
CHECKLISTOR FÖR EXAMENSARBETEN 
SOM GENOMFÖRS I SAMARBETE MED 
EN EXTERN PART 

Dessa checklistor är menade att fungera som 
ett generellt stöd för studenter, handledare och 
uppdragsgivare inför planeringen av ett examens-
arbete, oavsett ämne. Olika institutioner och 
ämnen har olika regler för examination, så det är 
alla parters eget ansvar att ta reda på och komma 
överens om vad som gäller.

VAD ÄR ETT EXAMENSARBETE?
Ett examensarbete eller en uppsats görs ofta som 
slutarbete på en akademisk utbildning och slut-
resultatet presenteras i rapportform. Examensar-
betet är antingen på grundnivå 
(kandidatuppsats) eller avancerad nivå 
(magister- eller masteruppsats). 

Examensarbeten och uppsatsarbeten tar olika 
lång tid men omfattar oftast mellan 10 och 30 
veckors arbete för studenten. Examensarbetet 
kan skrivas i samarbete med eller på uppdrag av 
arbetsplatsen. 

Då examensarbetet skrivs i samverkan med 
extern part behandlar den ofta ett område eller 
ett problem som arbetsplatsen önskar få utrett. 
Förutom att ge förslag på en lös-ning av ett 
konkret problem kan studenten bidra med nya 
idéer och perspektiv som kan användas i 
arbetsplatsens verksamhet.
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EXTERNA  
EXAMENSARBETEN

CHECKLISTA

”Med externa examensar-
beten menas arbeten som 
sker i samverkan med  
extern part utanför  
akademin och där  
resursperson ska finnas 
tillgänglig”

CHECKLIST FOR DEGREE PROJECTS 
CONDUCTED IN COLLABORATION WITH  
AN EXTERNAL PARTY
These checklists are intended to support students, 
supervisors and company representatives in the 
planning of a degree project, regarding of sub-
ject field. Departments and subjects have varying 
rules for examination, which means that all par-
ties have the responsibility to find out and agree 
on what should be applied in each case.

WHAT IS A DEGREE PROJECT?
A degree project or thesis project is often a final 
examination of an academic education and the  
results are presented in a report – a thesis.
Degree projects can be undertaken on first cycle 
level (Bachelor’s thesis) or second cycle level 
(Master’s thesis).

Degree projects and thesis projects vary in length, 
but usually occupy between 10 and 30 weeks of 
student work. The degree project can be written 
in collaboration with or be assigned by a company 
or organisation.

EXTERNAL
DEGREE PROJECTS

CHECKLIST

“External degree projects 
refer to projects undertaken 
in collaboration with external 
parties outside the academic 
community and where a 
resource person should be 
available.”

When degree projects are written in collaboration 
with an external party, they often cover a subject 
or problem the company needs assistance with.
Beside proposing a solution to a tangible problem, 
the student can also add new ideas and perspec-
tives that can be used in the organisation.
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Genom att arbeta tillsammans med ett företag eller en 
organisation i samband med din uppsats, får du god kun-
skap om hur du tillämpar teoretiska kunskaper i praktiken. 
Samtidigt får du en inblick i hur företaget/organisationen 
arbetar och hur dina studier kan implementeras hos en 
framtida arbetsgivare. Du skapar nya kontakter som är 
användbara efter avslutade studier. 

Du kan inte räkna med att få ersättning från uppdragsgi-
varen för ett utfört examensarbete. Det är emellertid 
vanligt att uppdragsgivaren står för omkostnader, men 
detta – liksom eventuell lön/arvode eller inte – är en fråga 
mellan dig och uppdragsgivaren.

Tillsammans med uppdragsgivaren bör du identifiera vad 
företaget/organisationen vill ha undersökt och formulera 
en problemställning eller frågeställning. Diskutera och 
besvara, helst skriftligt, följande frågor:

• Vad ska genomföras och hur?
• Vilken tidsplan har det fortsatta arbetet?
• Vilka är dina förväntningar på uppdragsgivaren?
• Vilka är uppdragsgivarens förväntningar på dig?
• Vem kommer att fungera som kontaktperson för

studenten?
• Vilka är förutsättningarna för att genomföra upp-

draget? Hur ska eventuella kostnader för material,
resor, tryck, utskick m.m. fördelas?

• Hur hanteras känsliga uppgifter?
• Hur ska den färdiga rapporten presenteras för

företaget/organisationen?

SE TILL ATT UPPDRAGSGIVAREN UTSETT 
EN KONTAKTPERSON
Kontaktpersonen ska finnas tillgänglig och ha avsatt tid 
för frågor och återkoppling, samt vara behjälplig vid 
behov. Tillsammans kan ni exempelvis ordna en fysisk 
arbetsplats åt dig, ta fram arbetsmaterial som behövs för 
att utföra uppsatsarbetet eller boka in eventuella 
intervjuer med medarbetare. 

Under arbetets gång sker en löpande dialog mellan dig och 
uppdragsgivarens kontaktperson. Det kan därför vara bra 
att redan i början av uppsatsarbetet planera in kontinuerli-
ga avstämningsmöten.

TILLSAMMANS MED LÄROSÄTET
Den akademiska handledaren har till uppgift att säker-
ställa akademisk höjd och bredd i arbetet. För att uppfylla 
formella krav ska uppsats-/examensarbetet ha en veten-
skaplig karaktär. Därför måste du/ni följa det egna ämnets 
regler för uppsatsskrivande.

RESULTAT OCH SEKRETESS
• Det är studenten som har upphovsrätten till

uppsatsen.
• Det är viktigt att eventuella avtal om sekretess och

andra villkor för examensarbetet är färdiga innan
examensarbetet påbörjas. Det är extern parts ansvar
att säkerställa att sådana avtal ingås. Universitetet har
för dessa situationer tagit fram en mall för ett avtal
mellan student och extern part. Mallen reglerar de
situationer som vanligen brukar behöva regleras i
förhållandet mellan student och företag/organisation.
Den balanserar på ett skäligt vis mellan extern parts
behov och omsorgen om studenten, samt innehåller
förklarande kommentarer. Denna mall kan antingen
direkt användas av parterna i avtalsrelationen eller – o
extern part önskar nyttja sitt eget förslag på avtal –
nyttjas som ett exempel på vilka villkor universitetet
anser att våra studenter ska träffa avtal på.

• Universitetet är en myndighet och omfattas av offent-
lighetsprincipen. Det innebär att uppsatsen är allmän
handling efter examinationen. Om uppdragsgivaren
vill sekretessbelägga stora delar eller hela uppsatsen är
frågeställningen förmodligen inte lämplig
att genomföra som examensarbete. Däremot finns inga
hinder för att man tillsammans arbetar vidare med
frågeställningen utanför utbildningens ramar, eller för
att studenten skriver en akademisk uppsats med
avidentifierade uppgifter och en separat rapport åt
företaget/organisationen.

FÖR DIG SOM 
ÄR STUDENT

INFORMATION FOR
STUDENTS

By working together with a company or an organisation to 
complete your thesis, you will learn to apply your theoret-
ical knowledge in practice. At the same time, you also gain 
an insight into how the company or organisation works 
and how the content of your studies can be implemented 
with a future employer. You make new contacts that could 
be useful when you have completed your studies.

You cannot expect a salary or financial remuneration from 
the company or organisation for your work. However, it is 
common that the company or organisation covers expens-
es accrued as a result of the thesis project, but this togeth-
er with the question of potential salary/remuneration is 
something you need to agree upon with the company.

Together with the company or organisation, you should 
identify what they would like to study and formulate a hy-
pothesis. Discuss and answer, preferably in writing,  
the following questions and tasks:

• What needs to be implemented and how?
•  What time plan should the work follow?
•  What are your expectations of the company?
•  What are the company’s expectations of you?
•  Who will be the student’s contact at the company  

or organisation?
•  Under what conditions should the assignment be carried 

out? How should potential costs for material, travels, 
print and postage be distributed?

•  How should sensitive data be processed?
•  How should the completed report be presented to the 

company or organisation?

MAKE SURE THE CLIENT HAS  
APPOINTED A CONTACT
The student’s contact at the company should be availa-
ble and set aside time for questions, feedback and support 
when required. Together, you can set up a physical work-
place for your use, put together the work material need-
ed to complete the thesis or book potential interviews with 
employees.

During the project, an ongoing dialogue should take place 
between you and the company contact. For that reason, it 
may be beneficial to begin by setting up regular meetings 
with the company contact for advice and discussion.

TOGETHER WITH THE UNIVERSITY
The academic supervisor has the task to ensure academ-
ic quality in the student’s work. To fulfil formal require-
ments, the thesis or degree project must fulfil academic 
criteria. To do so, you must follow the existing guidelines 
for theses within your subject field.

RESULTS AND CONFIDENTIALITY
•  The student owns the copyright to the thesis.
•  It is important that potential non-disclosure agreements 

and other terms and conditions for the degree project 
are set up before the work begins. It is the external par-
ty’s responsibility to ensure that such an agreement is 
made. In the event of the need of an agreement between 
students and external parties, the University has set up 
a template agreement to use. The template regulates the 
situations that are commonly necessary to regulate be-
tween students and companies or organisations. It cre-
ates a reasonable balance between the external party’s 
needs and the consideration for the student. It also con-
tains explanatory comments. This template can either be 
used by the parties in the agreement or – if an external 
party wishes to implement its own proposed agreement 
– the template can be used to exemplify the terms that 
our students should agree to.

•  The University is a public authority and fall under the 
principle of public access to official documents. That 
means that the thesis will become a public record after 
the examination. If a company wishes to keep large parts 
or the entire thesis confidential, the hypothesis is proba-
bly not suitable to implement as a degree project. How-
ever, there are no reasons why the student and client 
cannot pursue the hypothesis beyond the scope of the 
education, or for the student to write a decoded academ-
ic thesis as well as a separate report aimed for the com-
pany or organisation.



INFORMATION FOR
EXTERNAL SUPERVISORS

A degree project or academic thesis is often a final exam-
ination of an academic education and the results are pre-
sented in a report. By collaborating with students who 
undertake a degree project or write a thesis, you get the 
chance to bring new knowledge into your organisation. In 
our experience, such collaborations can also be a good way 
of recruiting highly qualified employees. Let the students’ 
qualifications form a resource to you and your organisa-
tion.

When degree projects are written in collaboration with 
or assigned by an employer, they often cover a subject or 
problem the company needs assistance with. Besides pro-
posing a solution to a tangible problem, the student can 
also add new ideas and perspectives for use in the organi-
sation. The student also has an academic supervisor at the 
University who will follow and support the work to ensure 
the thesis follows the guidelines for academic standard.

As a company initiator, you decide together with the stu-
dent how you wish for the thesis to be presented at your 
company or organisation.

WHAT IS EXPECTED OF YOU AS A CLIENT?
You should agree on how often you should meet, consoli-
date and to what extent the student needs to be present  
at the company.

The company should appoint a person who is in regular 
contact with the student. The company contact should be 
available and should set aside time for questions and feed-
back. We recommend that you set up regular meetings 
with the student for advice and discussion. Please keep in 
mind that the student has a due date for the project as a 
part of the education.

ANALYSING AND WORDING THE HYPOTHESIS
The thesis or degree project should contain a hypothesis 
or a subject field that you as a company initiator wishes to 
shed light upon. Clarify to the student what your objective 
is and what your desired outcome of the project is. The hy-
pothesis must be approved by the academic supervisor.

Together with the student, clearly define and answer 
in writing the following questions and tasks:
•  What needs to be implemented and how?  

How and when should the work take place?
•  What time plan should the work follow? 
•  What are the student’s expectations of you?  

What are your expectations of the student?
•  Who will be the student’s contact at the company  

or organisation?
•  Under what conditions should the assignment be  

carried out? How should potential costs for material, 
travels, print and postage be distributed?

•  Who owns the result and how should sensitive data be 
processed?

• How should the completed report be presented to  
you as a client?

•  The company contact and the student should jointly  
put together the work material needed.

• The company contact helps to book potential interviews 
with employees.

•  The company contact makes sure the student gets  
a workplace at the company or organisation if this  
is agreed upon.

•  The work is a part of the student’s studies and it is hence 
not necessary to provide financial remuneration for the 
student’s work. Nevertheless, some still choose to pro-
vide such remuneration. It is customary that the compa-
ny or organisation pays for any expenses that may arise 
as a result of the project, such as travel costs and phone 
bills. This is something you should agree upon with the 
student before starting the project.



OFFENTLIGHETSPRINCIPEN 
Uppsa tsen/rappo rt en som studenter skri ver under sitt 
examensa rbete b li r senast i samb and med att den 
lämnas in fö r exami nati on en offentlig handling. Det 
innebär beg ränsade mö jligheter att sekretessb elägg a 
den. Det kan dock vara möjligt a tt sekretess kan g älla för 
delar av rapport en. Ett vi llkor ä r at t de delar a v 
rapporten som i nte är sekretessb elagda i sig ä r ti ll-
räckliga för att exami natorn ska kunna bedöma arbet et 
som godkänt. 

Om krav ställs på att stö rre delen av resultat et i nte bör 
vara ti llgänglig t enli gt offentlighetsprinci pen är det 
kanske i nte lämplig t a tt uppdraget utförs som ett 
examensa rbete. I a bsoluta maj oritet en a v fall lä r det 
knappast vara aktuellt för ett företa g at t dela med sig av 
företa gshemli gheter till nå gon som enda st ska göra ett 
examensarbete hos dem, varför det ta många g ånger inte 
är en fråg a. 

Det är vi kt ig t a tt event uella avt al om sekret ess och andra 
vi llkor för ex amensarbet et ä r färdig a innan examens-
a rbetet på bö rjas. Det är extern parts ansvar a tt 
säkerställa att sådana avtal ing ås. Universitet et har för 
dessa sit uationer tag it fram en mall för ett avtal mellan 
student och företa g. Mallen reglerar de si tuati oner som 
vanli gen brukar behöva reg leras i förhå llandet mellan 
st udent o ch fö ret ag. Den b alanserar på ett skäli gt vis 
mellan företaget s b ehov oc h omsorgen om st udent en, 
samt innehåller förklarande komment a rer. 

Denna mall kan ant ingen direkt användas av parterna i 
avtalsrela tionen eller – om extern part önskar nytt ja sit t 
eget försla g på avtal – nyt tj a s som ett exempel på vilka 
vi llko r uni versit etet anser a tt våra studenter ska träffa 
avtal på .  

THE PRINCIPLE OF PUBLIC ACCESS  
TO OFFICIAL DOCUMENTS
The theses/reports that students write during their project 
work become public documents when they are submitted 
for examination. This means that you have limited possi-
bilities of keeping its content confidential. It may, howev-
er, be possible to label parts of the report as confidential.
One condition is that the remaining parts of the report 
should be substantial for the examiner to assess and ap-
prove the student’s work.

If the project requires making a large portion of the result 
confidential in the eyes of the principle of public access to 
official documents, the degree project may not be suitable 
as one. In the majority of cases, companies rarely wish to 
share company secrets with a person who is only carrying 
out a degree project, which is why this is usually not an is-
sue.

It is important that potential non-disclosure agreements 
and other terms and conditions for the degree project are 
set up before the work begins. It is the external party’s re-
sponsibility to ensure that such an agreement is made.
In the event of the need of such an agreement between stu-
dents and external parties, the University has set up a tem-
plate agreement to use.

The template regulates the situations that are common-
ly necessary to regulate between students and companies 
or organisations. It creates a reasonable balance between 
the external party’s needs and the consideration for the 
student. It also contains explanatory comments. This tem-
plate can either be used by the parties in the agreement 
or – if an external party wishes to implement its own pro-
posed agreement – the template can be used to exemplify 
the terms that our students should agree to.
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INFORMATION FOR
TEACHERS/SUPERVISORS

Collaborations with external initiators such as companies 
and organisations provide students with the opportunities 
to put their theoretical knowledge into practical use and 
gain valuable contacts and experiences.

Student collaborations with companies and organisations 
can lead to valuable contacts between departments and ex-
ternal parties that can develop into long-term collabora-
tions within both education and research.

THE ROLE OF THE SUPERVISOR
Structuring the assignment takes place in dialogue be-
tween companies, students and you as a teacher/supervi-
sor. Even if the other parties reach a joint conclusion, you 
must determine if the assignment is feasible within the 
scope of the course.

As a supervisor for external degree projects, you have a 
particularly important role to fill in ensuring the academ-
ic quality of the degree project, this since the student will 
need to take into consideration both the scientific perspec-
tive and the practical use for the client.

Many clients seek solutions to specific problems. In many 
fields, this is not possible. The student can instead contrib-
ute with investigations that can form the basis for poten-
tial solutions. The students’ proposal for solutions can be 
suitable in an appendix, for instance.

Remind the student to discuss with the client who should 
pay for any potential expenses such as for travels or post-
age, as well as if employees may participate in interviews 
during their working hours.

WHAT TO CONSIDER FOR SUPERVISION
•  Your task is to approve the hypothesis and ensure that 

the work builds upon a scientific basis.
•  Clarify to the student what requirements the department 

sets in order to pass a thesis or degree project.
•  Ensure that the student and the company agree on what 

needs to be done and how.
•  Clarify what the assignment of writing a thesis or degree 

project entails; for instance what effort and what results 
are reasonable to expect from the student.

 What level is reasonable should be discussed with the 
student before the work is under way.

•  Make sure that there is a reasonable time plan and plan 
for regular meetings with the student for advice and dis-
cussion.

•  Make sure that it is clear who will own the results and 
how this should be handled in the thesis/degree project.

DURING THE COURSE OF THE WORK
The student is responsible for keeping in regular contact 
with the company and the appointed company contact 
during the degree project. To develop good long-term re-
lations, it is also a good idea for you as a supervisor to par-
ticipate in some of the meetings with the company or or-
ganisation. In other respects, you as a supervisor should 
follow the guidelines for degree projects set up at your de-
partment.

THE RESULT
The student should submit the results to the company in 
accordance with the initial agreement. Students own the 
rights to the results of the degree project. This includes 
systems, products, processes and the copyright to the the-
sis/report. If the rights should be credited to someone else, 
this must be regulated in an agreement between the stu-
dent and company before the work begins. It is the exter-
nal party’s responsibility to ensure that such an agreement 
is made.

Students have no employment relationship with the Uni-
versity and hence hold the right to the results themselves.
If Umeå University wants to publish or in other ways use 
a student’s work, this can only be done with the student’s 
consent.

ETHICAL ASPECTS AND PERSONAL DATA
As a supervisor, it is essential to focus on the ethical as-
pects. If a person at a workplace can suffer from results of 
the thesis, depending on the subject field, you need to con-
sider who can be identified in a thesis. If necessary, con-
sider to what extent it would be possible to conceal the 
workplace, the company, potential customers, etc.



Umeå University is the personal data representative for 
students’ potential personal data processing within the 
scope of the degree project. As a supervisor, you are  
responsible for making sure such processing is registered  
according to the University’s regulations, and that the pro-
cessing fulfils the requirements for personal data process-
ing.

THE PRINCIPLE OF PUBLIC ACCESS  
TO OFFICIAL DOCUMENTS
The theses/reports that students write during their pro-
ject work become public documents when they are submit-
ted for examination. This means that your possibilities of 
keeping its content confidential are limited. However, it 
may be possible to label parts of the report as confidential.
One condition is that the remaining parts of the report 
should be substantial for the examiner to assess and ap-
prove the student’s work.

If the project requires making a large portion of the result 
confidential in the eyes of the principle of public access to 
official documents, the degree project may not be suitable 
as one. In the majority of cases, companies rarely wish to 
share company secrets with a person who is only carrying 
out a degree project, which is why this is usually not an is-
sue.

It is important that potential non-disclosure agreements 
and other terms and conditions for the degree project are 
set up before the work begins. Contact one of the legal of-
ficers if you have questions about the principle of public 
access to official documents.

CONTRACTING PARTIES
Agreements on degree projects regulate the relationship 
between the student and the company. Umeå Universi-
ty should not be a party in this agreement. At the same 
time, it is not desirable for the student to join in an agree-
ment that puts an excessive responsibility on the student 
or that limits the student’s rights to an excessive extent. In 
the event of the need of an agreement between a student 
and an external party, the University has set up a template 
agreement to use.

For more extensive or long-term collaborations with com-
panies for external degree projects, an agreement can be 
set up between the University and the company regulating 
the terms and conditions that should apply for collabora-
tion between the University and the company.

In such an agreement, the student is not a party and the 
University cannot take responsibility for the student’s ac-
tions or fulfilment of his or her duties to the company.
Students are not employees at the University and hence 
own the right to their own results, and hence the Univer-
sity has no authority to influence the student’s actions or 
dispose of the student’s results.

In addition to this, Umeå University is abided by confiden-
tiality according to the Public Access to Information and 
Secrecy Act (2009:400), regardless of if Umeå Universi-
ty is a party or not. On the other hand, the University can 
never offer more confidentiality than what that law classi-
fies as confidential. On the other hand, the requirements 
of confidentiality and secrecy that the Public Access to In-
formation and Secrecy Act puts on employees at the Uni-
versity is much stronger than the terms of confidentiality 
and non-disclosure an agreement can establish. The Par-
liamentary Ombudsmen (JO) are generally hesitant about 
civil servants writing agreements on confidentiality.

If the issue of confidentiality for the University arises, 
please contact the senior legal officer to assess any such 
agreement. Agreements in which Umeå University is 
one party and that contains conditions of non-disclosure 
should, in accordance with the Vice-Chancellor’s delega-
tion of authority, be signed by the Vice-Chancellor or the 
University Director.

AGREEMENT AND NON-DISCLOSURE  
AGREEMENT TEMPLATES
In the event of the need of an agreement between students 
and external parties, the University has set up a template 
agreement to use. The template regulates situations that 
are often necessary to regulate between students and com-
panies. It creates a reasonable balance between the exter-
nal party’s needs and the consideration for the student. It 
also contains explanatory comments.

This template can either be used by the parties in the 
agreement or – if an external party wishes to implement 
its own proposed agreement – the template can be used 
to exemplify the terms that our students should agree to. 
If the company is reluctant to agree to these term, the stu-
dent must be informed of the discrepancies – particular-
ly when it comes to the rights to the results, remuneration 
and damages.

When it comes to agreements between the University and 
the company, there are various templates to use depending 
on what the collaboration should entail. Contact the uni-
versity’s legal officer for support in drafting such an agree-
ment. In a partnership agreement between the Universi-
ty and a company, terms of non-disclosure can be entered 
pertaining to information that the supervisor can obtain as 
a part of his or her role as a supervisor.

Such a non-disclosure agreement includes Umeå Universi-
ty and the company – the supervisor is not a party in such 
an agreement. The University cannot accept that univer-
sity employees take on any personal responsibility in rela-
tion to a company who is in agreement with the University.
All employees hold certain responsibilities in relation to 
the University, but not to any external party.


