
Rules of procedure for the students of the UP Medical School 

 

As student at our Medical School (MS), if you happen to be in need of help regarding your university life, 
we suggest the following: 

A. If your problem does NOT directly concern your studies or the finances related to that (tuition fee, other 
fees and benefits), you can turn to the Student Council or the Student Service Center.  

B. If your problem is related to your studies, tuition fee, or other study-related fees, you have the following 
possibilities:  

1. You should study the codes and guides thoroughly. First of all the Code of Studies and Examinations 
(CSE) (there is no separate code for the MS, but there are special regulations concerning the MS as 
part of the Code) and the dean’s orders, regulations and rules of procedure related to studies. These 
are available on the website of the Registrar’s Office of the MS (www.aok.pte.hu → Administration 
→ MS Registrar’s Office). Please check these sites regularly, because we continuously update and 
refine them, and give clear explanations to the current issues. Most of the cases your questions can 
be answered by checking the website.  

2. If you cannot get an answer to your question even after thoroughly studying the above mentioned 
documents, turn to your administrative officer in the Registrar’s Office (RO). 

3. If you have to submit a written request for an issue listed in point “B”, you should address it to the 
person responsible for it as stated in the code (the Registrar, the Head of the Faculty Finance Office, 
Vice-Dean of Education, Vice-Dean for Financial and Student Welfare Affairs, Dean, Head of the 
Educational Committee or the Credit Transfer Committee) and submit it to your administrative 
officer. The answer or resolution will be sent to you by email or post by the administrative officer of 
the Registrar’s Office or the Finance Office. 

4. You should address your request to the Registrar in any study-related issues that needs a permission 
but only a rule has to be applied (that is the issue is clearly regulated, does not require an individual 
decision, only the conformity to rules has to be checked and then it will be registered). Most of the 
requests are like that. If the request complies with the rules, the Registrar approves of it in writing.   

5. You should address your request to the Head of the Educational Committee (EC) regarding transfer 
(between universities, faculties and majors), scholarship, reduction of the tuition fee and 
establishment of visiting student status at the University of Pécs Medical School. The EC decides on 
these issues, sometimes in cooperation with other formal bodies if the regulations require so. The 
Head of the EC signs the decision and the administrative officer of the RO handles the delivery to 
the student.  

You should also submit a complaint to the EC against the first instance resolution. The Secondary 
Educational Committee  will discuss the case and if it considers it to be against the regulations, it 
will send back its resolution to the decision-maker for re-consideration and will notify the student 
too. The original decision-maker will have to reply to the Head of the EC within 8 working days.  

6. You should address your request to the Credit Transfer Committee (CTC) regarding the 
acceptance of courses as part of your studies here that you took outside the ETR system. The CTC 
decides on the requests with the involvement of the opinion of the course directors. You find more 
information on the RO homepage under the “Transfer and Credit Transfer” tab (link).  

7. You should address your request to the Dean for using the Dean’s Law of Equity (CSE Article 14. 
(1)), in most cases regarding requests for the 4th exam chance (“D examination”) within the same 
exam period. We call your attention that the Dean’s Law of Equity can only be granted once to a 
student during their studies. Furthermore, according to the regulations, the Dean has no right to 
exempt students from educational obligations (e.g. exempting students from a course or an exam, 
exempting students from completing the requirements of a course, e.g. accepting the semester of a 
course in case of absences exceeding the limit, or disregarding the prerequisites of a course). This is 
also to notify you that dean’s exams are only possible during the normal exam period at the UPMS.  
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8. You should address your request to the Director of Financial Affairs regarding any fees and 
benefits where the rules allow individual consideration – except for the cases under the scope of the 
Educational Committee and the Student Council (see point B5). You can read the details in the 
Dean’s Order of the Medical School which you find on the RO homepage under the “Codes and 
Guidelines” tab.   

9. In any other educational cases where the regulations allow individual consideration and which are 
not included in any points above, you should address your request to the Vice-Dean of Education. 
Even the Vide-Dean of Education does not have the right to make a decision against the university 
and faculty regulations. A decision which leaves out of consideration a certain part of the regulations 
can exclusively be made in the frame of the Dean’s Law of Equity (point 7). To discuss problems not 
resolved by other authorities, the Vice-Dean of Education is available during his office hours. You 
can make an appointment for it in advance at your administrative officer with clarifying the purpose 
and the topic of the meeting.  

 

Whom you can turn to in case of education-related detriment or complaint? 

 

1. If you feel hurt or have a complaint, first of all you should try to settle the case with the individual 
causing the complaint (instructor, administrator, fellow student, etc.). With an appropriate attitude, in 
most of the cases the problem can be settled this way.   

2. Against a fellow student’s behaviour violating the rules of public life or social coexistence you can 
complain at the president of the Student Council.  

3. Concerning a complaint against an instructor – if you cannot settle the situation with the instructor – 
you can turn to the course director. If your complaint is still not settled, you should turn to the head 
of the department/clinic. If he/she cannot solve the problem either, you can submit a written 
complaint addressed to the Dean, to your administrative officer in the RO. 

4. Regarding a complaint against your administrative officer, turn to the Registrar. Regarding a 
complaint against the Registrar, the Vice-Dean of Education (of MS) is responsible.  

5. If you consider a decision or resolution of a faculty body or responsible person to be against the 
rules, you can turn to the Head of the Educational Committee with a written complaint submitted to 
your administrative officer in the RO.   

6. The Secondary Educational Committee (university level, under the Rector) is to deal with 
complaints and appeals regarding the decisions and resolutions of the EC, the Dean or the Vice-
Deans. Your request then should be submitted to the office where the detriment took place (Dean’s 
Office, RO), addressed to the Educational Director of the UP. 
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