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PART ONE: INTRODUCTION 

1.1. FDRE Technical and Vocational Training Institute 

This manual provides comprehensive operational guidelines for administering graduate programs 

at the Federal Democratic Republic of Ethiopia Technical and Vocational Training Institute 

(TVTI). It aligns with the Institute’s Senate legislation on graduate studies and ensures 

conformity with national higher education policies and standards. The manual serves as a 

reference for students, academic staff, and administrative units, detailing graduate program 

management, academic rules, and student responsibilities. TVTI offers graduate programs 

including Master of Arts (M.A.), Master of Science (M.Sc.), and Doctor of Philosophy (PhD), all 

emphasizing academic excellence, research integrity, and practical competencies. 

1.2. Overview of the Registrar and Alumni Directorate 

The Registrar and Alumni Directorate serves as the central unit responsible for managing 

academic processes and maintaining the integrity of student records. It coordinates the entire 

academic cycle—admissions, registration, scheduling, examinations, and academic calendar 

management—ensuring smooth and timely operations across all programs. 

The office maintains accurate, confidential academic records; processes grades; prepares 

transcripts and academic status reports; and enforces Senate Legislation on academic standing, 

probation, dismissal, and graduation eligibility. 

It also oversees graduation services, including preparing diplomas and coordinating 

commencement ceremonies. Through its alumni function, the Directorate maintains connections 

with graduates, tracks employment outcomes, gathers labor-market feedback, and supports 

ongoing professional engagement—strengthening the Institute’s link with industry and ensuring 

continued relevance of its programs. 

1.3. General Provisions (Article 125) 

Graduate programs at TVTI are provided by academic departments and include M.A., M.Sc., 

PhD, and other postgraduate certificates, diplomas, and degrees. These programs are 

administered through Department Graduate Committees (DGC), ensuring compliance with 
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Institute-wide policies, rules, and regulations. Departments may collaborate with national and 

international institutions to run joint programs when necessary. The minimum academic rank for 

instructors is Assistant or Associate Professor for Master’s programs (or Lecturer in special 

cases) and Associate Professor or higher for PhD programs (or Assistant Professor in special 

cases). PhD programs may follow either course-based or non-course-based dissertation models. 

By integrating legislative requirements with practical operational guidelines, this manual ensures 

consistency, efficiency, and fairness in undergraduate academic administration at FTVTI. It is 

intended as a primary guide for students, advisors, and academic staff to navigate academic 

processes effectively while understanding their responsibilities and entitlements. 
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PART TWO: RIGHT AND RESPONSIBILITIES OF THE TRAINEES 

2.1. Right and responsibilities of the trainees 

Trainees at the Federal Democratic Republic of Ethiopia (FDRE) Technical and Vocational 

Institutes play a vital role in the educational process, contributing to their own development 

and the advancement of the institution. Understanding their rights and responsibilities is 

essential for fostering a positive learning environment and ensuring that everyone involved 

can achieve their educational goals. 

2.1.1. Rights of the Trainees 

a. Access to Academic Records: Students have the right to access their academic 

records, including grades and transcripts. This access enables them to monitor their 

performance over time, understand their academic standing, and make informed 

decisions about their future courses and career paths. 

b. Fair Treatment: Students are entitled to receive respectful and impartial treatment in 

all academic and administrative processes. This right fosters an environment of trust, 

ensuring that all students feel valued and encouraged to actively participate in their 

educational journeys. 

c. Privacy and Confidentiality: Students possess the right to confidentiality concerning 

their personal information and academic records. This ensures that sensitive data—

such as grades, contact information, and identity—are safeguarded in accordance with 

relevant privacy laws and institutional policies. 

d. Academic Advising: Students have the right to receive comprehensive academic 

advising and support services. These resources assist them with course selection, 

understanding degree requirements, and long-term academic planning, ultimately 

helping them maximize their educational potential and career readiness. 

e. Participation in Governance: Students are encouraged to take part in institutional 

governance, including serving on committees that shape academic policies and 

campus life. This participation empowers them to influence decisions that directly 

impact their educational experiences and advocate for their collective needs. 

f. Petition for Policy Exceptions: Students may petition for exceptions to academic 

policies, such as the ability to withdraw from a course late or contest grades. This 

provision allows their individual circumstances to be taken into account, promoting a 

more accommodating and understanding academic environment. 
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g. Awareness of Policies: Students have the right to receive clear and accessible 

information regarding academic policies and procedures. This transparency is 

essential for helping them navigate their educational paths effectively and ensures 

they are aware of expectations and consequences. 

h. Participation in Activities: Students are entitled to engage in institute-sponsored 

activities and organizations without discrimination based on race, gender, or other 

protected statuses. This participation fosters a sense of community, enhances social 

skills, and contributes to a vibrant and diverse campus culture 

2.1.2. Responsibilities of trainees 

a.  Compliance with Institute Policies: Students are responsible for understanding and 

adhering to all institute policies and regulations regarding academic conduct, 

registration, and financial obligations. This includes familiarizing themselves with 

guidelines outlined in the student handbook, ensuring that they align with institutional 

standards and expectations. Understanding these policies helps students avoid 

unintentional violations and fosters a respectful and orderly academic environment. 

b.  Timely Registration: Students must register for classes during designated registration 

periods and ensure they meet any necessary prerequisites or co-requisites. This 

process is crucial for maintaining a smooth academic experience. By registering on 

time, students secure their spots in desired courses and ensure they are adequately 

prepared for the curriculum, enhancing their chances of academic success. 

c. Maintaining Academic Integrity: Students are expected to uphold standards of 

academic honesty, avoiding plagiarism, cheating, and any other forms of academic 

misconduct. Upholding academic integrity is essential for preserving the value of their 

degrees and the reputation of the institution. By committing to honest practices, 

students contribute to a fair learning environment where effort and achievement are 

genuinely valued. 

d. Communication of Changes: Students must promptly communicate any changes to 

their personal information (e.g., address, phone number) to the Registrar and Alumni 

Directorate's office. Keeping this information current is vital for effective 

communication and administrative processes, ensuring that students receive important 

notifications and resources without interruption. 
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e. Attendance and Participation: Students are responsible for attending classes and 

participating actively in their educational experience, as per faculty requirements. 

Regular attendance and engagement contribute significantly to a student’s 

understanding of the material, fostering a dynamic classroom environment that 

benefits all participants 

f. Fulfilment of Financial Obligations: Students must meet all financial obligations, 

including tuition, fees, and fines, within stated deadlines to maintain good standing. 

Timely payment is key to accessing Institute services and can prevent any penalties or 

disruptions to enrolment, ensuring that students can continue their studies without 

financial barriers. 

g. Seeking Help When Needed: Students should seek academic and personal support 

when needed, utilizing available resources such as tutoring centers, counseling, and 

advising services. Recognizing when to ask for help is crucial for personal growth and 

academic success, as these resources can provide guidance and assistance tailored to 

individual needs. 

h. Adherence to Deadlines: Students are responsible for being aware of and adhering to 

all academic deadlines, including those for registration, graduation applications, and 

withdrawal from courses. Meeting these deadlines is essential for maintaining 

academic progress and avoiding potential complications that could impact their 

educational trajectory. 

i. Participation in Feedback Surveys: Students are encouraged to provide feedback 

through surveys or forums to help improve institute policies and practices. This 

participation not only empowers students to voice their opinions but also fosters a 

culture of continuous improvement within the institution, promoting responsiveness to 

student needs and concerns. 

j. Respect for Peers and Faculty: Students are expected to maintain a respectful and 

collegial atmosphere in academic and campus settings, engaging positively with peers 

and faculty. Respectful interactions contribute to a supportive learning environment, 

enhancing collaboration and mutual understanding among the academic community. 
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PART THREE: ACADEMIC CALENDAR  

The Registrar and Alumni Directorate's Office plays a crucial role in managing this calendar, 

ensuring timely communication of critical information to students and faculty. This structured 

approach helps facilitate smooth academic operations and allows all stakeholders to plan 

effectively for the educational journey ahead 

3.1. Introduction 

The academic calendar serves as a comprehensive guide for the academic year, outlining key 

dates and events that are crucial for both students and faculty. It ensures that all stakeholders 

are informed about important timelines and activities, facilitating effective planning and 

organization throughout the academic year. 

3.2 Academic Calendar (Article 83) 

1. Structure: 

o Regular programs: Two semesters, 16 weeks each 

o Continuing Education Program (CEP): Three semesters, 16 weeks each, plus 

8-week Kiremt term 

o Semester breaks: Two weeks after first semester; two-month break after 

second semester 

2. Responsibilities: 

o Prepared by the Registrar and Alumni Director in consultation with DDGA, 

approved by the Senate 

3. Calendar Contents: 

o Senate Meeting  

o Announcement  

o Admission, readmission, registration 

o Add/drop periods 

o Examination schedules and preparation periods 

o Re-evaluation of results 

o Beginning/end of semesters, inter-semester breaks 

o Research proposals, annual research review, progress reporting 

o Instructor evaluation weeks 

o Senate meetings, thesis submissions, and defenses 

o Other academic process-related activities 
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PART FOUR: DURATION AND GRADING SYSTEM  

4.1. Program of Study (Articles 129–130) 

Graduate programs may consist of course-work, thesis/project work, or course-work alone for 

non-technical programs. Thesis or project advisors are assigned to guide students, with co-

advisors available if necessary. The typical full load per semester is 12–15 credit hours for 

Master’s programs and 9–12 credit hours for PhD programs, with additional credits allocated 

for thesis or dissertation work. 

4.1.1. Credit Load 

Table 1.  Course Work and Thesis/Project 

Program Typical Full Load Thesis/Project Credits 

Masters (Thesis) 12–15 Cr.hrs/semester Thesis: 6 Cr.hrs, Project proposal 2 Cr.hrs, 

Project main 4 Cr.hrs 

PhD 9–12 Cr.hrs/semester Dissertation: 12 Cr.hrs 

4.1.2 Thesis/Project Load for Advisors 

Table 2. Load for advisors  

Program Advisor Load per Student/Semester 

Master Thesis 1.5 lecture hours 

Master Project (1st semester) 1.5 lecture hours 

Master Project (2nd semester) 1.75 lecture hours 

PhD Dissertation 3 lecture hours 

Note: Group project limited to 3 students; individual thesis required. 

4.2. Duration of Study (Article 131) 

The standard duration for Master’s programs is two years for regular students and two to four 

years for non-regular students, with extensions of up to three years for regular and two to four 

years for non-regular students. PhD programs typically last three to four years for regular 

students and five to six years for non-regular students, with maximum extensions of six and 

eight years, respectively. 

Table 3. Duration of Graduate Programs  

Program Regular Non-

Regular 

Extension allowed for 

regular 

Extension allowed for 

non-regular 

Masters 2 years 2–4 years Up to 3 years  2–4 years  

PhD 3–4 years 5–6 years Max 6 years  8 years  
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4.3. Grading System (Article 132) 

The grading system assigns letter grades based on raw scores, ranging from A+ (90+; 4.00 

points) to F (<50; 0.00 points). Graduation requires a minimum CGPA of 3.00, with Masters 

students allowed a maximum of one ―C‖ grade, while PhD students may not have any ―C‖ 

grades. 

Table 4. Course Grading Scale and Points 

Raw Score Letter Grade Grade Points Description 

90+ A+ 4.00 Excellent 

85–90 A 4.00 Excellent 

80–85 A- 3.75 Very Good 

75–80 B+ 3.50 Very Good 

70–75 B 3.00 Good 

65–70 B- 2.75 Good 

60–65 C+ 2.50 Satisfactory 

50–60 C 2.00 Satisfactory 

<50 F 0.00 Failure 

4.4. Grading System for Thesis/Project Work/Dissertation (Article 152) 

Thesis, Project Work, and Dissertation shall be evaluated and graded according to the 

following ranking system, with corresponding raw score ranges and letter grades: 

Table 5. Thesis/Dissertation Grading Scale and Points 

Raw Score Range Rank 

85.00 and above Excellent 

75.00 - 84.99 Very Good 

60.00 - 74.99 Good 

50.00 - 59.99 Satisfactory 

Below 50.00 Fail 
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PART FIVE: STUDENT TRANSFER PROCEDURES 

5.1. Transfer between Programs (Article 138) 

Transfers are allowed if the student provides valid reasons, has completed no more than 50% 

of the original program, meets the academic requirements of the new program, and receives 

DGC approval. 

A graduate student may transfer to another program within the institute, subject to the 

following strict conditions and process: 

5.1.1. Student Eligibility Criteria 

To be considered, a student must: 

1. Provide a compelling reason for the transfer. 

2. Submit a supporting letter from a sponsor (if applicable). 

3. Have completed no more than 50% of the coursework in their original program. 

4. Fulfill all standard academic admission requirements of the new program. 

5. Not be under a dismissal status from their current program. 

5.1.2. Approval Process 

1. The student must secure formal approval from the Departmental Graduate Committee 

(DGC) of both the current and the receiving programs. 

2. The receiving academic unit has the final authority to determine which, if any, credits 

will be transferred from the original program.  
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PART SIX: REGISTRATION AND GRADUATION 

6.1. Enrolment and Registration 

Graduate students register each semester and must maintain continuous registration to remain 

enrolled. Students who drop out without formally withdrawing are required to apply for 

readmission. Class sizes are limited to 20–25 students for MA/MSc Technology programs 

and 25–30 for non-technology programs. Provisional registration may be approved by the 

DGC. The workflow for graduate registration follows the sequence: submit application, 

receive provisional approval from the DGC, confirm registration, assignment of an academic 

advisor, and commencement of courses. 

6.2. Academic Status (Articles 133–134) 

Students whose CGPA falls below 3.00 may be placed on probation with specific conditions. 

Courses with grades of ―C‖ or lower may be repeated, and re-examinations may be allowed 

in special cases. Graduation requires a minimum CGPA of 3.00 for Masters programs and at 

least a ―B‖ grade for PhD programs, with completion of all thesis or project work. 

Table 6. Academic Status  

Category Description 

Probation Assigned to students whose CGPA falls below the minimum requirement; 

allowed for a maximum of two consecutive semesters. 

Dismissal for 

Good 

Implemented when a student receives two consecutive probations or fails to 

meet minimum academic standards set by the Institute. 

Repeating 

Courses 

Students must repeat courses with grades below ―C‖ for Master’s programs 

and any ―C‖ grade in PhD programs to meet progression requirements. 

6.3. Withdrawal and Readmission (Articles 135–136) 

Students wishing to withdraw must consult their advisors and submit a withdrawal form 

within 45 days of discontinuation, citing grounds such as medical reasons, force majeure, or 

program suspension. Masters students may apply for readmission within two years, 

contingent upon academic standing, reasons for withdrawal, and program capacity. 

6.3.1. Withdrawal 

 Students must consult advisors and submit withdrawal form within 45 days of 

discontinuation. 

 Grounds include medical reasons, force majeure, or program suspension. 
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6.3.2 Readmission 

 Masters students may apply within 2 years of withdrawal. 

 Approval depends on academic standing, reasons for withdrawal, and program 

capacity 

 
Figure 1. Readmission Workflow 
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6.4. Adding and Dropping Courses  (Article 137) 

Courses may be added or dropped within the academic calendar period, provided they are 

offered in the current semester, do not conflict with other courses, and do not exceed the 

student’s credit load for that semester. 

6.5. Attendance (Article 139) 

Minimum attendance requirements are 80% for lectures and 100% for laboratory, fieldwork, 

and workshop sessions. Incomplete attendance (IA) grades are assigned for absences beyond 

allowed limits. 

6.6. Examinations (Article 140) 

Assessment includes 25% continuous assessment (tests, reports, assignments) and 40% final 

exams; lab courses may include 35% continuous assessment. Written, oral, and practical 

assessments are conducted, with rules for remarking and make-up exams following 

undergraduate guidelines. 

6.7. Advisorship 

Advisors are assigned based on academic rank: Masters students are guided by Assistant 

Professors or above, while PhD students are supervised by Associate Professors or above. 

Co-advisors may assist if the primary advisor is unavailable. Advisors are responsible for 

guiding research, planning methodology, monitoring progress, and advising on publications. 

Each advisor may supervise a maximum of six Masters students. 

6.8. Graduate Thesis, Project, and Dissertation 

Thesis or project work constitutes an individual academic contribution and partial fulfillment 

of degree requirements. Topics are approved by the DGC, considering national and 

institutional priorities. Submissions for Masters programs must occur before the end of the 

fourth semester, while PhD submissions must be at least two months prior to defense. 

Examination boards include three members for Masters and five members for PhD programs, 

with external examiners selected according to specific criteria. Grading is based on the 

defense and board evaluation, with final grades reflected on transcripts but not included in 

CGPA calculations. PhD candidates must publish a minimum of two peer-reviewed articles, 

with three expected. 
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6.9. Graduation Requirements (Article 122) 

A graduate student will be recommended for the award of a degree upon fulfilling all the 

following conditions. 

6.9.1. Coursework and Credit Completion 

The student must have successfully completed all required courses and accumulated the 

minimum number of credit hours specified for their program of study, except under officially 

approved phase-in/phase-out program arrangements. 

6.9.2. Final Thesis/Project/Dissertation  

The student must have developed and successfully defended an original technology/ 

management proposal and project prototype, either individually or as part of a group. The 

work must demonstrate innovation or significant improvement and receive final approval 

from the project advisor and/or the Academic Council. 

For Master Candidates 

To be eligible for graduation, a Master candidate must fulfill the following conditions: 

1. Completion of all required thesis or project work. 

2. Achievement of a minimum Cumulative Grade Point Average (CGPA) of 3.00. 

3. A maximum of one ―C‖ grade or two ―C+‖ in all courses for Master.  

4. A successful dissertation defense, resulting in a final grade of at least "Satisfactory." 

For PhD Candidates 

To be eligible for graduation, a PhD candidate must fulfill the following conditions: 

1. Successful completion and submission of all required dissertation work. 

2. Achievement of a grade of "B" or higher in all required coursework. 

3. A successful dissertation defense, resulting in a final grade of at least "Satisfactory." 

4. Publication of at least two articles in peer-reviewed journals based on the dissertation 

research.  
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APPENDIXES  

Appendix A. Transfer Workflow 
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Appendix B. Withdrawal Workflow 
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Appendix C. Thesis/Project Submission Workflow 

 




