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Academic adjustments:
alternative arrangements

+ General advice + Subject specific advice
Support is available for all steps through the Module coordinators or examination com-
advisory center ,Studying with Disabilities.’ mittee chairpersons of the study program
Learn more at: h-da.de/behinderung advise on possible academic adjustments.

Personal application

Write a personal application for the individually required academic adjustments
during exams and/or daily academic life. A template is available for download at
h-da.de/behinderung

Doctor’s certificate

As an evidence for the requested arrangements, a (medical) certificate is re-
quired that confirms and specifies the details. Important! The content of the
certificate and the personal application should match. A template is available
for download at h-da.de/behinderung

Application to the chairperson of the examination committee

The application should be submitted as early as possible, no later than
the exam online registration. An overview with the contact details of the
examination committee for each study program can be found here:
h-da.de/behinderung.

Application is Applicationis
accepted. rejected.

The application and the An appeal may be submitted
alternative arrangements will to the examination office with
be confirmed in by e-mail or sufficient evidence. More
letter, along with a description information will be provided
of the next steps. in the rejection letter.
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Optional first steps — Advisory
Services

+ General Advice

A counseling session can assist with the application process, and
any open questions can be discussed.

Central advisory offices, like the Student advisory service can be
reached in person, by phone, online or via email.

h-da.de/en/studies/advice

+ Subject Specific Advice

In the department, potential contacts may include the module
coordinators or examination committee chairs. They can be
contacted via email or in person.

Detailed information, counseling contacts and an overview of the
contact details for the examination committee chairs can be found
on the website: h-da.de/en/studying-with-disabilty

Page 1 of 10 h_da/
U1+
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1st Step: Application Process

To apply for academic accommodations, students must submit a
formal application along with a medical certificate.

!'1t is essential to clearly identify individual needs for academic

accommodations in order to discuss them appropriately with the
treating physician.

Requirements for Submitting an Application

In order to be eligible for academic accommodations, the following
conditions must be met :

- A health impairment or disability that has persisted for more
than six months,

- A demonstrable disadvantage in academic studies resulting
from this impairment,

- No conflict with the essential objectives of the examination.

Academic adjustments alter the conditions rather than the actual
examination or academic performance. The performance
requirements remain the same for all students.

For this reason, not every impairment is eligible for compensatory
measures.
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Personal Application

An informal application is a freely composed letter.

The provided sample application includes example sentences and
explains what information is required. Below, the sample application
will be used to explain which contents are important for the
application.

The following points should be included in the application:

1. Responsible examination committee

2. Name, student ID number, student email address

3. Modules for which the application is submitted

4. Type and date of the examination or situation in daily academic life

5. Reason for the compensatory measure/description of the disadvantage

6. Proposal for compensating the disadvantage

! The application can be used for one or more upcoming exams
within a semester. A blanket application for compensatory
measures for the entire duration of the studies is only useful in
individual exceptional cases.
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Compensatory measures

The necessity and design of compensatory measures can vary widely.
The specific conditions at the study location and the requirements of
the academic program, including examination conditions, have a
significant impact on this.

For this reason, no binding guidelines can be provided for
compensatory measures. They must always be agreed upon
individually and based on the specific situation. Each case is decisive.
The compensatory measures must be necessary and suitable to
counterbalance the disadvantage caused by the impairment. Often,
this involves agreeing on a package of measures. Here are some
possible examples of compensatory measures for examinations and
academic assessments:

Extended writing time

Extension of exam duration for breaks

Extension of deadlines for term papers and final theses
Examinations in separate rooms with individual supervision
Modification of practical exams

Splitting academic performance into partial assessments
Staggering of exam dates

Permission to use aids and assistance,

provision of adapted exam materials,

and non-consideration of spelling errors in exams.
Non-consideration of impairment-related exam withdrawals

Extension of deadlines for exam registrations

More detailed information on the possible forms of compensatory
measures can be found through the IBS. Link

Page 4 of 10 h_da/
-7+


https://www.studierendenwerke.de/themen/studieren-mit-behinderung/studium-und-pruefungen/nachteilsausgleiche-bei-pruefungen-und-leistungsnachweisen

Ensure that the description of the required adjustments is precise.

Example:

Good: [ need extra time.
Better: | need an additional 30 minutes for a 90-minute exam.

Good: | need a quieter environment during the exam.
Better: | need a quiet seating position at the back of the room for a
written exam.

Good: | need breaks during the exam.
Better. After 45 minutes of writing time, | need a 5-minute
break.

If the wording is difficult or you are not clear about what you need, use
resources:

- Discuss it with friends or family
- Seek advice or counceling

- Use Al for support in formulating your needs
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2nd Step: Doctor's Certificate

The personal application must be confirmed and specified from a
medical perspective by a (specialist) doctor. A certificate is
required, the extent of which depends on the compensatory
measures, and must include a stamp and signature. A certificate
on a prescription pad or a disability ID card is not sufficient.

The certificate must include the following information:

1. Information about the patient
(name, date of birth, practice, therapy location)

2. Completed by the doctor: Details about the impairment (in the
context of studying), including a layperson's understandable
description of the symptoms and how the impairment affects the

studies.

3. Completed by the doctor: Recommendations for specific
compensatory measures to manage the academic
requirements.

I'a diagnosis does not necessarily need to be mentioned, as it
does not provide relevant information about study-related im-
pairments or limitations.

' 1t is also important that the compensatory measures
recommended by the doctor align with those specified in the
personal application.
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In addition to the current medical certificate, the following documents
may also be required for the application:

+ A specialist medical certificate if the impairment is being
diagnosed for the first time.

+ A general practitioner’s certificate describing the overall
condition if the patient is under long-term care based on a
specialist diagnosis.

+ A therapeutic certificate if long-term therapeutic treatment is
being provided based on a specialist diagnosis.

+ Medical documents addressing the impact on studies
+ Disability ID card or notice of determination from the welfare office

+ Approvals from a previous study or educational
institution

When nothing else works - Leave of absence

It is not always possible to compensate for the effects of an
impairment that makes studying difficult. In such cases, a sickness-
related withdrawal from an exam may be considered as an
alternative. This must be supported by a medical certificate and
submitted to the examination committee.

For a long-term or not easily compensable impairment, there is the
option to take one or more leave semesters to focus primarily on
one's health. A medical certificate explaining the reason and
necessity must also be submitted.

For more information, visit h-da.de/en/leave-of-absence
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3rd Step: Application to the
chairperson of the examination
committees

Once both applications have been completed, they can be sent to
the chairperson of the examination committee.

An overview of the contact details for the examination committee
chairs can be found on the website h-da.de/en/studying-with-
disabilty

Scroll down to the section: Contact of the departments:
chairpersons of the examination boards

The application should be submitted as early as possible, but no
later than at the time of exam registration. It is recommended to
submit the application as early as possible, as there is no guarantee
that the examination committee can coordinate in time towards the
end of the lecture period.

The average waiting time for a decision is approximately 2 to 4
weeks, though this depends on the time of the semester when the
application is made.

!'itis not possible to request compensatory measures for an exam
after it has been completed.
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The result

In any case, a written response will be sent by the department to
the student’s email address and/or by mail.

The application is accepted

The individuals in the department responsible for implementing the
measures (such as lecturers or the examination office) will contact
you, if necessary, to discuss the exact implementation. If you have
any uncertainties or need further clarification, it is recommended to
actively seek communication with the department or module
coordinators.

! The compensatory measures will not be noted on degree
certificates or academic transcripts.

The application is denied.

In the case of a denial, there is the option to file a written objection
at the central examination office. Information on this can be found
in the rejection letter.

Since each compensatory measure is individually tailored, the
content of the appeal will also be specific to each case.

In a counseling session, you can get more detailed advice on
formulations and demands. It is especially important to ensure
that the appeal is clearly justified and that the initial situation is
described objectively.

Once the appeal is submitted, the process is considered pending
until a decision is made. During this time, the compensatory
measures are not in effect, and any ongoing exams will be
conducted under the standard conditions.

The Advisory Office for Studying with Disabilities can be consulted
for guidance in this process
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