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This document contains advises and recommendations for optimization of your 
experience and process regarding a digital PhD defence. The document is created by 
the Graduate School at The Faculty of Health and Medical Sciences, and is based on 
experiences with digital defences, so far. Apart from the general rules, the 
information in this document should only be read as recommendations, and not 
demands. The specific demands as concerns the PhD defence proceedings can be 
read in the document “Guidelines for PhD defence proceedings of digital defences 
and digital defences with partly physical presence". 
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General information 

A digital PhD defence can be organized by the coordinator for the event. It is the principal 
supervisor and the PhD student’s responsibility to organize the digital defence. They can 
choose to delegate tasks to someone else, but they are still responsible. UCPH IT 
Support can help with a setup of the digital platform. 

 
This guide focuses on Zoom as platform for the PhD defence. 
An email (from the Graduate School at SUND) will be sent to the chair of the 
assessment committee and to the main supervisor prior to the defence containing 
official requirements and instructions. 

 
From previous experiences, Zoom meets the requirements for a digital PhD defence, as it 
has all the necessary components and functions for a successful defence. For a thorough 
guide on how install Zoom on a UCPH computer and how to setup a Zoom meeting, follow 
this link: Install Zoom on a Windows computer. For Mac users, you can find a guide here. 
If you work in the Region hospitals, company etc. contact your IT department for 
installation guidelines. PhD students enrolled at the Graduate School of Health and 
Medical Sciences and employed in the Capital Region (Region H) can access and use 
Zoom on a Region H computer via contact to CIMT Servicedesk. You can find more 
information regarding this here: https://healthsciences.ku.dk/phd/contact/corona-virus/ 
(under IT Guidance for digital PhD defence). You can also find more information about the 
digital defence in general here: https://healthsciences.ku.dk/phd/contact/corona-virus/ 
(under IT Guidance for digital PhD defence). 

 

General rules 

The general rules can also be found in “Guidelines for PhD defence proceedings of digital 
defences and digital defences with partly physical presence": 

 

- The time frame that normally apply to the PhD defence are maintained (3 hours). 
 

- The defence must be live-streamed and be accessible via a secure IT platform. 
 

- The assessment committee must be given the opportunity to ask questions 
directly to the PhD student/author via the video meeting. 

 
- The audience must also be given the opportunity to participate actively in the 

defence, including asking questions of the PhD student/author, e.g. via a chat 
function. 

 
- The video link or other electronic address must be made public when the 

defence is announced or as soon as possible thereafter, and it must be clearly 
stated how the public defence can be accessed digitally. 

 
- The switch from a physical defence to a digital requires approval by the PhD 

student/author and the Graduate School. The evaluation committee must also 
approve the switch. 

https://kunet.ku.dk/employee-guide/ITvejl/Zoom%20-%20installation%20on%20a%20Windows%20computer.pdf
https://kunet.ku.dk/medarbejderguide/Sider/It/Teams.aspx
https://kunet.ku.dk/medarbejderguide/Sider/It/Teams.aspx
https://healthsciences.ku.dk/phd/contact/corona-virus/
https://healthsciences.ku.dk/phd/contact/corona-virus/
https://healthsciences.ku.dk/phd/contact/corona-virus/
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- It is the responsibility of the chair of the defence to ensure that the conditions during 
the defence proceedings are as the rules stipulate. If not, the defence is interrupted 
or suspended. 

- The PhD student and the principal supervisor must appoint one person (e.g. the 
chair of the defence) who will guide through the basic use of the IT technical 
solution, e.g. switch on/off of the microphone and camera. If there are more 
technical problems then contact UCPH IT support. Reference is made to the 
separate guide regarding the IT technical solution. 

 

Recommendations 

The following recommendations are not obligatory actions, but are highly recommended to 
consider, as they have shown to be valuable in previous digital PhD defences. The 
recommendations are based on the use Zoom, but can be applied for other digital 
platforms, as well. 

 
Pre defences: 

 
- Organize the IT solution (set up the meeting in the chosen platform) as soon as 

possible, and share the link and other relevant information with the Graduate 
School by submitting the form "Information regarding the PhD defence and the PhD 
certificate" 

 

- You can choose more than one host (co-host) when organizing a Zoom meeting 
(Figure 1C), which is an advantage so both the PhD candidate, the chair of the 
committee and/or the supervisor have administrative rights. 

 
- When you organize the meeting it is also a good idea to remove the waiting room 

function (Figure 1B) so that the host(s) do not have to manually let everyone into 
the meeting, which in particular can be disturbing after the defence has started. 

 
- It is also recommended to disable the participants to enter the meeting with 

video (Figure 1A) as it can be disturbing. 
 

- Organize the meeting to start 15 minutes before the actual start of the defence. In 
this way you can log on, enter the meeting, get your presentation ready and be 
ready to start exactly at the time of the planned defence. 

 
- Setup a test-meeting with the PhD candidate, the supervisor and the chair of the 

committee. If the remaining committee is available, they can be included, too. A 
test-meeting can be used to test the “share screen” function (Figure 3), the creation 
of breakout room(s), the video quality, the sound and so on. If you cannot arrange a 
test meeting with your supervisor and the chair of the committee, we recommend 
you to arrange a test meeting with colleagues, family or friends instead in order to 
test the platform, functionalities, sound and so on. 

 
- Prepare a slide like the example in Figure 2. This you can open on your computer 

and then share the screen when you start the meeting. In this way, audience will 

https://healthsciences.ku.dk/phd/thesis-and-defence/phd-defence-and-certificate/submit-form/
https://healthsciences.ku.dk/phd/thesis-and-defence/phd-defence-and-certificate/submit-form/
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see this when they enter. You can of course change the layout and/or the text 
according to your preferences. 

 

- Appoint a person to take care of the “practical” things like creating the 
breakout room, timing, have an eye on the chat function etc. 

 

- Make sure you can be at a place with a strong internet connection. 

 
 

Defence: 
 

- Start the defence by a short speech from the chair of the committee sent to the 
assessment committee prior to the defence (like by a regular defence). It is 
recommended that it is mentioned that everyone is muted during the entire 
presentation(s) and examination, and that all video is turned off, except for the 
candidate, the supervisor and the committee. The chair can also give instructions 
in how questions from the audience can be asked (the chat). 

 

- Choose a place where light is good – but not too bright (sun at the display, in the 
participants’ face etc. can be very disturbing and bright light in the background 
can make your face very dark and hard to see). Also avoid distracting 
backgrounds – use e.g. a white wall or a Virtual Background from Zoom. If you 
choose to be in a room with other people (i.e. your supervisor and/or family) you 
have to be careful with the sound from your computer if you are not using a 
headset. 

 

- If you are using a microphone/speaker in a bigger room, be careful with the 
sound, as it generally does not work well. It is highly recommended to test it well 
before the day to not have to deal with echo-sounds and/or high-pitch sounds 
during the defence. 

 
- Choose a place where there is no – or very little – surrounding noise like 

construction work, loud traffic, and other things that can be disturbing or distracting. 
 

- Make sure you have your slide deck ready – and try to minimize (or preferably 
exclude) animations in your presentation. Animations do not always work well 
when used virtually, because slight connection issues will delay the animations 
and make it less smooth. 

 
- Use headset instead of the computer’s speakers and microphone. The use of the 

computer’s microphone and speakers can create echoes and high-pitch noises. 
 

- Use a breakout room when the committee is discussing the candidate and the 
thesis at the end of the defence (Figure 3 and Figure 4). This is easy to use and 
you do not have to leave Zoom or the meeting, but just enter the room. The host 
can create a breakout room and assign the people that will enter. The room is 
private for the people assigned to the room, and all discussions can take place 
there. 
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Post presentation(s): 
 

- When the presentation(s) and examination are done and the committee enters a 
separate breakout room, everyone is allowed to use the chat, turn on sound to 
talk to the candidate etc. 

 
- When the assessment committee is returning from the discussion, it is 

recommended that the chair of the committee is calling everyone to silence (if there 
is noise) and then presents the decision of the committee. 

 
- When the chair of the assessment committee has presented the decision, it is 

recommended that the supervisor is taking over and saying some words to the 
candidate. The supervisor can end the speech by saying that now everyone can 
congratulate the candidate either in the chat or by turning on their video and 
microphone. In this way you avoid that the audience does not know when they can 
start congratulating and “talking”. 

 
 
 
 

Figures 

The following figures show examples of functions in Zoom: 
 

- Figure 1: Options for setting up a meeting 
 

- Figure 2: An example of an ”opening” slide 
 

- Figure 3: Zoom functions 
 

- Figure 4: Breakout Rooms 
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Figure 1: Options for setting up a meeting 
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Figure 2: An example of an ”opening” slide 

 
This is an example of a slide you can use and share on your screen. This is then what the 
people that enter the defence will see. You can choose to ask your audience to Turn on/off 
microphones and cameras. From previous experiences, it is recommended to ask the 
audience to turn OFF video and sound during the entire defence. 

 

 
 

 
Figure 3: Zoom functions 
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Figure 4: Breakout Rooms 

 
When you chose breakout rooms (see Figure 3, green), you will have to choose how 
many rooms and how many people you want to assign to each room. If you choose 
“manually”, you can choose the individual people yourself (left picture). After you have 
created the room, you can edit the 
settings for the room by clicking “options” in the bottom of the window (blue, A). Since 
you have already chosen to manually assign selected participants to the room, you do 
not have to check the first point. You can choose to check the second (blue, B) in order 
to allow the assigned people (the committee and supervisor) to return to the main 
session when they have come to a decision. 
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