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EXEMPTION APPLICATION (only applicable if the exemption is requested for a non-identical course unit, using another course code.)
	Academic year: 
	Study programme: 

	Surname:
	First name:

	Studentnumber KULeuven:
	E-mail (studentmail): 

	Place of residence:
	Mobile phone:


Exemption application for: 
	Code of the subject (e.g. D0R23A) 
(check http://onderwijsaanbod.kuleuven.be/opleidingen/e/F_50000208.htm)
	Title of the subject (e.g. Political Business Strategy)
	Studypt (ECTS)

	
	
	


On basis of the following obtained credit(s):
[Note: more than one subject can be mentioned. If possible, please note down a weblink with a detailed description of the subject you attained a credit for in a certain year]

	Code
	Title of the subject
	Weblink with info on the subject (e.g.. http://onderwijsaanbod.kuleuven.be/syllabi/e/D0R23AE.htm)
	Obtained in academic year
	Studypt (ECTS)

	
	
	
	
	


I add the necessary proof (official results stating the obtained credits) from the following course(s) I took:  

	Name subject (add weblink if possible)
	Name institution 

	
	


□ Academic Bachelor: 
	Name subject (add weblink if possible)
	Name institution

	
	


□ Academic Master:
I submit this application on (date) :  …………/……………/…………. and add the necessary proof to this application.
Points of interest:
· Only one exemption application is allowed per from.
· Send in the form with the necessary proof/additional information to studying@econ.kuleuven.be with ‘EXEMPTION APPLICATION in course’ as subject of the email. (if not all proof/additional info is available electronically, please hand in the application at the Student Office of the faculty: FBE Student Office – Hogenheuvelcollege HOG 00.120/ Naamsestraat 69 / 3000 Leuven)
· in the first  semester: before the third Wednesday of the academic year (ISP-deadline)
· in the second  semester: before  the third Wednesday of the second semester (ISP-deadline)
· Please also submit the exemption electronically in your ISP.
· Only complete and correctly filled in applications with the necessary proof will be processed. 
To be filled in by the faculty
Name staff member of education responsible :………………………………………………………

Info by the lecturer concerned (………………………………………………………………………..) relating to the equivalence of the content (date: ………/………./……….)
□ content is equivalent
□ content is not equivalent
Decision of the faculty (to be filled in by the staff member of education in discussion with the programme director) : 
□ Approved when applying the criteria
□ Denied when applying the criteria
□ Approved according to the decision
□ Denied according to the decision
Motivation of the decision: 

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Explanation on exemption applications 

· What is an exemption? 

· When can I obtain an exemption? 

· How will my exemption application be judged? 
· When do I need to apply for an exemption? 

· How do I need to apply for an exemption? 

· How does the exemption application get processed? 
What is an exemption?

Art. 56. An exemption is the removal of the obligation to take an examination on a course unit or a part thereof if one has already taken an equivalent course unit and obtained a credit certificate for it or if one has obtained a study certificate successfully. . This is decided on the basis of an equivalence assessment by the programme director, possibly in consultation with the lecturers involved, as set forth in article 62. An exemption can no longer be granted after the individual annual programme is definitively approved.

When an exemption is approved, the obtain examination marks for the equivalent course unit is not taken into account again. Deviating from this rule, examination marks obtained earlier can be carried over and taken into account in the following cases:

a) credit certificates obtained in the context of a credit contract for identical course units which occur in a course programme for which one in subsequently enrolled with a degree contract ;

b) credit certificates for identical course units that are shared with multiple courses of study which are taken simultaneously or consecutively;

When can I obtain an exemption? 
Art. 57. The programme director shall grant an exemption on the grounds of:

a) a credit certificate obtained in its institution or another institution;

b) a certificate of aptitude delivered by an authenticating body;

c) a PAS which has not been ratified by means of a credit certificate but via another qualification.

For exemptions, only the following forms of competencies, knowledge, insight, skills and attitudes can be acknowledged if they meet the following conditions:

- authentic: they represent the achievements of the candidate him/herself;

- current: they represent the current competence level of the candidate;

- relevant: they are sufficient to cover the relevant elements of a programme of study.

In principle, the scope of the exemption from a given course unit equals the study load of the original course unit, unless decided otherwise by the body designated by the programme director on the grounds of an equivalence assessment. The scope of an exemption is expressed in whole credits. The scope of a partial exemption is determined by the programme director.

How will my exemption application be judged? 

The obtained results are compared to the strived for results in the current course unit. Information on the set results is gathered from the following sources:


-The objectives which are formulated in the syllabus

-If necessary supplemented with the course information and course documents which are available via Toledo

Thus, this judgment is subject to change, since even with unvarying course names and/or course scope, course units or programmes can evolve in content or the content can be developed in various ways by different institutions/programmes. Thus one cannot claim an exemption solely on the grounds of an exemption obtained by a fellow student, unless it is clear that the content is sufficiently equivalent and the course unit which one is requesting an exemption for, has not changed. 
When do I need to apply for an exemption? 
Art. 53 § 2. Exemptions are preferably requested at the first enrolment for a programme of study.
Exemptions for course units taught in the first semester or throughout the entire academic year must be requested no later than the third Wednesday of the academic year, in compliance with the procedure laid down in section article 60-61. After this date, students can no longer invoke previously obtained credit certificates, other study certificates and certificates of aptitude in order to adjust their programmes. 
Exemptions from course units taught only in the second semester must be requested no later than the third Wednesday of the second semester.
How do I need to apply for an exemption? 

The application process is as follows: 
1. You have to electronically request the exemption in your ISP
2. You have to complete the ‘exemption application’ form in full and add following proof/additional info:
· A copy of the official results of your last programme 

· (if not available in the weblink of the ECTS course description
-weblink on the form): a description (table of content or short content) of the course on which your exemption is based.

· If necessary, a clear motivation (max. 1 A4)
The exemption application form and the proof/additional information have to be submitted to the faculty: studying@econ.kuleuven.be (by adding ‘EXEMPTION APPLICATION’ for course’ as a subject of the email) or, if not all the proof/additional information is available electronically, you have to hand it in at the reception/Student Office of the faculty. 
How does my exemption application get processed? 
Step 1: Student submits the application electronically in ISP, completes the ‘exemption application’ form in full and sends the proof/additional information to the faculty via studying@econ.kuleuven.be (by adding ‘EXEMPTION APPLICATION’ for course’ as a subject of the email) or, if not all the proof/additional information is available electronically, hands it in at the reception/Student Office of the faculty.
Step 2: The Student Office checks whether the application can be linked to certain model decisions concerning exemptions (these are principles which provide the guideline for granting exemptions) OR contacts the lecturer for equivalence of content. 

Step 3: The de staff member for education finalises the decision with the programme director and delivers this decision to the Student Office. 
Step 4: The ISP-coordinator puts the decision into the ISP of the student and the student can consult the decision in the ISP. 
� The ECTS course description of a course can often be found in the archive on the website of your former institution. Do not submit textbooks, but try to make clear why you believe the objectives of the course for which your submitting an exemption application, are similar to those of a course you’ve already taken in the past.  
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