
and submits ADGP Form 24 (Postponement of Oral Defense Form) using their official
Ateneo email to the RO at registrar1.ls@ateneo.edu.

If the new Final Oral Defense date is rescheduled in the next semester, the student
will have to re-enroll in Thesis II/Dissertation II and/or Capstone Project.

D. Conduct and Integrity of the Online Final Oral Defense
The conditions brought about by the COVID-19 pandemic continue to prevent a
face-to-face oral defense. While a virtual oral defense may not be ideal, this is not
new. Universities around the world have used online video platforms to enable
students and panelists who cannot be on campus to participate in oral defenses.
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The final oral defense is an integral part of the TDCP examination. It also celebrates
the culmination of a graduate students’ research work and academic life in general.
Therefore the conduct of such, whether face-to-face or online, remains extremely
important. We trust that departments/ programs will make the necessary
preparations in order to anticipate and address any challenges that the student and
the panelists may encounter in this online environment.

There are several video conferencing platforms that the teacher can use for those
who wish to conduct an oral TDCP final defense online. It is important for
Departments and Programs to make arrangements to maintain the confidentiality,
validity and integrity of the videoconferencing.

1. Pre-Videoconferencing Preparations
a. The Department Chair and/or Program Director assigns an Independent

Chair (IC) or Panel Head (PH) who will make sure that:
i. the chosen video conferencing platform is familiar and accessible

to both examinees and examiners;
ii. a dry run to test both audio and video is conducted on both ends

prior to the exam;
iii. contingency plans have been made in case of technical

difficulties;
iv. the schedule (taking into account the time difference, if any) and

rules during the oral defense are discussed to both the examinee
and panelists to ensure that all other issues are addressed prior
to the defense

v. inform both parties if there are any changes in the schedule or
rules in a timely manner

b. The adviser and panel members cannot be designated as IC/PH.  The role
of the IC/PH is subject to review upon the resumption of a face-to-face
oral defense in the future.

c. The department/program shall release the corresponding grade report
form (ADGP Form 8.1 for thesis and dissertation and
department/program-issued form for capstone project) to the panel
members before the oral defense date.

2. Announcement of the Oral Defense
Announcement of Oral Defense can be done through the Blueboard and other
official sites of the Department/Program. However, inviting guests to the virtual
defense will be subject to the discretion of the department or program, and
dependent on the technical restrictions of the video conferencing platform
chosen.

3. During the Oral Defense
a. Generally, the student, adviser/s and panel members must see each other at

all times. The IC/PH should be present throughout the oral defense to ensure
that the student is not disadvantaged in any way compared to the standard
face-to-face oral defense.

b. The IC/PH may decide to terminate the oral defense when:
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i. there are irregularities observed (ex: agreed-upon rules were not
followed); and/or

ii. there is failure with technology.
Should this happen, the IC/PH must submit a written report to the Department
Chair or Program Director to ensure that the incident is properly documented. The
Chair or Program Director shall, in consultation with the IC/PH shall decide
whether the defense should be rescheduled, or whether the student should be
given a final grade. A copy of the written report should be submitted to the
OADGP alongside the Chair’s/Program Director’s decision.

4. After the Oral Defense
a. After all the questions have been answered by the student, the IC/PH informs

the body the end of the oral defense. The student will be asked to terminate
the video conferencing while the panel members remain online to deliberate
and give their final grade.

b. Panelists submit their final grade and comments to the IC/PH at the end of
the deliberations using ADGP Form 8.1 (for thesis and dissertation) or the
department/program-issued grade report form for capstone project.
Panelists affix their e-signatures on the grade report form to consider these
valid.

c. The IC/PH ensures that the grade report forms submitted by the panelist are
complete and signed before the videoconferencing is formally closed.

d. The IC/PH forwards all grade report forms to the Chair or Program Director
for final checking.

E. Grading
The ADGP Form 8.1 (Written Work and Oral Examination in Defense of Thesis and
Dissertation) shall be followed at all times. See Table 1 below.

Criteria Weights

Please put an X in the appropriate box below for your rating.

Unsatisfactory
(C = 2.00)

Satisfactory
(B = 3.00)

Good
(B+ = 3.33)

Very Good
(A- = 3.67)

Excellent
(A = 4.00)

Written Work 70%

1. Content 55

2. Organization of Ideas 15

Oral Defense 30%

3. Presentation 15
4. Ability to Answer

Questions and Defend
Ideas 15

Table 1. Thesis/Dissertation Rating Sheets

1. Submission of Grades
1.1. Thesis and Dissertation

a. Thesis and dissertation panel members accomplish the ADGP Form 8.1
and submit using their official email to the IC/PH who will then forward
this to the Chair or Program Director.

b. The Department Chair/Program Director tallies the grades given by the
panel members and accomplishes the ADGP Form 8

Revised Guidelines for TDCP in an Online Environment v102021       Page 19 of 34



(Thesis/Dissertation Grade Report) to indicate the final grade of the
student.

c. The Department Chair/Program Director submits accomplished Forms 8
& 8.1 to the OADGP within five (5) days after the scheduled Oral Defense.

1.2. Capstone Project
a. The CP adviser submits ADGP Form 40 (Capstone Project Grade Report

Form) to the Department Chair/Program Director for approval.
b. Once approved, the Department Chair/Program Director submits the

accomplished ADGP Form 40 to the OADGP within five (5) days after the
scheduled Oral Defense.

1.3. Change of Thesis/Dissertation/Capstone Project Title
a. The panel members indicate in the ADGP Form 8.1 if the title of the TDCP

needs to be revised/updated.
b. The Department Chair/Program Director indicates the revised title in the

ADGP Form 8/ADGP Form 40.
c. Should there be a need to revise the TDCP title after the grade reports

have been released to the student:
i. The Department Chair/Program Director should write a formal

letter of request addressed to the OADGP detailing the necessary
changes in the title.

ii. The letter should be endorsed by the adviser and panel members.
iii. The student should be ccd in the letter
iv. The OADGP will provide approval and forward this to the Office of

the Registrar to update the student’s records.
d. The title of Thesis and Dissertation is indicated in the official transcript6

of records of the student.

2. Notification of Final Grade of Thesis, Dissertation and Capstone Project
a. The OADGP prepares the following:

i. ADGP Form 20 (Final Report of Student Performance on the
Written Work and Oral Defense of Thesis/Dissertation)/ADGP
Form 42 (Final Report of Student Performance on the Written
Work and Oral Defense of the Capstone Project)

ii. letter addressed to the student with the consolidated
comments/suggestions/recommendations of the panel
members, and;

iii. ADGP Form 15 (Notice of Deadline for Final Revised copy of
Thesis/Dissertation/Capstone Project).

b. The ADGP emails ADGP Form 20 / 42 to the Department Chair/Program
Director for review.

c. Once cleared by the Department Chair/Program Director, the OADGP
sends the results of the oral defense to the official OBF email account of
the student cc Department Chair/Program Director and Adviser/s.

d. The student sends back as a reply to ALL the scanned signed copy of the
letter and ADGP Form 15.

6 The title of the Capstone Project will also be indicated in the official transcript of records to
be compliant to the CHED CMO 15 series of 2019.
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Submission and Approval of Final Revised TDCP Copy and Other Documents

Figure 3. Post-Oral Defense Process

Figure 3 summarizes the process to be done after the successful oral defense up to requesting clearance for graduation.
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II. Revision, Style Reading and Format Checking
1. The student submits the revised manuscripts to their adviser/s for review and

approval of content as well as to the designated style reader for checking of
mechanics and technical specifications of the manuscript.

2. The student is highly encouraged to use the automated thesis template in order to
assist them in complying with the LS formatting standards. Click here to access the
folder.

3. The adviser/s and style reader must be satisfied by the student’s revisions and
compliance with the technical and format specifications of the Loyola Schools,
before they may clear the student to proceed with the submission of the revised
manuscript and other requirements in AISIS.

Format checking

The OADGP offers additional accommodations to the student in need of assistance.
Consultation hours in groups of 5 may be organized for this purpose per
term/semester. Sessions will be held during the following period:

Intersession Term - last week of June
First Semester - last 2 weeks of November
Second Semester - last 2 weeks of April

Each student may sign-up at this link -- https://bit.ly/TDCPApptSlots.

4. The student uploads the following required documents in pdf format in AISIS:

For Thesis and Dissertation: For Capstone Project:

1. Approved soft copy of the final revised
copy

2. Long abstract
3. Short abstract
4. Signed ADGP Form 13: Approval Sheet

for Style
5. Rizal Library Waiver Form
6. Proof of Dissemination and/or

Publication

1. Title Page
2. Approval pages
3. Short abstract
4. Proof of Dissemination and/or

Publication (for degree programs
requiring dissemination and/or
publication)

Note: Full copy of the capstone project
must be submitted to the
Department/Program.

5. The student must answer the Exit Survey Form at this link: https://bit.ly/GSExitSurvey.
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III. Submission in AISIS
Once cleared by the adviser/s and style reader, the student proceeds with the submission
of the soft copy of the TDCP and other requirements in AISIS. Hard copies will no longer7

be required to be submitted to the OADGP.

A. Steps for Submission
1. The student logs in AISIS using the login credentials.

2. Click on the “SUBMIT THESIS” to enter the submission portal.

7The OADGP can only assist students with hard copy binding once the University operation
resumes. The student is responsible for securing original signatures for the approval pages
and the reproduction of the manuscript.
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3. Type in the final approved title of the TDCP as indicated in the ADGP Form 20/42.

4. Upload the requirements in pdf format by clicking on the left pane of the
dashboard. The student needs to accept Terms to upload each of the files.

Buttons:
● Upload Manuscript - To upload final revised manuscript for

thesis/dissertation and title page for Capstone Project
● Upload Long Abstract - To upload long abstract
● Upload Short Abstract - To upload short abstract (thesis/dissertation and

capstone project)
● Upload Approval Sheet for Style - To upload approved and signed ADGP

Form 13: Approval Sheet for Style/Approval pages for Capstone Project
● Upload Rizal Library Waiver Form - To upload signed Rizal Library Waiver

Form
● Upload Proof of Publication - To upload ADGP Form 21: Proof of

Dissemination and Publication Requirement
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B. Approval of Manuscript Submission

The new AISIS submission and approval system is accessible only during the official
academic calendar of the semester/term. Submission and approval of the
requirements, therefore, can only take place during this period. The portal
automatically restricts submission and approval after the last day of class. It is
recommended for the Departments/Programs and Office of the Deans to implement
their own deadlines for the students to submit and get approval before the end of
class for each semester/term.

If the student is unable to secure the approval of all parties concerned during the last
day of class, the student must enroll  in the next semester/term in order to resubmit
the manuscript and other documents and complete the approval process, provided
that the student is well within the maximum residency term limit. Refer to Other LS
Policies Related to TDCP for more details.

An email notification will automatically be received by the next approving person as
soon as the previous one has approved the submission.
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1. Adviser

2. Panel Members

3. Department Chair/Program Director
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4. Dean

5. Associate Dean for Graduate Programs

The ADGP reviews all submitted documents and approvals including the
adherence to the technical requirements of the TDCP. Once cleared, the ADGP
provides the approval of the submission. The documents will be turned over
afterward to the following offices:

● Office of the Registrar for records keeping and student clearance
● Rizal Library as the repository of all thesis, dissertation and capstone projects
● Commission on Higher Education (CHED) as part of the Philippine

Government regulation

An automated email notification is sent to the student and RO that confirms the
completion of the TDCP submission.
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Sample history of uploads and approvals:
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5. ACADEMIC CLEARANCE AND GRADUATION

In order to be officially considered as a graduate of the Ateneo de Manila University and obtain
official academic records from the Office of the Registrar, the student must have:

1. completed all the academic requirements in their curriculum program of study. In general,
these include:

a. completing all the coursework units
b. passing the comprehensive examinations or their equivalent
c. defending the TDCP successfully
d. submitting the final revised copy of the TDCP and other requirements
e. complying with the LS and program’s dissemination and publication requirements.

2. submitted the admission credentials required by the Office of the Registrar
3. settled all financial and other obligations to the Loyola Schools, including graduation and

diploma fee, and;
4. obtained clearance from offices in the Loyola Schools

Processing of clearance for graduation happens at the end of the semester/term. Graduating
students whose graduation date will fall in May will be able to generate the Online Clearance
Form from their respective AISIS accounts.

The date of graduation of the student is the last day of the term/semester when the final revised
copy of TDCP and other requirements are submitted and approved.
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6. OTHER LS POLICIES RELATED TO TDCP

I. Failure of Final Oral Defense
If students fail their initial thesis/dissertation oral defense, they can re-enroll for
thesis/dissertation direction and a second oral defense. A student is  granted two
consecutive semesters to complete and defend their thesis/dissertation provided that
the student is well within the residency term limit . If they are not able to complete their8

thesis/dissertation or fail the second oral defense, they will be automatically dismissed
from the Loyola Schools.

II. Submission Deadline of TDCP

A. Thesis and Dissertation
If the student is unable to submit the final revised copies of the thesis/dissertation
within the oral defense term, the student is given two years from the oral defense
term to do so, provided it does not exceed the maximum residency term limit.

B. Capstone Project
1. For CP with required Oral Defense

The student must be officially enrolled in CP during the term of the scheduled
defense. In the event that the student is unable to submit the final revised copies
of their capstone project within the term, the student is required to re-enroll in
Capstone the following term. The student is given 2 years from the oral defense
term to submit the final requirements, provided it does not exceed the maximum
residency term limit.

2. For CP without an Oral Defense Requirement
In the event that the student is unable to submit the final revised copies of their
capstone project within the term, the student is required to re-enroll in Capstone
the following term, provided that the student is within the maximum residency
term limit.

III. Intellectual Property
The University recognizes that students, Researchers, Creators, and Inventors have the
right to claim ownership of IPRs over works they have created without the University’s
support. The Ateneo Intellectual Property Office was established to provide support for
the University’s IP-related activities including IP generation, IP protection, and IP
commercialization. AIPO envisions itself to be the country’s leading university hub where
innovative solutions are inspired, protected and made available for society’ s benefit.
Please find the time to read the University’s IP Policy and Frequently Asked Questions
section.

8 All work for the master’s degree must be completed within five (5) years from the date of first enrollment
for the degree, inclusive of leaves of absence and suspension due to disciplinary reasons.  For a doctoral
degree, all work must be completed within seven (7) years from the date of first enrollment for the degree,
inclusive of leaves of absence and suspension due to disciplinary reasons. GSH, page 43
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SUPPORT

If you have any other concerns or issues, please do not hesitate to contact the following offices:
● OMIS (omis.ls@ateneo.edu) - concerns related to access to OBF email account, AISIS

and TDCP Approval System
● OADGP (adgp.ls@ateneo.edu) - matters related to policies and administrative process for

TDCP at the LS level and clarifications on the guidelines
● RO (acadsupport.registrar.ls@ateneo.edu) - matters related to student’s records and

status in the program
● Department/Program - concerns related to department/program level policies and

procedures
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