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DESCRIPTION OF THE PROCEDURE
Structure of the form and procedure for filling in the diploma of higher education with the award of bachelor's degree, diploma of postgraduate education with the award of master's degree

The structure of the form and procedure of filling in the bachelor's and master's diploma was developed on the basis of methodological recommendations for organization of issue of the documents of own sample by the higher (or) postgraduate education institutions approved by the order № 512 of the Minister of Education and Science of the Republic of Kazakhstan from December 8, 2020.

The types of education documents of their own sample are:

- diploma of higher education with the award of a bachelor's degree (Appendix A);

- diploma of higher education with the award of a bachelor's degree with distinction (Annex B);

- diploma of postgraduate education with the award of a master's degree (Annex C);

- a certificate for a master's degree (Appendix G);

- certificate of pedagogical retraining (Annex H).

The basis for the issuance of diplomas of own sample is the decision of the Attestation Commission, testifying the passing of the final certification of students and confirming their learning in full the appropriate level of education.

Documents on education of own sample are issued to graduates of the university on a free basis no later than thirty working days from the date of the relevant decision.

Blanks of inserts, attachments to documents on education of own sample, and certificates are printed typographically (not including data that is filled by hand or with the help of printing devices) on special paper with degrees of protection.
The content of the forms of inserts, appendices to the documents on education of their own sample contain:

1) the name of the university;

2) surname, first name, patronymic (if any) of the graduate;

3) code and name of the educational program (specialty) 

4) the degree awarded (if any); 

5) date and number of the minutes of the meeting of the Attestation Commission for granting the degree (if any)

6) form of training;

7) signature of the head of the university;

8) sequential registration number; 

9) date and place (city) of issue;

10) stamp of the university.
The Ministry of Education and Science of the Republic of Kazakhstan establishes a series and serial numbering for each type of educational document of own sample.

Documents on education of own sample have the following series: 

1) diploma of higher education with the award of a bachelor's degree - BA (Appendix A);

2) diploma of postgraduate education with the award of a master's degree - MA (Appendix B);

3) a certificate to the Master's degree - MA (Appendix G);

4) certificate of pedagogical retraining - CPR-A (Appendix H).

Filling in the documents of own sample is made by means of typing devices or calligraphic handwriting (ballpoint pen with black paste). 

The forms of inserts, appendices to the documents on education of own sample are filled in the state, Russian and Kazakh languages.
The inserts are filled in in three languages as follows:

1) the line "surname, first name and patronymic (if any)" for citizens of the Republic of Kazakhstan who have completed their studies shall be written in full in accordance with the entry in the identity document (or its substitute document);

2) in the line "surname, name and patronymic (if available)" of a foreign citizen are written according to the data in the foreign passport; 

3) line "full name of the educational organization" indicates the official name of the university;

4) line "degree/qualification awarded" - the name of the degree/qualification awarded; 

5) line "code and name of the specialty and (or) educational program" indicates the code and name of the specialty and (or) educational program;

6) The line "form of training" indicates the form of training. 
If students mastered more than 50% of the disciplines of educational programs using distance learning technologies, the line "form of training" indicates a corresponding mark "using distance learning technologies";

7) the form indicates a series and number of the diploma issued, the city, region, where the university is located, the date of issue of the form: the date (digit), month (in words) and year (in four digits), the registration number of the form in the registration book of issued diplomas (Annex I).

8) date, number, minutes of the Attestation Commission.

The signature of the head of the university in the forms is stamped with a ballpoint pen with black paste. The university seal is placed in the space provided for printing.

After completing the document form, it must be carefully checked for accuracy and error-free entries. A document with errors is considered spoiled and must be replaced.
Appendices to the documents on education of own sample in three languages shall be filled in as follows (Appendix D):

1) surname, first name, patronymic (if any) are indicated in full;

2) names of disciplines, number of academic credits - ECTS. Assessment (in alphabetic equivalent, in points and traditional (in words));

3) in the line "Final attestation", indicates the name, number of academic credits - ECTS and assessment (in alphabetic equivalent, in points and traditional (in words). If a comprehensive exam is taken, the name of the disciplines included in the comprehensive exam is indicated and one grade is given;

4) the line "Previous document of education" shall indicate the name of the document of education on the basis of which the person was enrolled in the university, the number of the document and the year of its issue. If the previous document on education was obtained abroad, its name in the national, Russian and other languages and the name of the country in which the document was issued shall be indicated;
5) after the words "Entered" and "Completed" the year of admission and year of graduation, respectively, in four digits, as well as the full name of the institution where the person entered and the name of the university from which the person graduated, shall be indicated. Other higher education institutions in which the student may also have studied shall not be indicated; 

6) The line "Total number of mastered academic credits - ECTS" - indicates the number of credits in numbers;

7) The line "Weighted average grade (GPA) training" - indicated in digits the average score for the entire period of training;

8) The line "Professional practice" indicates the name, the number of academic credits - ECTS and assessment (in alphabetic equivalent, in points and traditional (in writing);

9) in the line "Number of credits of theoretical training" and "number of ECTS credits of theoretical training" - indicates the number of credits of theoretical training in numbers;

10) the line "Decision of the Attestation Commission" indicates in numbers the number of the protocol and the date;

11) the line "Awarded (conferred)" indicates the degree/qualification;

12) the line "On specialty and (or) educational program" indicates the code and name of the specialty and (or) educational program;
13) the line "Level of compliance with the national qualification framework" indicates the level in numbers: for bachelor's degree - 6, for master's degree - 7, for doctoral degree - 8;

In the column "During the training he passed credits, interim and final examinations for the following disciplines" the disciplines previously studied in all other TES, in which he studied, re-credited by the TES in the prescribed manner, are entered. In this case, next to the names of the disciplines, all educational organizations in which they were studied are indicated with the appropriate footnotes.   

Disciplines studied by the graduate in excess of the disciplines defined in the university curriculum for the given direction of training or specialty are entered with the consent of the graduate on his/her application.  
Appendices to the documents on education of their own form are signed by the head of the university. The stamp of the university shall be placed in the space provided for the stamp.

The diploma of higher and postgraduate education without a diploma supplement is invalid.
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Structure of the Diploma Supplement form and completion procedure
The structure of the form and procedure for filling in the Diploma Supplement is developed on the basis of methodological recommendations for filling in the "Diploma Supplement" approved by Order № 155 of the Minister of Education and Science of the Republic of Kazakhstan dated April 19, 2020. 

Persons who have completed the educational program of higher education and successfully passed the final certification are awarded the "bachelor" degree and (or) are assigned the appropriate qualification and issued diploma of higher education with the application (transcript) and (or) European Diploma Supplement (Diploma Supplement) in English for free, and for individuals who have completed postgraduate education Diploma Supplement is issued to each graduate automatically and for free in English along with the main document (Appendix E)

Diploma Supplement is filled in on special paper with degrees of protection (with watermarks). 
The Diploma Supplement includes eight sections:

1) information identifying the holder of the qualification;

2) information identifying the qualification;

3) information on the level and duration of the qualification;

4) information on the program and the results obtained;

5) information on the function of the qualification;

6) additional information;

7) certification of the application;

8) information on the national higher education system.

The Diploma Supplement begins with a preamble: "The purpose of the Diploma Supplement is to provide sufficient independent data to improve international 'transparency' and fair academic and professional recognition of qualifications (diplomas, certificates, etc.). It is intended to describe the nature, level, context, content and status of the research carried out and successfully completed by the original qualification to which the Diploma Supplement is attached. It is free from any value judgments, claims of equivalence or offers of recognition. This model Diploma Supplement has been developed by the European Commission, the Council of Europe and UNESCO.
The content of the preamble and section 8 (Information on the national higher education system) is typical.

In section 1 (Information identifying the holder of the qualification), the surname; first name; day, month and year of birth of the graduate in strict compliance with the identity document are indicated in the corresponding cells.

When filling subsection 1.4 (Student Identification Number or Code), the student's Individual Identification Number (IIN) shall be indicated.

When filling subsection 2.1 "Name of the qualification", the qualification is indicated in accordance with the State Compulsory Educational Standards.

In subsection 2.2 (Main direction(s) of study for the qualification), the full name of the educational program must be specified.

Subsection 2.3 The full name and status of the university in which the graduate completes his/her studies in the state and English languages is indicated in subsection 2.3. The presence of institutional accreditation and the status of the accreditation body (membership in EQAR and/or ENQA) is also indicated.
Subsection 2.4 (Name and status of the institution (if different from section 2.3) administering the study) should be completed as follows: indicate the full name and status of the institution (in national and English) and the academic year(s) in which the graduate studied during the entire academic period (if the graduate studied at only one institution, then indicate - see section 2.3). Also indicate institutional accreditation and accreditation body status (EQAR and/or ENQA membership).
Subsection 2.5 (Language(s) of instruction/examination) specifies the language(s) in which the qualification has been officially acquired and obtained. 

Subsection 3.1 (Qualification level) specifies the level of qualification and its place in the National Qualifications Framework: for Bachelor degree - NQF Level 6/6 EQF level; for Master degree - NQF Level 7/7 EQF level.

In subsection 3.2 (Official duration of the program by credits and/or years) the total workload in ECTS is indicated.

When filling in subsection 3.3 (Requirements (and) for access) it is necessary to specify the previous level of education according to the Standard rules of admission to educational organizations that implement educational programs of higher / postgraduate education: for Bachelor's degree - general secondary or technical and professional, or postsecondary education; for Master's degree - higher education (bachelor's degree). 

When filling in the subsection 4.1 (Form of education) it is necessary to indicate the form of education according to articles 35 and 36 of the Law of RK "On Education". 
Subsection 4.2 (Program Learning Outcomes) identifies the key learning outcomes (8-12 units) associated with the qualification.

When completing subsection 4.3 Information about the program, individual credits earned, grades/points, reference is made to the Diploma Supplement (transcript).

The information in subsection 4.4 (Grading system and, if available, point spreadsheet) is completed according to the model in Appendix 1. The information in columns 1,2,3,6 of the table is typical for all universities.  Columns 4 and 5 in the table indicate the number of all graduates of the university, who studied this educational program; the percentage of each grade to the total number of graduates (e.g.: total 50 graduates; Grade A received 5 persons, which is 10%).

Subsection 4.5 (General qualification classification) is to be completed in the state and English languages) in case the graduate is awarded a diploma with distinction.

When completing subsection 5.1 (Access to further education) it is necessary to indicate access to further academic and/or professional studies: for Bachelor's degree - the graduate can continue in Master's degree; for Master's degree - the graduate can continue in Doctoral studies.

In subsection 5.2. Access to a regulated profession (if applicable) is indicated as "Not applicable".
Subsection 6.1 must be completed with the following information:

- presence/period of specialized accreditation and accreditation body status (EQAR and/or ENQA membership);

- country/name of organization/period of internship/academic mobility (if provided);

- diploma number (for Bachelor's degree - series (No. ... of ...); for Master's degree - series (No. ... of ...).

Subsection 6.2 (Additional sources of information) specifies the official website of the institution.

In section 7 "Certification of the Diploma Supplement" in the appropriate boxes are indicated: date of issuance of the Diploma Supplement; name and surname, signature of the official (Chairman of the Board - Rector or Vice Rector in charge) confirming the Diploma Supplement; official position of the confirming official.

In Section 7.4, the official's signature is confirmed by the official university seal.  

Section 8 provides information on the national system of higher and postgraduate education according to the sample.
ПРИЛОЖЕНИЕ К ДИПЛОМУ САППЛЕМЕНТ
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Structure of the form, issuance and procedure for completing the certificate of master's degree
Master's degree program graduates are admitted to pedagogical activity after the additional development of the educational program of Master's degree of pedagogical profile.  

The master of a profile direction, who has completed the educational program of a master of pedagogical profile, is issued the corresponding certificate to the basic diploma (Appendix E). 

The Department of postgraduate education registers the certificate in the registration log of the additional certificate (Annex K).
 

The certificate to the master diploma - SMA-A contains:

1) surname, first name, patronymic (if any) of the graduate;

2) code and name of the specialty and (or) educational program;

3) full name of the university

4) names of disciplines;

5) number of credits, literal, in points

6) name of the practice; 

7) number of credits, literal, in points;

8) signature of the head of the university;

9) stamp of the university;

10) date of issue.
Master diploma certificates must be completed in two languages as follows:

1) the line "surname, first name and patronymic (if any)" for the citizens of the Republic of Kazakhstan who have completed training, is filled in completely in accordance with the record in the identity document (or its replacing document);

2) in the line "surname, first name and patronymic (if any) of a foreign citizen are written according to the data in the foreign passport; 

3) line "graduated with a specialty and (or) educational program" indicates the code and name of the specialty and (or) educational program;

4) the line "that he/she mastered the cycle of disciplines of pedagogic profile in the period from "___"_________________ to "____" ________________" should indicate the period of studies;  

5) the line "full name of the higher education institution" indicates the official name of the university;

6) The line "with the following academic performance" indicates the names of disciplines, the number of credits, and evaluation (literal, in points);

7) The line "and passed (a) practice": indicates the name, the number of credits, evaluation (literal, in points);

8) indicate the date;  
9) the form indicates the series and number of the certificate to master's diploma, the date of issue of the certificate to master's diploma: date (in figures), month (in words) and year (in four digits), the registration number of the form in the register of additional certificate.  (Appendix K)

6.3.9 The signature of the Chairman of the Board - Rector shall be affixed to the certificates with a ballpoint pen and black paste. The university seal shall be placed in the space provided for the seal.

6.3.10 After completing the certificate for a master's diploma, it must be carefully checked for accuracy and accuracy of the entries made in it. A document with errors is considered spoiled and must be replaced.
1) Structure of the form and procedure for filling in the certificate of pedagogical retraining

2) The structure of the form and procedure for completing a certificate of pedagogical retraining is based on the Regulations on the organization and implementation of the educational process for additional educational programs of the QMS ZHU P/OPDOP.32-2020

3) Certificate of completion of pedagogical retraining courses is issued on a special form with degrees of paper protection, as well as printed typographically (not including data, which are filled in manually or with the help of printing devices). The certificate is signed by the Chairman of the Board - Rector of Ilyas Zhansugurov NAO "Zhetysu University named after Ilyas Zhansugurov" or a person authorized by him (Appendix G).

4) Issuance of certificates for pedagogical retraining is reflected in the register of certificate issuance (Appendix H).

5) A certificate of pedagogical retraining contains:

6) 1) the name of the university;

7) 2) surname, first name, patronymic (if any) of the listener;
8) number of credits; 

9) signature of the head of the university;

10) serial registration number; 

11) date of issue;

12) university stamp

Filling in the certificate of pedagogical retraining is carried out using typewriters or calligraphic handwriting (ballpoint pen with blue paste). 

Certificate of pedagogical retraining shall be completed in the state and Russian languages.

The pedagogical retraining certificate shall be in two languages as follows:

1) the surname, first name and patronymic (if any) of the person who completed the training course shall be written in full in accordance with the entry in the identity document (or its substitute document);

2) the line "surname, first name and patronymic (if any)" of a foreign citizen shall be written according to the data in the foreign passport;

3) in the line that he (she) from "___"_____________ to "____"__________20___ year passed (a) course of pedagogical retraining in the amount of ______ credits indicate the dates of courses and the number of credits;

4) the line "name of the organization of higher and (or) postgraduate education" indicates the official name of the university;

5) indicate the date of issue, registration number of the certificate; 

6) place of the stamp.
The signature of the head of the university in the certificate of pedagogical retraining is written with a ballpoint pen with blue paste. The stamp of the educational institution shall be placed in the space provided for printing.

Once completed, the certificate must be carefully checked for accuracy and accuracy of entries. A document with errors is considered spoiled and must be replaced.
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