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Complementary Studies teaching FAQs 
 
 
Dear Complementary Studies teachers, 

Below, we have compiled a series of questions that we are regularly asked by teachers in Complementary 
Studies. The range of questions is broad, and the document is therefore quite extensive. For this reason, we 
have first listed all questions on the following page of this document and linked them to the answers. You 
can simply click on the question you are interested in on the first page, and you will be directed to the corre-
sponding section of the text.  
Nevertheless, we will be happy to answer any questions you may have that are not answered here by telephone 
or e-mail. Our contact details: 
 
Complementary Studies Team  
Leuphana University Lüneburg 
College - Complementary Studies 
Universitätsallee 1, Building 8, Room 121 
21335 Lüneburg 
Tel: 04131-677-2327 
 
 
Information on Complementary Studies 

 Information on Complementary Studies: 
https://www.leuphana.de/en/college/study-program/complementary-studies-programme.html 
https://www.leuphana.de/college/studium/ks.html  

 Gazette No. 02/25 Revised version of Appendix 8 Complementary Studies to the RPO  
https://www.leuphana.de/fileadmin/user_upload/Aktuell/files/Gazetten/Gazette_2025_02_2025-01-
20.pdf  
 

 
Further key documents 

 Guidelines for the award and remuneration of teaching assignments in undergraduate degree programs 
at Leuphana College and Leuphana Graduate School (Presidium decision of 15 March 2023)  
https://www.leuphana.de/fileadmin/user_upload/college/Lehrauftrag/230315_Richtlinie_Leh-
rauftraege_grundstaendig_neu_beschlossen.pdf  

 Guidelines on the application of the directive on the principles for determining teaching obligations 
(Gazette 56/17 – 29 June 2017) 
https://www.leuphana.de/fileadmin/user_upload/Aktuell/files/Gazetten/Gazette_56_2017.pdf  

 Guidelines on the planning and implementation of courses (Presidium decision of 25 September 2023)  
https://www.leuphana.de/fileadmin/user_upload/INTRANET/Richtlinien/190508_Richtlinie_Planung_Le
hrveranstaltungen_beschlossen.pdf see appendix (with additions on online teaching)  

 Framework Examination Regulations for the Leuphana Bachelor's Degree (RPO) (Gazette No. 50/23 – 16 
June 2023) 
https://www.leuphana.de/fileadmin/user_upload/Aktuell/files/Gazetten/EN_50_23_RPO_Col-
lege_ab_WiSe_23_24.pdf  

 



 

 
 

 
2 

FAQs on Complementary Studies 

Structure, objectives and organisation of Complementary Studies  

 What are the objectives of the Complementary Studies programme at Leuphana Col-
lege? 

 How are Complementary Studies structured? 

Where can I find more information about the content and objectives of the individual 
modules? 

 What should teachers know about enrolment rules for students? 

 

Submission of course offerings & organisational framework conditions  

 How do I design a course for the complementary programme? 

 Can courses be spread over several semesters?  

 When is a course considered a foreign language course and what needs to be consid-
ered with regard to the required language skills? 

 How can I incorporate a guest lecture into my course? 

 How can I incorporate an excursion into my course? 

 In which time slots can I offer events as part of the Complementary Studies  
 programme?  

 What is the relationship between credit points, workload, SWS and LVS? And how do I 
calculate attendance time and self-study time? 

 How many participants should I plan for in my course? 

 Can I set participation requirements for my seminar? 

 What is the Gender & Diversity Certificate? 

 What does opening my course to early studies and guest students? 
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 How do I select examination components for my course? 

 Can I hold my my event in an online format?  

 

Organisation & design of the course programme  

 What qualifications do teachers need to have? 

 What is expected of me as a teacher in the complementary programme? 

  How and when do I submit a course proposal as part of my teaching load as a full-time 
teacher at Leuphana University?

 How and when do I apply for a teaching assignment for the Complementary Studies 
 programme? 

 What do I need to consider if I want to teach together with another person  ? 

 Who decides whether the submitted teaching offers are accepted? 

 How and when are teaching assignments in Complementary Studies remunerated? 

 Who is eligible for travel expense reimbursement? 

 

Allocation of seminar places and compulsory attendance  

 How does the allocation of seminar places work and how should I respond if students 
approach me personally about a place in my seminar? 

 Are there any exceptions to the allocation of places via the central lottery system? 

 Is attendance compulsory, and can I exclude students who regularly fail to attend my 
course? 
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Structure, objectives and organisation of the Complementary Studies programme  
 What are the objectives of the Complementary Studies programme at Leuphana College? 

Studying at Leuphana College aims to give students the opportunity to explore the complexity of the world – 
and thus their own place in it. The goal is a humanistic educational concept that is oriented towards the will 
to change and committed to sustainability. The Complementary Studies programme is a central cornerstone 
of the study model. 

With the help of Complementary Studies, students are systematically enabled to think and act in an interdis-
ciplinary manner throughout their bachelor's degree programme. The reformed Complementary Studies pro-
gramme is designed as a forum for the sciences with a thematic focus. It is a laboratory for social analysis, 
an arena for debate and a workshop for change. The forum for the sciences brings together teachers from all 
disciplines with students from all departments and semesters, creating a space for their shared thirst for 
knowledge. It is also a university hub for pressing social discourses, a starting point for the university's 
engagement with society, and a place for exchange between science and the professional world.  

The Complementary Studies programme enables students to ask the big questions of life and, at the same 
time, gives them the freedom to seek the right questions for their own lives. This creates a place where 
knowledge can be acquired, questioned and applied individually, and where education can emerge that meets 
the demands of a modern liberal education. By carefully selecting their complementary modules, students 
can sharpen their own profile by setting priorities in line with their personal interests. 

 How is the Complementary Studies programme structured? 

The Complementary Studies programme is designed as a forum for the sciences. The content structure of the 
forum is based on six thematic fields (=modules), which allows different perspectives and disciplines to be 
incorporated into all modules. This promotes interdisciplinarity. Innovative and diverse teaching concepts 
and formats are also possible and encouraged. 

The thematic areas form a coordinated overall concept that reflects the diversity of scientific and social 
problem areas and brings them into dialogue with one another. This allows the focal points and diversity of 
the teaching expertise available at Leuphana to be addressed and enables an equal number of courses per 
module. 
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 Where can I find more information about the content and objectives of the individual modules? 

Please refer to the module descriptions for detailed information. These can be found on myStudy in the course 
catalogue under >> Course catalogue >> Module handbook >> Leuphana Bachelor (B.A./B.Eng./B.Sc./LL.B) 
>> Complementary studies. 

 What should teachers know about enrolment rules for students? 

Five CP (credit points) are awarded for each successfully completed course, whereby each module can only 
be completed once for grading purposes. Students in the Leuphana Bachelor's programme must earn a total 
of 30 CP in Complementary Studies. This means that Leuphana Bachelor's students must successfully com-
plete each module once. 

Special regulations apply to students in teacher training programmes, which are set out in the respective 
subject-specific annexes (FSA) and can be found on our website at https://www.leuphana.de/col-
lege/studium/la.html .  

All students may repeat each module once (after successfully passing it) to earn additional credits (additional 
achievements). 

 

Submission of course offerings & organisational framework conditions  
 How do I design a course for the Complementary Studies? 

Courses in the Complementary Studies are generally aimed at a group of students from different degree 
programmes. For this reason, the courses should be designed in such a way that students without specific 
prior knowledge are introduced to a topic in as problem-oriented a manner as possible. Ideally, the different 
subject backgrounds of the seminar participants should be included in the discussion, and the seminar par-
ticipants should be encouraged to reflect on possible differences between the subject approaches.  

All courses must be assigned to one of the above-mentioned subject areas (modules). 

The content structure of the Complementary Studies along six thematic fields (=modules) makes it possible 
to incorporate different subject traditions and scientific disciplines into all modules. Teachers from all fac-
ulties and departments are explicitly encouraged to consider teaching courses for each of the six modules! 
Courses can approach the subject areas of the individual thematic fields from different scientific perspec-
tives, combined with a critical analysis of disciplinary strengths and potentials as well as the demand for 
interdisciplinary synthesis. The focus of the courses can be on theoretical positions and current discourses 
at the interfaces of different fields of knowledge, values and action, as well as on the approaches with which 
these phenomena can be systematically examined and explained in terms of laws, or the possibilities for 
practical change. Practice-oriented courses are explicitly welcome! 

 Can courses be designed to run over several semesters? 

Each course is completed with a separate examination. Individual courses can also be designed as two-
semester courses. However, it should be noted that each part of the course must also be completed with a 
separate examination. This is because students cannot be required to take both parts of a two-semester 
course. The parts of such two-semester courses must also be located in two different modules.  

 When is a course considered a foreign language course and what needs to be considered with regard 
to the required language skills? 

In foreign language courses, all coursework and examinations must be completed in the respective foreign 
language. The descriptions of foreign language courses must also be written entirely in the respective foreign 
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language. This also applies to the course title. In addition, an English translation of the course title is always 
required, as this must appear in the student's transcript of records. 
As a general rule, the minimum language requirement for all foreign language courses is level B2 according 
to the CEFR (Common European Framework of Reference for Languages). For individual courses, a higher 
minimum level may be set at the discretion of the instructor. Students can have their language skills assessed 
free of charge at the International Center's Self-Access Center (SBZ, room C5.104). 

 How can I incorporate a guest lecture into my course? 

If you would like to invite an additional expert to give a guest lecture in your course, you can submit a request 
to our colleague Sybille Pöppel (sybille.poeppel@leuphana.de) from the College Administration after confir-
mation of the teaching assignment has been issued. A deadline must be observed, which will be announced 
at the same time as the confirmation letter. If there is a comprehensible reason for involving the invited 
expert in the seminar, a guest lecture of 1.5 hours is usually approved for a 2 SWS course. This is remunerated 
with a fee of €150. In addition, the guest may be reimbursed for travel expenses in a reasonable amount. The 
relevant forms (available for download online at: https://www.leuphana.de/fileadmin/user_upload/col-
lege/Lehrauftrag/Gastvortraege_Anmeldung_Reader.pdf >> Forms & Downloads for Lecturers ) must be 
completed directly by the guest lecturer and submitted to Ms Sybille Pöppel. Larger guest lectures will only 
be remunerated in exceptional cases and up to a maximum of €300. 

 How can I incorporate an excursion into my course? 

Leuphana University does not have any funds available to finance excursions in the Complementary Studies 
programme. If you are planning an excursion or if this is a prerequisite for holding your event, Leuphana 
College requires a detailed financing plan from you, showing how and from which sources you will acquire 
the necessary financial resources and how much of the costs will be covered by the students themselves. 

 When can I offer courses as part of the Complementary Studies? 

The framework timetable at Leuphana College is designed to enable students to have a timetable that is as 
free of overlaps as possible. For this reason, only courses that adhere to these time requirements can be 
accepted. Currently, the following time slots are available for teaching in Complementary Studies: 

 Monday all day (8:15 a.m. to 9:45 p.m.) 
Courses with a scope of 2 SWS or 4 SWS are possible. Longer block courses (longer than 4 LVS) cannot 
take place on Mondays. In this time slot, there may be overlaps with minor/major courses. 

 Wednesday all day (8:15 a.m. to 9:45 p.m.) 
Events with a scope of 2 SWS or 4 SWS are possible. Longer block events (longer than 4 LVS) cannot take 
place on Wednesdays. There may be overlaps with minor events in the time slot from 8:15 to 13:45. 

 Friday all day (8:15 a.m. to 9:45 p.m.); block courses are also possible from 2:15 p.m. onwards 
There may be overlaps with minor events in the time slot from 8:15 a.m. to 3:45 p.m. 

 Saturday and Sunday all day (until 8 p.m.) 

Full-time lecturers at Leuphana must offer their courses on a weekly or fortnightly basis (see guidelines 
for planning courses in the appendix). External lecturers, on the other hand, may also offer block courses 
on weekends (including Friday afternoons, if necessary). When designing your course, please note that 
a course of 2 SWS requires 21 hours of pure teaching time, so sufficient breaks must be added. Against 
this background, block courses should extend over at least three individual sessions of 8 hours each, 
including breaks, and two weekends. A combination of two block units, each consisting of Friday after-
noon (2x4 hours) and all day Saturday (2x8 hours), is welcome, so that students can use Sunday to 
recover. 
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 What is the relationship between credit points, workload, SWS and LVS? And how do I calculate at-
tendance time and self-study time? 

The time workload of the students is the basis for the awarding of credit points (CP). 1 CP corresponds to a 
workload of 30 hours of 45 minutes each (30 LVS). The 5 CP awarded for a successfully completed course in 
the Complementary Studies therefore correspond to a workload of around 150 LVS. 
As a rule, courses in the Complementary Studies comprise 2 semester hours per week (SWS). This means that 
during the 14 weeks of the lecture period, there are on average two 45-minute teaching hours (LVS) per week. 
If didactically necessary, the attendance time can be increased and the course can have a scope of 3 SWS or 
even 4 SWS. In this case, the proportion of self-study time is reduced accordingly. A workload of 150 LVS 
(112.5 hours) on average is calculated for each course, regardless of whether the attendance time is set at 
2 SWS or 4 SWS. In the case of block seminars, sufficient breaks must be added to the pure attendance time 
of 21 hours for 2 SWS or 42 hours for 4 SWS (see the overview below).  
The students' self-study time is intended for preparation and follow-up work for the course as well as for 
completing coursework and examinations. As a teacher, you should make yourself and your students aware 
that for a course of 2 SWS (equivalent to 21 hours), 91.5 hours per semester are reserved for self-study time. 
Please calculate your course so that successful participation can be achieved with a workload of 150 LVS. 

SWS 
Units LVS 

(1 unit = 45 
minutes) 

Hours 
Self-study time (including 

study and examination work)  
in hours 

Workload Credit 
points 

2 28 21 91.5 
150 teaching hours or  

112.5 hours 
5 CP 3 42 31.5 81 

4 56 42 70.5 
 
Block courses offered during lunchtime should ideally include at least a 45-minute break. In addition, a 30-
minute break should generally be taken after every two teaching units (every 90 minutes).  
Example timetable for a block course spread over two weekends with a total of 2 SWS:  

 2 x Friday  2:15–4:00 p.m.  4:15–6:15 p.m. 
 2 x Saturday  10:00-11:30a.m. 11:45-13:30  14:15-15:45 16:00-18:00  
 

 How many participants should I plan for? 

You can offer a lecture with a large number of participants or smaller formats. As a rule, the group size for a 
Complementary Studies event is 35 students. If you have conceptual or organisational reasons for a smaller 
or larger number of participants, justified deviations are possible, whereby events should be designed for at 
least 25 students – this applies in particular to team teaching.   
Courses with fewer than 5 registrations must generally be cancelled. If, despite higher registration numbers, 
fewer than five participants attend the first two sessions of a course, the seminar will also generally be 
cancelled.  
If there is strong interest in your course, we ask you to refrain from overbooking your seminar despite long 
waiting lists, as this is not compatible with our quality standards for discussion-intensive seminars or with 
our capacity calculations. 

 Can I set participation requirements for my seminar? 

As the Complementary Studies courses are intended to be open to students of all semesters and from all 
majors and minors, participation cannot be made dependent on prior knowledge of the subject. However, for 
various reasons, lecturers may apply certain criteria when selecting students interested in their course. For 
example, it is possible to request a letter of motivation from interested parties or to conduct a kind of audition. 
A few courses also justify certain methodological knowledge as a prerequisite for participation in order to 



 

 
 

 
8 

enable the content-related work in the seminar. Proof of language skills at a certain level is also an appro-
priate prerequisite for participation. In the case of a two-semester course, successful participation in the 
first part of the course can also be considered a legitimate prerequisite for participation. The results of any 
type of pre-selection should be available to the teacher in myStudy before the start of the lottery process so 
that students who do not meet the criteria are informed in good time and can register for another course 
accordingly. 

 What is the Gender and Diversity Certificate? 

The Gender and Diversity Certificate was introduced in the 2012/13 winter semester and is coordinated by 
the Equal Opportunities Office at Leuphana University. By enrolling in four courses marked as gender and 
diversity-relevant in myStudy, students have the opportunity to acquire relevant cross-module skills as part 
of their Complementary Studies. To do so, students who wish to complete the certificate must address a 
gender and/or diversity aspect in their examination performance. Courses that are part of this certificate 
must take gender diversity aspects into account to a particular degree and be taught by a lecturer with proven 
qualifications in this area.  
Teachers who wish to offer courses relevant to gender and/or diversity are requested to select the box for the 
Gender Diversity Certificate in the application form for the teaching assignment or directly in myStudy. The 
Equal Opportunities Office will then contact you and ask you to complete a questionnaire to ensure that the 
requirements are met. Further information and an overview of the courses offered in previous semesters as 
part of the certificate can be found here: https://www.leuphana.de/en/institutions/office-for-equal-opportu-
nities/support-offers-and-information/gender-diversity-certificate-gdz/gdz-bachelor.html  

 

Organisation & design of the course  
 What qualifications must teachers have? 

When applying for a teaching position in the Complementary Studies for the first time, it is mandatory to 
submit a short CV. Relevant academic qualifications must be demonstrated; the minimum standard is a 
successfully completed Master's/Magister or Diploma degree. In addition, a profound understanding of the 
seminar topic must be demonstrated, which can also be achieved through relevant practical experience. Last 
but not least, pedagogical aptitude must be demonstrated. Details on the requirements for teaching assign-
ments can be found in the Guideline on the Award and Remuneration of Teaching Assignments in Undergrad-
uate Programmes (...) at Leuphana College (Section 3.). 

 What is expected of me as a lecturer in the Complementary Studies? 

Leuphana College strives for a consistently high standard of teaching, which is associated with special re-
quirements for lecturers. In addition to high standards of content and a sound didactic concept, good teach-
ing also requires certain framework conditions to be in place. These include, for example, the timely provision 
of sufficient information about the course, regular supervision of students (including office hours) and par-
ticipation in course evaluations. These requirements are summarised in the "Quality Assurance Measures" 
(see the above-mentioned guideline, section 4.). In order to be assigned a teaching position, you must be 
familiar with the content of this agreement, comply with it and confirm this with your signature. 

 How and when do I submit a course offering as part of my teaching load as a full-time lecturer at 
Leuphana University? 

Full-time lecturers can enter their course offerings for Complementary Studies directly in myStudy before the 
start of the preceding semester (the same deadlines apply as for majors and minors). If a course is to be 
taught jointly with a person who does not contribute to the teaching load, an additional teaching assignment 
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must be applied for. The name of the teaching assistant(s) will only be added to the course in myStudy by 
college staff after the teaching assignment has been approved by the relevant committees; until then, the 
second person must be marked as "N.N." in myStudy. 

 How and when do I apply for a teaching assignment for the Complementary Studies? 

The call for course submissions is usually announced on our website a few weeks before the start of the 
preceding semester (i.e. before the start of the summer semester for the following winter semester and vice 
versa). From this point on, the form for submitting a teaching offer valid for the specific semester will be 
available online at https://www.leuphana.de/college/lehrauftrag/ausschreibung-fachuebergreifende-
lehre.html >> Komplementärstudium . 

Forms from previous semesters cannot be used, as all forms must have the same structure for automatic 
reading. To enable electronic reading of the forms, it is also necessary to fill out the form using Adobe Reader 
and save it as a PDF file (do not print as PDF). Select the module by clicking on it at the top of the form. If we 
have any requests for changes regarding the assignment, we will contact you.  

From the start of the call for applications, you will then have several weeks to send a teaching offer via the 
form to komplementaerstudium@leuphana.de and thus apply for a teaching position in the Complementary 
Studies. Offers that are incomplete, not submitted using the current form or received after the deadline can-
not be considered. Please also note that the Leuphana University awards a maximum of 4 SWS per semester 
to one person as a teaching assignment (see the above-mentioned guideline, section 7.). This includes all 
teaching assignments carried out at Leuphana University (including courses in the major, minor and/or 
Leuphana Semester).  

 What do I need to consider if I want to teach together with another person? 

If you are planning to teach a course together with another person, you must first clarify how many weekly 
teaching hours per semester (SWS) are to be credited to each teacher. The question therefore arises as to 
whether you will take turns teaching the course and the weekly teaching hours will be divided (which is what 
we usually assume) or whether team teaching is planned. We refer to team teaching when all participating 
teachers come from different academic disciplines and are equally involved in the preparation, implementa-
tion and follow-up of each session. Team teaching is generally only possible for courses with a group size of 
at least 25 participants and only after approval (the application is made with an informal letter of justifica-
tion when submitting the offer). 
If the joint teaching is carried out by two full-time lecturers from the teaching load, both lecturers must be 
entered in myStudy; further details are regulated in Gazette 56/17 (point 9.). If the course is to be a combi-
nation of teaching duties and a teaching assignment, the teaching assignment must be applied for using 
the form and with reference to the teacher(s) with teaching duties, while the full-time teacher already regis-
ters in myStudy (but only themselves!). If two lecturers wish to teach together, each must fill out a form with 
reference to the other teaching assignment.  

 Who decides whether to accept the submitted course offerings? 

The decision on the course offerings lies with the Senate. In advance, the submitted course offerings are 
reviewed in terms of content by the team of research assistants for Complementary Studies, the module 
coordinators and the Dean of Studies in cooperation with the Vice-President responsible for the College, and 
compiled into a semester programme. This proposed programme must be approved by the Study Commission 
for the Leuphana Semester and Complementary Studies and then passed by the Senate. The Senate usually 
decides on the programme for the summer semester in mid-December, and the programme for the winter 
semester is passed by the Senate at around the end of June. You will then receive written notification from us 
as soon as possible. 
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 How and when are teaching assignments in Complementary Studies remunerated? 

If the quality standards set out in the above-mentioned guideline (section 8) are met (see question What is 
expected of me as a lecturer in Complementary Studies?), teaching assignments are remunerated at the 
following rates per individual hour (= 45-minute lecture hour): 

 Lecturers with a university degree: €40.00 per hour 
 Lecturers with a postdoctoral qualification and lecturers with a doctorate: €55.00 per hour 
 Professors: up to €70.00 per hour 

The teaching assignment remuneration will be paid as a lump sum at the end of the semester after submis-
sion of the official declaration. In exceptional cases, it is possible to submit an informal request for advance 
payments to our colleague Sybille Pöppel (sybille.poeppel@leuphana.de ) .  

 Who is eligible for travel expense reimbursement? 

Travel expenses are reimbursed to lecturers who do not live in Lüneburg or the surrounding area. Upon presen-
tation of the original receipts for travel and accommodation costs (including breakfast), you can usually be 
reimbursed up to a maximum of €400 per semester. Travel expenses exceeding this limit must be approved 
in advance by the College Administration. Your entitlement will be checked when you submit your course 
proposal, so please provide an approximate estimate of your expected travel expenses at this stage. You will 
then receive the necessary forms for travel expense reimbursement together with your teaching assignment. 
Please note: 
 If you travel by train, only 2nd class tickets will be reimbursed. 
 If you travel by car, we require a corresponding justification. If you travel by car, a flat rate of 25 cents 

per kilometre applies in accordance with the BRKG. 
 Accommodation costs of up to €100 per night can be covered. 
 The costs for rental cars/taxis/air travel can only be covered if valid reasons are provided. 
The entitlement to travel expense reimbursement remains valid only within a limitation period of 6 months 
after the end of the business trip. 

 

Allocation of seminar places and compulsory attendance  

 How does the allocation of seminar places work, and how should I respond if students approach me 
personally about a place in my seminar? 

Seminar places in Complementary Studies are allocated via a central lottery system in accordance with § 11 
RPO. At least one week before the start of the lecture period, students can apply for a course of their choice 
in myStudy (the exact deadlines can be found in myStudy under: Service >> Information on the semester). 
Whether applicants receive a place or not is decided by the automated lottery system.  
Each semester, some students attempt to circumvent this system and obtain the desired seminar place di-
rectly from the lecturer. For reasons of equal opportunity and the desired group size of usually max. 35 people, 
we ask you not to respond to such requests and not to "overbook" your course. You are welcome to refer 
students with relevant questions to the Complementary Studies Team. We can guarantee you and the students 
that more than one seminar place per person is available each semester. 

 Are there any exceptions to the allocation of places via the central lottery system? 

It is possible to supplement the lottery system with an individual application process, which must be carried 
out before the first lottery phase. Students must then submit an additional letter of motivation to you, for 
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example. If students who have not submitted a letter of motivation are allocated a place via the lottery system, 
you can deregister these applicants in myStudy and allow other applicants with letters of motivation to move 
up the list. In order to prevent applications without letters of motivation from being submitted in the first 
place, we can initially set the number of participants to “0” in myStudy and only allocate places to those 
interested who have submitted a letter of motivation. If you wish to do this, you should consult with the 
Complementary Studies team as soon as possible after your course has been approved.  

 Is attendance compulsory and can I exclude students who regularly fail to attend my course? 

There is no compulsory attendance for students in Complementary Studies courses. 

However, lecturers can independently remove students who do not attend the first two sessions (or an equiv-
alent amount of time for block courses) without giving a reason from the participant list via myStudy. The 
vacant places will then be automatically allocated to the students on the waiting list, if necessary.  

For a better overview, you can also keep a personal record of who regularly attends your course and who does 
not in the form of signature lists. In this case, however, you should communicate to the students that this 
has no formal consequences but only serves to keep track of who is required to catch up on the content 
independently. This is because, as a general rule, students have a duty to inform themselves. This may be 
relevant for you, for example, when it comes to evaluating your teaching and you want to check whether your 
input has reached the students at all. 

 What does opening my course to school students and guest students mean? 

The student study programme is an offer for school pupils who want to attend university courses and earn CP 
credits before they start their studies. https://www.leuphana.de/college/studienberatung/studieninteress-
ierte/fruehstudium.html  

For guest students who wish to further their education at an academic level or deepen their areas of interest, 
Leuphana University Lüneburg offers a wide range of courses each semester as part of its Open Lecture Hall 
programme. https://www.leuphana.de/en/professional-school/continuing-education/guest-auditors.html  

The target groups are relatively small, which is why, based on previous experience, only low demand is to be 
expected. We ask lecturers in Complementary Studies to support these offerings and to make their courses 
available for this purpose. 
 How do I select examination components for my course? 

The subject-specific appendix (FSA) to the framework examination regulations for Complementary Studies 
(Gazette 02/25 of 20 January 2025, pp. 4-7) specifies which examination requirements can be used. There 
are two types of courses and examinations to choose from for each module. Courses can be lectures or sem-
inars. The examination is a supervised written examination or a combined assessment. 
All information on regulations and deadlines for examinations can be found at 
https://www.leuphana.de/lehre/pruefen/pruefungsorganisation-fuer-lehrende.html.The entire examination 
process is described in detail here. Please read these instructions carefully and observe the regulations de-
scribed to ensure a smooth and legally compliant examination procedure.  

 Can I hold my event in an online format?�

In principle, this is possible; for more information on the exceptions and the associated approval process, 
please refer to section 6 of the following guideline.  
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