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Translation Notice

This document is an English translation of the original German version entitled "Allgemeine
Weiterbildungsordnung am Fernstudieninstitut der Beuth-Hochschule flr Technik Berlin
(AWO)". https://www.bht-
berlin.de/fileadmin/oe/fsi/Dateien Allgemein/Allgemeine Weiterbildungsordnung AWO _amtli
che mitteilung 12-2016.pdf

Please note that Beuth University of Applied Sciences Berlin has been renamed Berlin
University of Applied Sciences and Technology (Berliner Hochschule flr Technik — BHT).
References to Beuth University of Applied Sciences Berlin in this translation reflect the official
name of the institution at the time the original German document was issued.

This translation has been prepared to the best of our knowledge and belief and is intended
solely to facilitate understanding of the original German document.

It is not a certified translation. In the event of any discrepancy, inconsistency, or ambiguity
between the English translation and the original German version, the German text shall prevail.

Page 1/9

—]

INISUIUBIPNISUIDS


https://www.bht-berlin.de/fileadmin/oe/fsi/Dateien_Allgemein/Allgemeine_Weiterbildungsordnung_AWO_amtliche_mitteilung_12-2016.pdf
https://www.bht-berlin.de/fileadmin/oe/fsi/Dateien_Allgemein/Allgemeine_Weiterbildungsordnung_AWO_amtliche_mitteilung_12-2016.pdf
https://www.bht-berlin.de/fileadmin/oe/fsi/Dateien_Allgemein/Allgemeine_Weiterbildungsordnung_AWO_amtliche_mitteilung_12-2016.pdf

General Regulations for Continuing Education Programmes at the Institute of Distance Learning
(Fernstudieninstitut), Berlin University of Applied Sciences and Technology (Berliner Hochschule fiir Technik -
BHT)

Pursuant to § 13 (1) No. 5 of the Constitution (Grundordnung) of Beuth University of Applied Sciences Berlin of 26
March 2007 (Official Gazette No. 20/2011), the Academic Senate of Beuth University of Applied Sciences Berlin
adopted the following General Regulations for Continuing Education Programmes (Fernstudieninstitut — FSI) on 8
October 2015. These Regulations supplement the Framework Study and Examination Regulations (RSPO 2012)
of Beuth University of Applied Sciences Berlin dated 5 July 2012, republished in the corrected version of 2 May
2013 (Official Gazette No. 10/2013). The University Executive Board approved these Regulations on 4 November
2015 pursuant to § 90 (1), sentence 1 of the Berlin Higher Education Act (BerlHG).
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§ 1 Purpose and Scope

(1) These General Regulations for Continuing Education Programmes (Allgemeine
Weiterbildungsordnung - AWO) establish the general principles governing the
organisation and delivery of continuing education programmes at the Institute of
Distance Learning (FSI) of Beuth University of Applied Sciences Berlin (now Berlin
University of Applied Sciences (BHT)), with the exception of Bachelor's and Master's
degree programmes. The specific regulations governing individual continuing
education programmes may contain provisions that deviate from these General
Regulations.

(2) These General Regulations for Continuing Education shall also apply to the enrolment
in one or more individual modules of Bachelor's or Master's degree programmes,
provided that the participant is not enrolled in the respective degree programme as a
whole.
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General Regulations for Continuing Education Programmes at the Institute of Distance Learning
(Fernstudieninstitut), Berlin University of Applied Sciences and Technology (Berliner Hochschule fiir Technik -
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§ 2 Admission Requirements

(1) Admission requirements for continuing education programmes offered by the FSI are
specified in the respective programme-specific Continuing Education Regulations.

(2) If no programme-specific Continuing Education Regulations exist, the admission
requirements set out in the course description in the current Study Guide or on the FSI
website shall apply.

(3) Participants must possess sufficient language proficiency to successfully participate in
the continuing education programme offered by the FSI. In particular, they must be able
to present and explain complex subject matter in writing and orally during examinations
under time constraints. The required language proficiency is determined by the
language in which the continuing education programme is conducted. Upon request,
proof of the required language proficiency must be provided before the start of the
programme.

§ 3 Nature, Structure and Content of the Continuing Education Programme

(1) The competencies, knowledge, and skills to be acquired through a continuing
education programme shall be determined by the Institute of Distance Learning through
the adoption of a specific Continuing Education Regulation. The basis for this regulation
is the overall qualification to be achieved by the participants, which must be described
in the section “Study Objectives” of the respective Continuing Education Regulation.

(2) If no specific Continuing Education Regulation has been adopted, the type, structure,
and content of the course shall be governed by the course description published in the
current Study Guide or on the FSI website.

(3) The forms of teaching and learning include, in particular:
a) online learning materials,
b) distance learning materials,
c¢) online seminars (web meetings),
d) online lectures (e-lectures),
e) in-person sessions with seminar-based instruction.

(4) Seminar-based instruction enables participants to acquire knowledge, skills, and
methods through active participation.

(5) Participation in the educational programme may be restricted if this is necessary to
ensure the successful delivery of the course. Participation in a continuing education
programme may, for example, be subject to proof of prior qualifications or learning if
specific knowledge is required for successful completion or for safety reasons.
Participation may also be limited for pedagogical reasons.

§ 4 Student Support

(1) In addition to providing general advice on the organization of continuing education
programmes at the Institute of Distance Learning (FSI) in accordance with Section 1,
academic support is provided in particular to clarify questions arising from the study
materials.
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General Regulations for Continuing Education Programmes at the Institute of Distance Learning
(Fernstudieninstitut), Berlin University of Applied Sciences and Technology (Berliner Hochschule fiir Technik -
BHT)

(2) The learning content of continuing education programmes offered by the Institute of
Distance Learning (FSI) in accordance with Section 1 is studied independently by
participants using the course materials provided. Academic questions that cannot be
resolved through self-study shall be forwarded in writing by the FSI to the lecturers
responsible for the respective continuing education programme for response.

§ 5 Fees

(1) Participation in the continuing education programmes offered by the FSI within the
meaning of Section 1 is subject to the payment of fees. The applicable fees are
published in the application form or in the online registration system on the website of
the Institute of Distance Learning.

(2) The fee becomes due upon admission to the continuing education programme. For
programmes extending over more than one semester, the fee is due at the beginning
of each semester.

(3) Course materials shall be dispatched after receipt of payment (for printed materials) or
made available online (for digital course materials).

(4) If the fees are not paid despite becoming due and following a reminder, the participant
may be excluded from participation in the continuing education programme until the
outstanding fees have been paid. This shall not affect the FSI's entitlement to the
payment of the fees.

§ 6 Online Learning Platform and Data Protection

(1) Most communication between participants and the FSI takes place via the online
learning platform. For this purpose, participants are enrolled on the online learning
platform by the FSI. Participants' first and last names, place of residence (excluding
street name and house number), and e-mail address are visible to fellow participants
and instructors of the same course. These data shall not be disclosed to third parties
outside the respective course.

(2) Participants are required to keep the e-mail address stored in their profile up to date

and, where necessary, adjust their inbox settings (e.g. spam filters) to ensure that
important information from the FSI can be received.

§ 7 Copyright
(1) Course materials provided by the FSI may not be disclosed, distributed, sold, or
otherwise made available to third parties, whether in their original form or in reproduced

or digital format. This restriction shall continue to apply after completion of the
continuing education programme.

§ 8 Examination Board

(1) An Examination Board shall be appointed at the Institute of Distance Learning. In
particular, the Examination Board shall be responsible for:
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General Regulations for Continuing Education Programmes at the Institute of Distance Learning
(Fernstudieninstitut), Berlin University of Applied Sciences and Technology (Berliner Hochschule fiir Technik -
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a) deciding on applications submitted in accordance with the programme-specific
Continuing Education Regulations of the respective course;
b) organising examinations;
c) considering objections to examination decisions;
d) deciding on cases of academic misconduct, including cases detected after an
examination has taken place.

The Examination Board shall ensure compliance with the provisions of these General
Regulations for Continuing Education and the programme-specific Continuing Education
Regulations applicable to the respective continuing education programme. All decisions of
the Examination Board shall be recorded in writing.

(2) The Examination Board shall consist of:
a) the Director of the Institute of Distance Learning, who shall serve as Chair
(academic staff member);
b) one Programme Coordinator of the Institute of Distance Learning;
c) one member of the academic staff teaching in an FSI continuing education
programme;
d) one representative of the participants in the FSI continuing education
programmes.
All members shall have voting rights at meetings of the Examination Board. The
Director may delegate the role of Chair to a Programme Coordinator. An alternate
member shall be appointed for each member of the Examination Board.
(3) The Examination Board shall have a quorum if the Chair and the Programme
Coordinator are present.

(4) The Examination Board shall take its decisions by a simple majority. Abstentions shall
not be permitted. In the event of a tie, the Chair shall have the casting vote.

(5) In straightforward cases, the Chair of the Examination Board may decide the matter
independently.

(6) No member shall participate in deliberations or decisions concerning matters that
directly affect that member.

(7) Members of the Examination Board shall have the right to attend examinations in an
observational capacity.

§ 9 General Examination Regulations

(1) With the exception of the final examination (where applicable), examinations shall
normally be conducted throughout the duration of the continuing education programme.

(2) Upon request, participants shall be granted supervised access to inspect their
examination records.

§ 10 Forms of Assessment
(1) The following types of assessment are distinguished:
a) assessments;

b) partial assessments;
c) the final examination (where applicable).
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General Regulations for Continuing Education Programmes at the Institute of Distance Learning
(Fernstudieninstitut), Berlin University of Applied Sciences and Technology (Berliner Hochschule fiir Technik -
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(2) An assessment may consist of one or more partial assessments. The following are
examples of assessment and partial assessment formats:

1. written examinations, electronic examinations, and multiple-choice
examinations;

written assignments, electronic assignments, and homework assignments;
oral assessments conducted during the programme;

presentations and seminar presentations;

individual and group project work;

online group presentations.

ook whN

(3) In the case of group assessments, it must be ensured that the contribution of each
participant can be clearly identified and assessed individually.

(4) Oral examinations shall be documented in written minutes and may only be conducted
in the presence of at least one additional qualified person (observer). The observer
shall prepare the minutes.

§ 11 Assessment and Grading

(1) Unless otherwise provided in paragraph (6), the following grades shall be used:
1 = Excellent: The grade Excellent shall be awarded where the performance is
outstanding in terms of originality, breadth of knowledge, presentation, and clarity of
expression.
2 = Good: The grade Good shall be awarded where the performance is significantly
above the average standard in terms of both content and presentation.
3 = Satisfactory: The grade Satisfactory shall be awarded where the performance
meets the average requirements in all respects.
4 = Sufficient: The grade Sufficient shall be awarded where, despite certain
deficiencies, the performance as a whole meets the minimum requirements.
5 = Insufficient: The grade Insufficient shall be awarded in all other cases.

(2) For the purpose of further differentiation, grades may be increased or decreased by
0.3. The grades 0.7, 4.3, 4.7, and 5.3 shall not be used, except in the cases referred to
in paragraph (6).

(3) Where grades are averaged, the arithmetic mean shall be rounded to the nearest
permitted grade. If the calculated average falls exactly halfway between two grades,
the higher (better) grade shall be awarded. If the calculation of an assessment result
produces a number with more than two decimal places, all digits after the second
decimal place shall be disregarded without rounding.

(4) An assessment subject to differentiated grading shall be deemed to have been passed
if all assessment requirements specified in the applicable programme-specific
Continuing Education Regulations have been fulfilled and all graded assessments have
been awarded at least the grade “Sufficient (4.0)”.

(5) An examination shall be deemed to have been failed definitively if all three examination
attempts have been unsuccessful. This shall also apply to partial assessments.

(6) For the continuing education programmes leading to the qualifications of ,Certified

Legal Executive® (,Rechtsfachwirt/in) and ,Certified Notarial Executive*
(,Notarfachwirt/in“), the grading system prescribed by the competent Chamber shall
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apply in accordance with the applicable Examination Regulations for the Conduct of
Advanced Professional Examinations.

§ 12 Objection Procedure

(1) Participants may submit a reasoned written objection to an examination decision within
one month of notification of the examination result. The objection shall be addressed
to the Chair of the competent Examination Board.

(2) The Examination Board shall be responsible for ensuring the proper conduct of the
objection procedure. The Chair shall forward the objection to the examiner(s)
concerned. As a general rule, the examiner(s) shall review the objection within one
month. In the course of this review, the assessment concerned and the reasons on
which it is based shall be reconsidered. The outcome of the review, including the grade
awarded, shall be set out in a written statement of reasons and submitted to the
Examination Board. The Examination Board may provide the examiner(s) with
guidance on any issues it considers relevant.

(3) The FSI shall notify the participant of the decision in writing.

§ 13 Academic Misconduct, Disruptive Behaviour and Withdrawal from Examinations

(1) The possession and/or use of unauthorised aids or any other form of attempted
academic misconduct shall result in exclusion from the examination. In the event of
exclusion, the examination shall be awarded the grade Insufficient (5.0). The instructor
or invigilator shall inform the competent Examination Board in writing.

(2) If sources used in an assessment are not properly acknowledged, the assessment shall
be graded Insufficient (5.0). The instructor shall notify the competent Examination
Board in writing.

(3) If, after a grade has been awarded, it is established that unauthorised aids were used
or that another form of academic misconduct occurred, the Examination Board may
declare the examination to have been failed. Any certificates or other official documents
already issued may be declared invalid and withdrawn.

(4) In the event of disruption to the proper conduct of an examination, the instructor or
invigilator shall exercise the authority to maintain order on the premises. The person
responsible for the disruption may be excluded from continuing the examination. The
examination may be graded Insufficient (5.0). The instructor or invigilator shall notify
the competent Examination Board in writing. This notification and the associated
documentation shall be retained by the FSI. Section 11(6) shall remain unaffected.

(5) The following provisions apply to examinations conducted on campus: Before the
examination begins, an attendance register shall be prepared. The examination may
not commence until all participants have been entered into the register. Any participant
who leaves the examination room after the examination has started without the
permission of the invigilator shall be deemed to have withdrawn from the examination
without valid excuse, and the examination shall be graded Insufficient (5.0).

(6) Any inability to attend an examination for a valid reason must be reported without undue
delay, normally before the examination begins. In the event of illness, the inability to
attend must be substantiated by a medical certificate issued by a specialist physician.
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The certificate must indicate the effects of the iliness on the participant's ability to take
the examination, but need not disclose the diagnosis itself. Standard certificates of
incapacity for work (Arbeitsunfahigkeitsbescheinigung), school attendance, or
examinations shall not be accepted.

(7) Before the examination begins, all technical devices carried by participants, unless their
medical necessity has been documented, must be completely switched off. This applies
without exception to all devices capable of transmitting data. Leaving such electronic
devices in standby mode or any other mode that permits data transmission shall
constitute an attempt to cheat within the meaning of paragraph (1).

§ 14 Repetition of Examinations
(1) Each partial assessment may, as a general rule, be repeated up to two times.

(2) Repeating an examination for the sole purpose of improving a grade that has already
been awarded at least Sufficient (4.0) shall not be permitted.

(3) Where a failed examination is repeated, the result of the repeat examination shall
replace the previous grade.

§ 15 Reasonable Accommodation

(1) Upon submission of a reasoned written application, participants who are disadvantaged
due to a documented disability or chronic illness shall be granted appropriate
reasonable accommodations in the continuing education programme and in
examinations. Such accommodations shall, as far as possible, compensate for
disadvantages resulting from the disability without reducing the academic
requirements. The Chair of the competent Examination Board shall decide on the
application in consultation with the instructors concerned.

(2) Reasonable accommodations may also be requested in cases of acute, temporary
impairments or to take account of family caregiving responsibilities. The application,
together with any relevant medical documentation or specialist recommendations,
where applicable, must be submitted to the Institute of Distance Learning sufficiently in
advance to enable a decision to be made before the examination begins.

§ 16 Maternity Protection

(1) Upon application to the Institute of Distance Learning, participants may apply for
statutory maternity protection periods in accordance with the provisions of the German
Maternity Protection Act (Mutterschutzgesetz — MuSchG). Appropriate supporting
documentation must be submitted with the application.

(2) The maternity protection periods shall suspend all deadlines relating to continuing
education programmes at the Institute of Distance Learning within the meaning of § 1
for the duration of the respective protection period.

(3) If an examination is not taken or is interrupted due to the participant's maternity
protection period, it shall be repeated or resumed, as applicable, at an appropriate time
after the protection period has ended. The Examination Board shall determine the
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arrangements in individual cases. In straightforward cases, the Chair of the
Examination Board may decide independently.

(4) Participants shall be excused from participating in examinations during the maternity
protection period.

§ 17 Transitional Provisions and Entry into Force

(1) These Regulations shall enter into force on the day following their publication in the
Official Gazette of Beuth University of Applied Sciences Berlin for the 2016 summer
semester. They shall apply to all programme-specific Continuing Education
Regulations of the Institute of Distance Learning that are in force at that time or adopted
thereafter.

Berlin, 8 October 2015

Beuth University of Applied Sciences Berlin

Translation note: Since 1 October 2021, Beuth University of Applied Sciences Berlin has been renamed Berlin
University of Applied Sciences and Technology (Berliner Hochschule fir Technik — BHT). The original name has
been retained here because it forms part of the historical text of the regulations.
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