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Regulations for UCLouvain continuing education courses

General Principles

Art.1.

Art.2.

Art.3.

Art.4.

Art.5.

These regulations apply to all participants enrolled in a continuing education course (university
certificate, inter-university and/or inter-higher education college certificate, statement of
completion and statement of participation) hereinafter referred to as ‘participant’.

Courses for 2CE / 9CE certificates at master's level (CFC level 7) are excluded from these
regulations. These courses are subject to the General Regulations for Study and Examination
(French: RGEE), which can be consulted on this page:
https://www.uclouvain.be/fr/universite/rgee

For all matters not expressly provided for in these regulations, please refer to the General
Regulations for Study and Examinations (RGEE): https://www.uclouvain.be/fr/universite/rgee

Each admissions committee may add special provisions to these regulations where applicable.
The said special provisions must not contravene any provision of these regulations.

Any special provisions for each continuing education course are submitted to the Board of the
Continuing Education Council for approval when the application for accreditation or for
renewal of accreditation is submitted.

The catalogue setting out the continuing education courses available at UCLouvain can be
viewed at https://www.uclouvain.be/fr/formation-continue .

By enrolling in a continuing education course (university certificate, inter-university and/or
inter-higher education college certificate, statement of completion and statement of
participation), the participant becomes subject to the present regulations.
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Definitions

Art.6.

In these regulations, the following definitions shall apply:

University certificate: a document which does not confer an academic degree but confirms
successful completion of a structured course of at least 10 credits organised by a higher
education institution, the award of the associated credits by that institution and the level of
the said credits.

Inter-university and/or inter-higher education college certificate: a document which does not
confer an academic degree, but certifies the successful completion of a structured course of at
least 10 credits organised by multiple higher education institutions, the award of the
associated credits by the said institutions and the level of the said credits.

Statement of completion: a document which does not confer an academic degree, but certifies
the successful completion of a structured course of less than 10 credits, organised by a higher
education institution.

Statement of participation: document providing evidence of engagement and attendance by
a participant in a course as specified in article 19. This document does not confer an academic
degree or award credits but certifies participation in a training course and any associated
examination.

Continuing Education Council (COFC): the body at UCLouvain that determines its policy on
continuing education. It draws up the policy on continuing education for the purpose of
strategic and organisational decision-making and presents it to the UCLouvain academic
authorities.

Steering committee (COPIL): a group made up of the academic head of a continuing education
course and other individuals (academics, experts, administrative staff, etc.) chosen by the
academic head to assist them in developing the course plan. The COPIL's mission is to oversee
the creation and organisation of the relevant continuing education course.

Admissions committee: a group made up of the academic head of a continuing education
course and other individuals (academics, experts, administrative staff, etc.) chosen by the
academic head to assist them in determining the acceptability of an application for admission
submitted by a prospective participant. This committee determines whether an application is
admissible according to certain predefined criteria.

Examination jury: the jury comprises at least five course staff, including a chairperson (who
must be an academic from the course) and a secretary.

Actual course attendance: the participant’s actual participation in the activities scheduled as
part of the course. This may be in the form of physical attendance or online attendance
where this is explicitly authorised or required.
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Organisation

Art.7.

Continuing education courses comprise a structured set of learning activities designed to
complement, broaden, improve, update or refine the learning outcomes of higher education
graduates or individuals who are able to build on similar professional or personal
achievements.

Continuing education courses result in either a university certificate, an inter-university and/or
inter-higher education college certificate, a statement of completion or a statement of
participation. Under no circumstances can continuing education studies lead to the award of
an academic title or degree.

Only university certificates and inter-university and/or inter-higher education college
certificates are eligible for the award of credits.

Registration

Art.8.

Art.9.

All applications to register for a continuing education course must be submitted in accordance
with the procedures and conditions laid down by the Steering Committee for each course.
These procedures can be viewed on the specific website of each course.

Specific registration fees are payable for each course.

The participant must pay the registration fees within the deadlines set out in the specific
regulations for the relevant course. In the absence of special arrangements, the participant is
required to pay the registration fees before the course begins.

Registration for the course and award of the certificate or statement are conditional upon full
payment of the registration fee and submission of a complete application for registration by
the participant.

A registration may be cancelled at the express request of the participant.

If the request for cancellation is made within 15 days of the start of the course and unless
otherwise specified in the special conditions 50% of the registration fee is still due.

In the event of cancellation after the start of the course, the full registration fee remains
payable.

Every participant wishing to cancel their registration must notify the academic supervisor
and the course administrator.
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Art.10.
Unless otherwise specified, registrations close on the last working day before the beginning of
the course.

Attendance

Art.11.
Course attendance is mandatory. Participants are required to certify their attendance by
means of the attendance verification system.
If proof of attendance has not been provided in accordance with the preceding paragraph, the
participant will be considered as absent for the day in question.
Unless otherwise specified in the special provisions, the certificate or statement is awarded on
condition of actual attendance for at least 80% of the entire course.

Art.12.
In the event of absence, participants in receipt of an incentive to attend the course (paid
educational leave, training voucher, etc.) must present a medical certificate or proof of
attendance at a compulsory professional event or an exceptional event (marriage, death, etc.).
Otherwise, the absence will be considered to be unjustified.

Assessment

Art.13.
If an examination is organised, participation in this is mandatory.
The examination may be oral and/or written. It may also consist of any other work or
placement completed by the participant for this purpose.
The method of assessment for each course and the related procedures are specified in good
time by the academic head and/or the administrative manager.
Unless otherwise specified in the special provisions, admission to the examination is subject to
actual attendance for at least 80% of the course activities.
The participant cannot receive the certificate or statement of completion if they have not
taken and passed the examination.

Art.14.

If, due to health-related or professional reasons, or due to exceptional family circumstances,
the participant is unable to attend the examination, they must inform the jury president and/or
the administrative manager as soon as possible, and provide justification for the absence to
the jury president and/or the administrative manager no later than the day following the end
of their inability to attend. If the absence is considered to be justified by the jury president,
they will take any measures they deem necessary to enable the participant to take the
examination during the relevant session, where possible.

Unless otherwise specified in the special provisions, two examination sessions are organised.
The results are announced within one month after the end of each session.

If a participant wishes to repeat the assessment examination after having failed in the two
previous sessions, or if, for an exceptional reason, they wish to postpone the examination after
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the said two sessions, they must submit a request, stating the justification, to the jury
president. The latter submits the request to the examinations jury, which makes its decision
independently and states the grounds for its decision. If the request is approved, the
participant must register for the course concerned again and the jury will set the date of the
examination.

Any fraud or plagiarism automatically results in failure of the relevant examination or of all or
part of the examinations for the course, as decided by the jury. The participant is heard by the
jury president.

Juries and deliberations

Art.16.

The certificate or statement of completion is issued by the examinations jury.

Appeal to the jury president

Art.17.

Any participant in a continuing education course who considers that the provisions of the
present regulations have not been complied with during examination and deliberation, except
for the independent assessment of the results obtained by the jury and each of its members,
may appeal against the results that are communicated to them.

To be admissible, the appeal must be submitted by the participant by e-mail to the president
of the relevant jury.

To be admissible, the appeal must be lodged within three days of communication of the
results.

The appeal must contain a precise statement of the grounds on which it is based.

The jury president may hear the participant, or any member of teaching staff concerned by the
appeal, to obtain further information. The jury president will record the oral explanations or
receive the written explanations provided by the interested party or parties and retain them
for the purposes of the appeal. When the participant is heard, the minutes of the hearing are
drawn up at the end of the hearing, in two copies, to be signed by the president and by the
participant. One of the two copies is given to the participant; the other is retained by the
faculty.

If the jury president finds any irregularities within the meaning of paragraph 1 in the jury's
decision, they will cancel the said decision and return the case to the jury for a second
deliberation.

The jury president will notify the participant of their decision on the appeal. Except in cases of
force majeure, this notification must be given within seven days of the date when the appeal
was lodged. The decision that is communicated will indicate the procedures for exercising the
right of appeal referred to in article 18.
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Appeal to the Vice-Rector for Student Affairs

The participant may lodge an appeal against the decision of the jury president referred to in
Article 17 with the Vice-Rector for Student Affairs.

To be admissible, appeals must be sent to the Vice-Rector for Student Affairs within five days
of the participant being notified of the jury president's decision, by registered letter or by hand
delivery with issuance of a receipt, no later than 4 p.m. on the day of expiry of the
aforementioned deadline, according to the procedures set out at https://uclouvain.be/recours

In order to be admissible, the appeal must contain a precise statement of the grounds on which
it is based, and must include a copy of the contested decision.

The Vice-Rector for Student Affairs may hear or question the jury president in writing to obtain
further information. They may interview the participant, in the same form, in the presence of
the jury president where applicable. They may also be given a copy by the jury president of
any oral or written explanations received by the jury president in the context of the appeals
procedure set out in article 17.

If the Vice-Rector for Student Affairs identifies one or more irregularities within the meaning
of paragraph 1 in the jury's decision, as confirmed by the jury president, they shall nullify the
jury president's decision and the decision of the jury and return the file to the jury for a new
deliberation.

The Vice-Rector for Student Affairs will notify the participant electronically of their decision
on the appeal within one month of receipt of the appeal.
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Issuance of written certifications

Art.19.

The university certificate, inter-university and/or inter-higher education college certificate or
statement of completion is issued in accordance with the procedure established by the
UCLouvain Continuing Education Council. It shall state the title of the course, the coordinating
university, any partners and their logos, the course faculty, the title of the final dissertation, if
any, and the number of ECTS credits awarded.

No duplicates will be issued.

A statement of participation is the recognition of the participant’s actual engagement in the
course and their course attendance as specified in article 11. This document, which does not
confer an academic degree or award credits, provides evidence of participation in a training
course and any associated examination.

Final provisions

Art.20.

Art.21.

Art.22.

Deadlines run from midnight to midnight. They are calculated from the day after the act or
event giving rise to them, and include all days, even Saturdays, Sundays, September 27 and
statutory holidays. The period includes the date of the deadline. However, if that day is a
Saturday, Sunday, September 27 or a public holiday, the date of the deadline is postponed to
the next day that is not one of those days.

The Steering Committee reserves the right to cancel or postpone the course before the start
date. In this case, any registration fees already paid by the participant will be reimbursed in full.

These regulations were approved by the University's Academic Council on 30 June 2025 and
come into force with effect from the 2025-2026 academic year.



