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 Introduction 
The activities of universities are governed by laws and regulations such as the Higher 
Education Act (1992:1434) (HL), the Higher Education Ordinance (1993:100) (HF), and the 
Administrative Procedure Act (2017:900). Precedents from the Higher Education Appeals 
Board and the Swedish Higher Education Authority (UKÄ) provide guidance. Some issues 
can be resolved internally by universities according to local regulations and governing 
documents. 
 
To some extent, these guidelines are based directly on the provisions of HL and HF, and the 
guidelines have been drafted and developed in consultation between the University and 
student union representatives. 
 
In addition to these guidelines, internal governing documents regulate related issues. 
 
If a student considers that a department or the University fails to comply with these 
guidelines, the student should seek remedial action, in the first instance from the relevant 
teacher or examiner via the relevant officer within operating support. Heads of departments, 
chief faculty programme directors, faculty programme directors, and other managers can, of 
course, also be contacted. Support in such issues can also be sought from the student unions. 
All matters handled by the University must be dealt with promptly. 
 
If a student notices that something is amiss, regardless of whether this relates to harassment, 
classroom instruction during the examination period, poor study environment or anything 
else, it is important that the student points this out to the University so that anomalies and 
uncertainties, if any, can be remedied. 
 

 Purpose of the guidelines 
These guidelines aim to explain a number of issues that are central to the students' everyday 
study activities and to provide clarity in relation to procedures to ensure predictability and 
legal certainty. It is important for students to be familiar with applicable procedures and for 
the departments and the University to have clear rules regarding these issues. 

 

 Student influence 

 General on student influence at Luleå University of Technology  
Students participate in the creation of knowledge. Active participation in the University’s 
development by both individual students and student unions should be promoted. 
Departments, units and bodies within the University must have regard to the policy 
document mentioned above. 
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 Student representation 
Students are entitled to be represented when decisions are made and in connection with 
processing of issues that are significant in relation to the courses or the situation of students.1 
Students must therefore be given an opportunity to be represented in all permanent or 
temporary groups or committees that process educational issues and issues regarding the 
students’ working environment. 

 
Rules of procedure at Vice-Chancellor level, Faculty Board level, departmental level and for 
activity support set forth that students must be able to influence processing of matters. The 
rules of procedure provide, among others, how information should be provided to students, 
how consultation with students should take place and how students should otherwise 
participate in the process.2  
 
Student representatives must be given an opportunity to complete, with a normal work effort, 
mandatory elements in courses that coincide with meetings of the University’s processing 
and decision-making bodies. Student representatives shall, where needed and in consultation 
with teaching staff, always receive additional classroom instruction in relation to elements 
that the student missed, where needed. It is the student’s obligation to notify teaching staff 
that he/she is a student representative. 

 

 Course Evaluation 
The University shall give students who participate in or have completed a course an 
opportunity to communicate their experiences of and comment on the course through course 
evaluation arranged by the University.3 The University shall also summarise the course 
evaluations and provide information on the results thereof as well as decisions on remedial 
action, if any. The results must be available to students.4  
 
At Luleå University of Technology, course evaluations fulfil mainly two functions: 
 
• To provide students with an opportunity to evaluate and reflect over their 

education in a structured way, and to participate in the quality development of 
the course. 

• To provide a compilation of the results to the teaching staff and management as 
a basis for quality development of the course and programme. 

 
Students have a right, but not an obligation, to participate in the course evaluation survey. The 
result of the course evaluations provide a valuable basis for improvement of the University 
courses. Accordingly, it is important for students to participate in course evaluations, both in 
                                                 

1 Chapter 2, Section 7 HL and Chapter 2, Section 14 HF 
2 Procedure at Luleå University of Technology, docket number LTU-3142-2018 
3 Chapter 1, Section 14 (1) HF 
4 Chapter 1, Section 14 (2) HF 
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relation to their own learning, but also for future students. The course evaluations are also 
important feedback for teachers. Teachers and students therefore have a joint responsibility to 
ensure that the course evaluations are completed and that the responses provide constructive 
criticism and concrete ideas for improvements. 
 
The department offering the course is responsible for the completion and review of course 
evaluations according to an adopted model and for taking action to improve courses where 
needed. The teacher in charge of a course is responsible for ensuring that the course 
evaluation survey is available to students, either electronically or as a hard copy survey. A 
summary of the course evaluation results is published on Luleå University of Technology’s 
student web after the end of the course. In the summary, the teacher must also respond to 
comments made by students and colleagues in the constant dialogue throughout the course. 
The teacher responds by publishing planned and completed improvement measures on the 
student web. The teacher in charge of the course is responsible for ensuring that a response to 
previous course evaluation results and course development is provided at the start of the next 
course. 
 

 Study planning 

 Overall planning issues 
 

 Work effort and credits 
The scope of the course is specified according to a credit system. Full-time studies during a 
normal 40-week academic year is equivalent to 60 credits.5  One week’s full-time studies is 
equivalent to 40 hours’ studying. When courses and course elements are planned, it is 
important that credits are set based on a reasonable assessment of the expected duration. 

 

 Assignments 
Distribution of various assignments in courses must take place in advance so that students 
have a reasonable opportunity to complete the assignment and receive a response before the 
examination. It is important that the scope of the assignment is well-matched with the 
expected duration and credits. 

 Disabilities 
Students with documented reading and writing difficulties or other disabilities have an option 
to receive educational support. At the University, coordination for students with disabilities is 
part of the Student activity area. Students are responsible for contacting Student to access this 
type of support. It is also the students’ responsibility to inform, for example, teachers, 

                                                 
5 Chapter 6, Section 2 HF 
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examiners, examination administration, and study counsellors about their disability. The 
relevant provisions are found in the adopted “Guidelines for management of special 
educational support in case of disability”.6 
 

 Schedules 
The schedule for a course must be available on Luleå University of Technology’s website no 
later than ten working days before the start of the course. After this date, no changes to the 
schedule may be made except for purely course administrative reasons or to create better 
conditions for the students’ learning. The departments are responsible for submitting the 
information required for the schedule by the applicable deadline in order for the schedule to 
be completed by the specified deadline. After the start of a course, changes to the schedule 
can be made in consultation with the participants in the course. Changes to the schedule must 
be announced immediately. The course coordinator is responsible for providing information 
in case of any change to the schedule. 
 
The examiner and/or course coordinator must take into consideration and respect the modular 
schedule, examination periods and joint scheduled activities when planning and scheduling 
classroom instruction. Modular planning of courses must be available no later than ten 
working days before the last date for applications to the course and programme. 
 

 Study guidance and vocational guidance 
To support and facilitate the individual student’s study planning, the University must have a 
well-functioning study guidance where the student has an opportunity to talk about various 
educational choices and discuss potential alternative paths to degrees.7  
 

 The student’s individual study planning 
 

 The student’s responsibility 
Students are responsible for planning their studies and for their own knowledge development. 
Study planning can take place with the support of, for example, study counsellors, faculty 
programme directors, examiners and other teachers. This includes, among others, 
 

• Students are responsible for registering on a course when the course starts. 
• Students are responsible for giving notice of a specialisation in a timely manner in cases 

where the course includes specialisation. 

                                                 
6 See also Guidelines for management of special educational support in case of a disability,  
docket number LTU-3619-2018 
7 Chapter 6, Section 3 HF 
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• Students are responsible for applying to the examiner by the application deadline. 
• Students are responsible for their own individual study planning. 
• Students are an obligation to keep themselves updated in matters regarding the studies 

by regularly reading their student e-mail and the course and educational information 
available on Mitt LTU [My LTU], on the University’s website and on the learning 
platform. 

• Students are responsible for keeping themselves updated in relation to their curriculum 
and studying sequence. 

 

 Dropping out from a course 
There are two ways of dropping out from a course: early dropping-out within three weeks 
after the start of a course and dropping-out later than three weeks after the start of a course. 
Students wishing to drop-out early can do so via Mitt LTU. Dropping-out later than three 
weeks after the start of a course is done in writing on a form via the student web.  
 

 Dropping out from a programme 
A student wishing to drop out from their studies early, i.e. ending their studies before the 
examination, must notify the study counsellor of the student’s programme in writing. The 
drop-out is effective from the date when the notice is registered in the study documentation 
system Ladok. 
 

 Approved leave from studies 
A student may resume their studies following approved leave from studies in case of special 
reasons.8 Special reasons include social, medical or other special circumstances such as caring 
for a child, military service, civil service, or student union assignments. Military basic 
training according to the Ordinance on basic military training (2015:613) or student union 
assignments. Special reasons may also involve temporary probational employment under 
Section 12 of the Act (2012:332) on Certain Defence Employment (2012:332) or Service in 
National Defence for persons employed as occasional group commanders, soldiers or sailors 
according to said Act9  
 
Students are guaranteed a right to resume the studies after the approved leave from studies. It 
is the student’s responsibility, before resuming the studies, to check and follow the 
instructions specified in the decision. Applications for leave from studies must be made on a 
form via the University’s student web. A decision that a student may continue their studies 
following approved leave must provide for a specific time period.10   
                                                 

8 Chapter 7, Section 33 HF 
9 See also Section 4 UHRFS 2013:3 latest version 2018:4 (Statute Book of the Swedish Council for Higher 
Education) 
10 5 § UHRFS 2013:3 latest version 2018:4 
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If a student leaves their studies without applying for approved leave, the student will be 
considered to have dropped out. This means that a student who does not comply by 
submitting an application for approved leave may lose their ability to resume the studies at the 
time sought by the student. The opportunity to resume the studies is only available where 
there is a free place.11   
 

 Course syllabus 

 Legal status of a course syllabus 
Each course must have a course syllabus.12 The course syllabus is a legally binding provision 
approved by the University which is generally applicable and must be complied with both by 
staff at Luleå University of Technology, such as teaching staff and course examiners, as well 
as students.13  
 

 Restrictions on sitting of tests 
Restrictions, if any, in relation to sitting of tests or practice periods must be specified clearly 
in the syllabus.14 
 

 Transitional provisions 
In connection with a decision to amend a syllabus or discontinuation of a course, a decision 
regarding transitional provisions must also be made. 
 

 Contents of syllabus 
The syllabus must include the following: level of course, number of credits, objective, special 
entry requirements, forms of assessment of student performance and other required 
provisions.15  
 
Syllabuses at Luleå University of Technology must also include: 
 

• Course name 

                                                 
11 See the Higher Education Appeals Board’s decision dated 20 January 2006, registration no. 47-930-05 and the  
National Agency for Higher Education’s supervisory decision dated 20 December 2005, registration no. 31-
2324-05. 
12 Chapter 6, Section 14 HF 
13 UKÄ’s Legal certainty of examination, third edition p. 19. 
14 Chapter 6, Section 21 HF 
15 Chapter 6, Section 15 HF 
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• Main contents of course and implementation  
• Course grading system 
• Various parts of the course (elements) 
• Whether there are restrictions in relation to the number of sittings of tests and 

placements or equivalent are limited 
• When the syllabus or the revised syllabus becomes effective and transitional provisions 
• Bibliography 
• Course examiner 
• Possibility of adapted or alternative form of examination, where needed, where there is 

a decision on special educational support 
 
 

 Overlapping courses 
Overlapping courses must not be included in the degree. The syllabus must indicate clearly 
when two courses have substantially the same contents, i.e., overlapping courses. In case of 
uncertainty in relation to the contents of similar courses, the student must contact the relevant 
examiner.  
 

 Adoption of syllabus 
The head of department decides to adopt a syllabus. The head of department can delegate the 
decision to the faculty programme director.16 
 
Syllabuses for independent courses and programme syllabuses should be adopted and 
available to students no later than the date when the independent course or programme opens 
for applications. Amendments in relation to course content and course literature for courses 
within a programme are allowed if there is a need to revise the course for quality reasons. If 
so, revisions must be made no later than eight weeks before the start of the course. In cases 
where there are changes to courses within a programme, changes of regulations regarding 
entry requirements and selection may also be required. Revisions of course syllabus 
regulations may need to be adopted and made available to students in advance, i.e., earlier 
than eight weeks before the start of a course. How far in advance is sufficient is determined 
from case to case.17 
 

 Course literature 
The course syllabus must include mandatory course literature and reference literature, if any. 
If less than half of a course book is used in the course, this must be indicated in the 
                                                 

16 Vice-Chancellor’s decision and delegation powers for Luleå University of Technology, docket number LTU-
3146-2018 
17 UKÄ’s Supervisory Memo dated 5 June 2018, registration no. 32-00481-17. 
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bibliography. All course literature must be available in the University library, electronically or 
as a hard copy. 
 
A complete bibliography must be available no later than ten weeks before the start of a 
course, to provide students with an opportunity to get hold of the literature ahead of the 
starting date of the course. After the start of the course, course literature may only be changed 
following consultation with the course participants. Exceptions can be made for repertoire 
lists in fine arts. 

 Course literature in case of disabilities 
It is the student’s responsibility to give sufficient notice to the examiner in case of a disability 
entailing literacy difficulties. Examiners must take into consideration that it may take eight 
weeks to have course literature uploaded for students who, due to disabilities, need literature 
in other media, and to take action required in connection with this. 
 

 Examination 
The purpose of examinations is to check whether the student has acquired the knowledge and 
skills specified in the syllabus. The form of examination must be specified in the syllabus, and 
the universities decide themselves on the examination forms that will be used. Common 
examination forms are written examinations, mandatory attendance, memorandum, paper, 
laboratory sessions,  cross-group presentations, problem-solving examinations, home 
examinations, academic papers, placements, written group examinations, oral individual 
examinations, several examinations on different dates, self- and  peer-evaluation, oral group 
examinations, computer-based examinations, and ongoing examinations.18 
 
The syllabus must specify if supplements will be used as a form of re-examination. 

 Timing of examinations 
Examinations shall be scheduled between 8 am and 8 pm from Monday to and including 
Saturday. Term tests of instrument- and examination concerts may be scheduled freely within 
the academic year. Exchange students who only spend the autumn term at Luleå University of 
Technology must be granted an opportunity to sit examinations before the Christmas break.19 
 

 Results 

                                                 
18 See UKÄ’s Legal certainty of an examination, third edition p. 21. 
19 See also Re-decision dated 13 November 2012, docket number LTU-2398-2012 
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Students must be notified of the examination results no later than three weeks after the 
examination and no later than two weeks before the next re-examination date.20   
The examination paper must indicate when the result will be published. 
 

 Reporting in Ladok  
The study results must be recorded in the study documentation system Ladok within five 
working days after the end of the correction of the examination. Results from each partial 
examination where students are awarded credits in the syllabus of a course must be registered 
in Ladok independently of each other. 
 

 Examinations for discontinued courses 
Examinations for discontinued courses must be offered so that students are able to complete 
their studies. Re-examination must be offered twice in the first year in which the course is not 
offered and subsequently once annually for another two years. 
 

 Lost examination paper or other examination materials 
If an examination paper or other examination material has been lost and the University is at 
fault, the examiner must ensure the student is granted an opportunity to complete the 
examination again in writing or by oral examination or other knowledge check.21 This must 
take place as soon as possible on agreement with the student. 
 

 Double examination 
Students may sit two or several examinations on the same day and at the same time. This 
requires that the examination application is made both via Mitt LTU and to the examination 
administration before the deadline for applications. The examination will last for the duration 
of the longest examination. 
 

 Examination in other location 
The student’s possibility of sitting examinations in other locations is regulated by the Vice-
Chancellor’s decision. Examinations in other locations may be permitted in case of 
compelling reasons.22 Information and application forms, which must be completed in 
writing, are available on the student web.  

                                                 
20 See Parliamentary Ombudsman’s decision dated 18 July 1991, docket number 3980-1990, UKÄ’s Legal 
certainty of an examination, third edition p. 60 f  and UKÄ’s decision dated 18 December 2015, reg no 31-254-
15. 
21 See UKÄ’s Legal certainty of an examination, third edition p. 54. 
22 See Regulations for examination at another location, docket number LTU-2377-2015 
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 Last examination date before graduation 
Students who only have one examination before graduation may be granted an opportunity to 
sit the exam relating to the course on a separate occasion. The financial and practical 
implications for the University to arrange such an examination on a separate occasion from 
the ordinary examination date must be considered. In order to be entitled to this opportunity, 
all other courses including the degree project must have been completed. A certificate 
showing that this is the case can be obtained from the study counsellor. 
 
A request for an additional examination date must be submitted at least one month in advance 
to the department offering the course. The department will decide on the date of the 
examination, and the examination will be scheduled, to the extent possible, on dates within 
the adopted examination periods at the University. The conditions must be such that the 
examination will have the same level of legal certainty as an ordinary examination.23 Students 
who fail at an extra examination must wait until the next ordinary examination or re-
examination in the course is offered. 
 

 Timetable of examinations 
The dates of examinations must be available no later than ten working days before the 
deadline for applications. No classroom instruction must take place during the examination 
periods. 
 

 Issue of written examination, comments on corrections etc. 
Students are entitled to request a review of an examination paper correction. Studenttorget 
(Campus in Luleå) or a similar function at other Campuses must have clear and recognised 
procedures regarding issuing examination papers and handling of comments on the correction 
of examination papers.  
 
The University may not fail to correct examination papers, report examination results, refuse 
to issue a degree certificate or otherwise use its official status to exert similar pressures in 
case a fee-paying student is unable to fulfil their economic obligations, if any, to the 
University. 
 

 Change of examiner 
A student, who has failed two tests in a course or part of a course is entitled to have another 
examiner appointed unless there are compelling reasons against this.24 Such an application 
                                                 

23 See Instructions for examination locations, docket number LTU-2582-2015 
24 Chapter 6, Section 22 HF 
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should be addressed to the head of department of the department in charge of the course. If 
the student is dissatisfied with the head of department’s decision, the student may refer the 
matter to the Vice-Chancellor. The matter shall, if possible, be resolved before the next 
examination. 
 

 Credit transfers 
If a student has completed a certain university course with a pass, the student is entitled to 
transfer the credits when attending a course at another university. This does not apply, 
however, if there is a significant difference between the courses.25 In cases where credits in a 
course or a part of a course can be transferred, a note shall be made about the credit transfer in 
Ladok.26  Decisions on credit transfers are made in accordance with the Vice-Chancellor’s 
decision and delegation of powers27.  
 

 Study abroad 
Following studies abroad at an academic institution, where the University has provided a 
place pursuant to an agreement, the student must receive credits corresponding to the 
student’s documented performance. This only applies in cases where the studies do not 
overlap with previous studies and have been conducted at academic level. The student must, 
following completion of studies abroad, apply for a credit transfer on a special form for this 
purpose, which is available on the University’s website.  
 
Students who plan to study abroad independently, so-called “free movers”, must apply for 
leave. Applications for credit transfers are made on the form referred to above. In these cases, 
an individual assessment regarding potential credit transfer is conducted on the return of the 
student. The University does not guarantee that a credit transfer will be made in relation to 
such studies. 
 

 Approval of internship and placements 
All departments who are in charge of courses involving internships and placements must draft 
special guidelines for how this activity will be conducted. 
 

                                                 
25 Chapter 6, Sections 6-8 HF 
26 Re-decision dated 13 January 2015, docket number LTU-3053-2014 
27 Vice-Chancellor’s decision and delegation powers for Luleå University of Technology, docket number LTU-
3146-2018 
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 Degree certificates 
The student is responsible for applying for a degree certificate. Luleå University of 
Technology’s implementation of the national and local examination provisions are adopted in 
“Guidelines for management of examination matters”.28 
 

 Processing of personal data 
The student’s personal data are processed in accordance with the Data Protection Regulation 
(GDPR).29 The University processes personal data in and for the University’s assignment as 
educational provider and research institution. The University is responsible for ensuring that 
the personal data are protected by adequate technical and organizational measures. Further 
information on the processing of students personal data is available on the student web. 
 

 Misleading and disruption 
To prevent misleading in written tests and other examinations and disruption or hindrance of 
classroom instruction or tests, it is important that students are provided with information on 
courses and how they are examined early on, and that students and employees are familiar 
with the University’s rules regarding, for example, education, examinations, written 
examinations and disciplinary offenses and actions according to HF. 
 
The regulations applicable to written examinations are set out in ”Regulations applicable in 
exams”.30  “Guidelines for management of disciplinary matters” describe the management of 
a disciplinary matter at Luleå University of Technology.31   
 

 Fees and costs 

 Free education at basic level and advanced level 
The education at the University is free for students within the EU/EES. This means that no 
fees may be charged for any elements in the syllabus, regardless of whether the course where 
the element is included is mandatory or optional, however with certain exceptions such as 
camps, study trips and the like. 
 
When mandatory information is submitted in a course, the department must provide printing 
facilities to a reasonable extent.  

                                                 
28 See also Guidelines for management of examination matters, docket number LTU-3351-2017. 
29 Regulation of the European Parliament and of the Council (EU) 2016/679. 
30 Examination regulations, docket number LTU-1745-2015. 
31 Guidelines for management of disciplinary matters at Luleå University of Technology, docket number LTU-
492-2015. 
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 Costs 
The education involves certain costs which the student must cover, such as 
 

• course literature which includes large volumes of compendiums and copied materials,  
• instruments, 
• consumables such as textile materials, clay and paints, if the student disposes of the 

result, 
• costs of copying the student’s own copies of written work, degree projects and 

academic papers, memory cards and other storage media, 
• personal equipment such as training clothes, 
• deposit fees for keys or cards, 
• costs in connection with completion of degree projects such as traveling and phone 

calls, 
• potential additional costs at learning centres, other universities or similar if the student 

wishes to sit an examination in a different location, 
• accommodation during trips to and from locations where placements/internships are 

completed. 
 

 Physical and psychosocial work environment 

 Work environment 
It is everyone’s responsibility to contribute to a better work environment. Students are 
equivalent to employees according to the Work Environment Act. 
 
The University is responsible for ensuring that the physical work environment, including 
premises, ventilation, lighting and audio is good, that the premises are accessible and do not 
exclude students with disabilities, and that the premises are not used for more individuals than 
the specified dimensioning number. 
 
The psychosocial work environment includes the student’s rights to participate and be 
respected, and the right to have insights into and be able to influence decisions. 
 

 Student health and safety representatives 
There must be student health and safety representatives at the University. Their task is to 
review the work environment and identify shortcomings to those in charge at the University. 
The student health and safety representatives are appointed by the student unions. The 
University is responsible for training the student health and safety representatives. 
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 Student healthcare 
The University must provide students with student healthcare. The student healthcare is 
provided by Guidance and Health at Luleå University of Technology. The primary task of 
Guidance and Health is to promote the students’ physical and psychological health. The 
activities are preventative and also provide support to other activities at the University and 
contribute with specific competence in relation to students’ health. 
 

 Equal treatment 
The purpose of the Discrimination Act (2008:567) is to promote equal rights for, e.g., students 
and course applicants and to strive for equal treatment regardless of, for example, gender, 
gender-based identity or expression, ethnicity, religion or other belief, disability, sexual 
orientation or age. This also applies in placements and internships. 
 
The University must pursue targeted work to promote the student's equal rights and to 
investigate and take the necessary measures to prevent harassment and offensive treatment.32 
 
 
 

                                                 
32 See also Guidelines for discrimination, harassment and victimisation at Luleå University of Technology, 
docket number LTU-3225-2018.  
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