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Application for authorisation (part of a teaching and research project

Semester WiSe 27/28

Destination(city/country):
(please list all your destinations)

Period: from to
Course Titel:
Modules:

Number of student participants:

Course leader:
possibly additional course leaders (see notes):

Request to increase teaching hours |:|

I.  Travel expenses (course leaders only)

a)Rental of a third-party vehicle (only if no service cars are available at the faculty)
b)Rail, air and ferry fares

c)Toll/Vignette

1. Accommodation costs for course leaders X
. Meal costs for course leaders

IV. Incidental costs (viewings, parking charges, etc.)

(Signature excursion leader)

Please submit the excursion application, including all supporting documents, to personal@geo.fu-berlin.de at least 8
weeks before the start of the excursion. If the excursion takes place during the first 10 weeks of the lecture term, the
deadline for submitting the complete application may be reduced by arrangement.




Required attachments:

e Business travel application (if there are several course leaders, all busines travel applications,
including those for working goup members travelling with the group)

e Schedule/programme (see Excursion Guidelines)
e Campus Management extract: participants
e Possibly a teaching and learning concept (if there is more than one course leader, see notes)

Notes:

The new field trip guidelines emphasise the importance of the Capacity Regulation (KapVO) and the
Teaching Load Regulation (LVVO). These regulations set out the factors used to calculate teaching
loads and the student-tutor ratio.

Factors for calculating teaching load:

Under Section 4 of the LVVO, several lecturers may have their teaching load credited on a pro rata
basis in acordance with their share of the course.

Where a course is taught on an interdisciplinary basis (see the DFG subject classification system,
first column), it may be counted towards the teaching load of the participating lecturers a
maximum of three times in total, and a maximum of once for any individual lecturer. Requests for
increases in teaching loads must be subitted via MyCampus as part of the course planning process.
For non-interdisciplinary course formats (see the DFG's subject classification system, first column),
only one field trip leader may be credited with 100% of the teaching load.

Supervision ratio:

For all current forms of on-site teaching, the supervision ratio is 15 students per supervisor, in
accordance with the KapVO. For groups of 16 students or more, an application may be made for
an additional supervisor, accompanied by a teaching and learning concept. Across disciplines (see
the DFG's subject classification system, first column), several lecturers may also travel with a
smaller group upon application and following the submission of a teaching and learning concept
(see LVVO §4). In the case of field-based courses with increased safety requirements, which
mandatorily call for a second supervisor, an application may be made for central departmental
funding of the travel expenses for the second supervisor, accompanied by a teaching and learning
plan. Upon application, central funding may also be requested for the travel costs associated with
providing a second supervisor due to students' driving licence restrictions. The decision is made by
the Dean's Office in all cases.

Members of a working group, including tutors, may also accompany the excursion at the expense
of their respective departments. A teaching and learning concept is not required in this case.
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