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General terms and conditions for completing courses run by CIP SEPTEMBER 2024 

The Centre for Internationalisation and Parallel Language (CIP) is the 

University of Copenhagen (UCPH)’s research-based resource and language 

center. 

In addition to the courses offered to UCPH staff and students, CIP also 

offers various language skills development courses for employees and 

students from other educational institutions and similar academic 

workplaces. 

The tailor-made courses can either be group sessions or individual one-to-

one courses and can take place at CIP or at the institution in question.  

The following general terms and conditions will apply to course 

participation at CIP, unless otherwise agreed in writing. 

 

Needs analysis, evaluation and diploma 

CIP sees it as its most important task to offer language skills development 

courses which meet the individual needs of the participants in relation to 

their work tasks at the university. All courses at CIP draw on relevant 

research related to foreign language pedagogy.  

Therefore, prior to any course, participants are asked to fill out a 

preliminary needs analysis questionnaire, which will be sent by email. 

Based on the needs analysis, the course instructor at CIP is able to organize 

courses tailored to the participants' needs and wants. As far as possible and 

where relevant, content on the courses includes material drawn from the 

participants’ own work situations. 

 

Each course is concluded with an online evaluation form that will be 

reviewed by both the course instructor and the administration in order to 

make changes or improvements to the organisation as well as to the content 

of the course. 
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course, which is sent directly to them via email. A diploma is issued to 

participants who have attended a minimum of 75% of the course. In special 

circumstances, e.g. active participation, a diploma may be issued to 

participants who have attended less than this, but at least 60% of the course.  

 

Course timetable and duration 

The actual dates and times for tailored courses are generally agreed upon 

after approval of the course offer. As a general rule, courses are not taught 

during vacation periods and on public holidays. 

The tailor-made courses must be completed within a period of six months 

from the start of the course. Only in special cases may other agreements be 

made. Lessons which have not been held within the agreed period, either 

because the participant has failed to respond to reminders from CIP, or 

because the participant has repeatedly cancelled or not turned up to lessons, 

will be forfeited without refund. 

Cancellation etc. 

Cancellation of a course must take place as soon as possible and may, until 

30 days before the planned start date, be cancelled without cost. If a course 

is cancelled 15-30 days before the planned start date CIP will issue an 

invoice for 25% of the total price excl. costs regarding transportation and 

course material. If cancelled less than 15 days before the start date CIP will 

charge the full course fee of the course.  

 

In the event that an individual lesson is cancelled due to sudden illness or 

other exceptional circumstances, CIP or the instructor must be contacted no 

later than 12 midday the day before the planned course. If the lesson is 

cancelled later than this, the lesson will be forfeited. Notice of cancellation 

is given via email at cip@hum.ku.dk or tel. +45 3532 8639.  

 

In the event of the course instructor being prevented from starting the course 

on time, CIP will inform the course participants whether a new instructor 

has been found or about cancellations or rescheduling, at least three days 

before the planned start date of the course.  

 

If the instructor is prevented from showing up on a particular day during the 

course, direct notice will be given via telephone or e-mail to the individual 

course participants or coordinator of the course in question.      

 

Force majeure 

If a course is cancelled due to force majeure, neither CIP nor the person or 

unit purchasing the course is liable for expenses already paid or for loss of 

earnings. However, in most cases, an attempt will be made to reschedule the 



 

PAGE 3 OF 4 course, if it can be done without further expenses for either CIP or the 

person or unit purchasing the course.  

 

Course participants 

Each course is intended for a specific number of course participants. The 

number is agreed upon before the course starts.  

 

If fewer participants than originally agreed are registered for the course, CIP 

must be contacted, so that an attempt may be made to reschedule the course. 

If there are not enough registrations to create a course, CIP must be notified 

of the cancellation no later than 30 days before the first course date.  

 

Guidelines for courses at CIP 

As a general rule, the Centre for Internationalisation and Parallel Language 

Use (CIP) will primarily offer their language courses with physical 

classroom teaching. In our experience, teaching and learning through 

interaction and dialogue function best when the lecturer and participant (s) 

are physically present in the same room. However, on special request online 

teaching can be arranged online. 

 

Courses may be held in physical classrooms at either CIP on the South 

Campus or at facilities at the respective units arranging the course. If a 

course is conducted online, this will generally be done using Zoom.  

 

The choice of teaching platform (physical/online) should be made in 

consultation with the participants, the teacher, the institution that has bought 

the course, and CIP’s course administration. If necessary, some individual 

teaching sessions may be conducted online, e.g. due to a participant having 

to travel abroad on conferences or for research purposes. 

 

If a participant is not able to attend a physical group course, the teacher can 

agree to provide an alternative in the form of extra exercises/ assignments, 

video presentations, etc. It is not possible to stream teaching, except under 

very exceptional circumstances.  

The maximum number of participants on CIP courses is 12-16 participants.  

You can find more practical information at the CIP website 

 

Fees 

All courses at CIP are priced in accordance with UCPH’s pricing guidelines. 

All instructors working at or affiliated to CIP have the relevant educational 

qualifications at a high level, both in relation to language and pedagogy.  

https://cip.ku.dk/english/course-catalogue/practical-information-about-courses-at-cip/
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time, time for error correction and feedback in connection with both 

teaching and individual supervision.  

Please note that one lessons equals 45 minutes of teaching + breaks. 

Expenses for transport are DKK 400 per hour spent on travelling.  

Transport expenses for a given course are included with the invoicing unless 

the course is held at CIP. 

Other special conditions which may affect the pricing of a course will 

appear in the specific course offer. 

 

VAT is added in accordance with the Danish legislation in force regarding 

invoicing.  

 

Invoicing 

In general, CIP invoices the full amount immediately after the course has 

started and at the latest after the last course session, unless otherwise agreed. 

For invoicing purposes, the EAN number, CVR number and other contact 

information provided by the institution’s contact person must be sent to CIP 

at the same time as the acceptance of the offer is given. 

 

Handling of data 

Personal data from the participant(s) in the course, such as name, contact 

information etc. will be given to the teacher as part of the planning of the 

course. If other data including personal data is needed as part of the course, 

e.g. written material, a consent will be needed.  

 

The participant(s) can always ask which data is kept by CIP. All data will be 

deleted once the course activity has ended.  

 

For further information, please read the privacy policy of UCPH. 

 

https://informationssikkerhed.ku.dk/english/protection-of-information-privacy/privacy-policy/

