
 

 

 
 

″Low-barrier Digital Teaching″ Guide for Students 
Status: June 2020, based on a source from LMU1 

 

 
Dear Students, 

 
Today’s uniquely challenging situation with restrictions of on-site events and the 

establishment of online formats in teaching poses new challenges for teachers and 

students alike. At the same time, however, it opens up possibilities and chances. 

On the one hand, teachers and students shorten partly time-consuming commutes 

on their way to the university or from lecture hall to lecture hall. ″Timetables″ can also 

often be structured in a considerably more individualised way, but in many cases 

what is missing is personal contact and interaction. 

But on the other hand, there’s a risk that not all needs are taken into account: Certain 

communication platforms or methods such as virtual group work can present you 

with unimagined communicative, technological or organisational challenges. Literary 

work can be hard to implement when related texts aren’t prepared in a barrier-free 

way. If you don’t have the technological prerequisites at home to participate in 

lectures such as reliable internet access, computer/laptop, printer, scanner, etc., then 

it’s time to come up with creative solutions. 

 
This guide should give all students useful tips on how to successfully participate in 

online teaching. One of the guide’s core foci is on students with disabilities or a 

chronic illness. 

The content of this guide is ″work in progress,″ i.e. we aim to update it continuously 

and adapt it to circumstances at HHU. That’s why it could well be that things are still 

missing or sometimes even already outdated. Simply send an e-mail to the 

counselling centre of the Commissioner for Students with Disabilities or Chronic 

Illnesses bbst@uni-duesseldorf.de or for general issues to the Diversity 

Coordination Unit diversity@hhu.de. 

In this way, we can include new developments or delete outdated 

recommendations whenever necessary. 

 
Thank you and stay healthy!2 

 
Dr. Inge Krümpelbeck Daniela Langer 

 
Head of the Diversity Coordination Unit Commissioner for Students with Disabilities or Chronic 

Illnesses  
 

 

1 You can call up the original source here. The adaptation was made with the kind approval of the counselling 
centre for students with disabilities and chronic illnesses of LMU. Thank you very much for this. 
2 Please also always observe the general HHU information about Corona. 

mailto:bbst@uni-duesseldorf.de
mailto:diversity@hhu.de
https://www.uni-muenchen.de/studium/beratung/beratung_service/beratung_lmu/beratungsstelle-barrierefrei/studierende-barrierefrei-dig.pdf
https://www.corona.hhu.de/
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1. General information on successful digital teaching 

 
1) Inform your lecturer (if possible already in advance) that you’re attending the 

event and have a type of disability. You’re welcome to give tips for successful 
participation, too. 

 
2) Try to find alternative ways of participating together with your lecturer. Do not 

hesitate to contact the counselling centre if it is hard to agree on a solution. 

 
3) Before starting, think about strategies for working from home, how you can  

improve the framework conditions for yourselves there (e.g. minimal distractions, 

prevention of background noises). 

 
4) Use the materials the lecturer provided and, if necessary, the options to ask 

questions independently of time which are offered, e.g. via personally agreed 

video/web chat or per e-mail. If the lecturer doesn’t offer any options to ask 

questions (yet), find out whether such offer might be possible. 

https://wp.uni-oldenburg.de/edidactics/covid-19-digitale-lehre/tipps-studierende/
https://www.uni-duesseldorf.de/home/studium-und-lehre-an-der-hhu/studium/studienberatung2/beratung-fuer-studierende/content-studienberatung-wp/studienberatungsportal/virtuelles-beratungscenter-fuer-studierende/studium-im-home-office.html
https://www.uni-duesseldorf.de/home/studium-und-lehre-an-der-hhu/studium/studienberatung2/beratung-fuer-studierende/content-studienberatung-wp/studienberatungsportal/virtuelles-beratungscenter-fuer-studierende/studium-im-home-office.html
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5) For digital courses: Make sure you have good quality sounds and images and 

a calm, e.g. single-colour background with a good contrast. You help other 

students in this way, too! If teachers and fellow students don’t have the 

preconditions for good quality sounds and images, let your course know about 

this. 

 
6) Ask for an attentive, considerate communications culture in case this has 

not already been specified, for example: in video conferences with several 

participants only one person speaks at a time, the listeners set their audio to 

″mute″ unless they want to contribute to the discussion. 

 
7) ″Examinations can also be taken online or other forms of making exam 

components more flexible can be offered. Get information about this from the 

relevant lecturer in charge or from the Chairperson of the Examination Board. 

Individual adjustments of examination conditions are also possible through 

compensation for disadvantage, if necessary. The counselling centre will gladly 

advise you about this.″ 

 

2. Potential measures and supportive tools sorted by digital 

teaching format 

Synchronous online lecture or seminar 
 

o Enhancing the quality of audio and video: If possible, headsets should 

be used (ideally with integrated microphone) to substantially improve the 

sound quality. Participants should take the following into account: 

▪ Good lighting on your face (visibility of shape of mouth) 

▪ A calm or single-colour background with good contrasts to the person 

▪ An appropriate pitch and speaking rate. 

 

o Considerate communications culture: During online meetings, only one 

person should always talk, all other participants should set their audio to 

mute. In many cases, you can also speak briefly by pressing the space bar 

(switching mute off as long as it is pressed). 

https://www.uni-duesseldorf.de/home/fileadmin/redaktion/BBST/Dokumente/NTA_flyer_druck.pdf
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o Specifically for persons with hearing impairments: You can connect your 

own FM system to the PC/laptop and listen in with this. To do this, (can be 

manufacturer-specific!) the FM system’s transmitter must generally be 

connected to the headphone jack of the PC/laptop with an AUX cable and 

then switched on. The receiver is connected or used as usual. 

▪ If a FM system isn’t available (yet): Even just a ″simple″ headphone 

can eliminate external disruptive noises and improve the quality of 

listening.  

▪ If necessary, contact providers who you’ve already used to find out if 

they can interpret digital lecture formats, too. 

 

Alternatives or supportive tools for spoken contents 
 

o Write questions that the lecturer will be asked, (also) in group chat and ask 

your fellow students to do the same so that everyone can hear these 

questions. Ask your lecturers to repeat the questions again for everyone 

in an audible way. 

 
o After prior consultation with the lecturers, it may be possible to arrange for 

1-2 participants of the student group to prepare a transcript of the course 

contents for everyone – and have these work efforts rewarded as a study 

credit. 

 
o When documents like PowerPoint presentations, graphics or images are 

displayed, ask the lecturer to verbalize/explain them and, if necessary, to 

provide alternative texts and image descriptions for own 

preparation/follow-up work.  

 
o JAWS screen reader, which, among others, seems to be compatible with 

WebEx, has been included in the catalogue of supportive tools by health 

insurance funds.3 

 
o Find out whether recordings of the event are made (or allowed to be) so 

that you can listen to them in peace and quiet, take breaks and passages 

can be repeated.  
 
 
 
 
 
 
 

3 Further advice on WebEx could not be provided so far. Dr Manfred Speldrich (iQu) offers a ″consultation hour″ 
per e-mail for students who are having difficulties using WebEx or similar (http://www.math-nat-fak.hhu.de/news-
detailansicht/article/sprechstunde-fuer-studierende-zur-nutzung- von-digitalen-tools.html). Students can send their 
questions to mathnat-elearning@hhu.de. (last updated in June 2020) 

http://www.math-nat-fak.hhu.de/news-detailansicht/article/sprechstunde-fuer-studierende-zur-nutzung-von-digitalen-tools.html
http://www.math-nat-fak.hhu.de/news-detailansicht/article/sprechstunde-fuer-studierende-zur-nutzung-von-digitalen-tools.html
http://www.math-nat-fak.hhu.de/news-detailansicht/article/sprechstunde-fuer-studierende-zur-nutzung-von-digitalen-tools.html
mailto:mathnat-elearning@hhu.de
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o Clarify at an early stage whether there are options to make up for a lack of 

active participation with substitute activities (especially for seminars, e.g., 

essay, portfolio, etc.).  

 

Applications within Zoom 
 

o Zoom surveys: Suitable for inquiring about prior knowledge, mood, 

opinions, etc. with predefined options for answers. (also good for your 

group work on selecting topics, scheduling appointments, etc.) 

https://support.zoom.us/hc/de/articles/213756303-Umfragen-f%C3%BCr- 

Meetings 
 

o Breakout rooms: Group work and exchange between two persons is 

made possible here. Groups can be set up automatically or manually. The 

advantage is that attention is placed on just a few fellow students, the size 

of the group can be adapted (e.g. smaller group for students with 

disabilities), the chat function can be used for follow-up questions, 

lecturers can send comments like the task to the individual rooms and also 

connect and join the individual groups in case of difficulties for this 

purpose. https://support.zoom.us/hc/de/articles/206476093-Erste-Schritte-

mit-Break- out-Räumen 
 

o Commenting function via screen sharing: During lectures and group 

work, both you and your lecturers can prepare a white slide in PowerPoint 

presentations or Word. You can work, for example, with a question on it. 

Participants have various ways to comment by clicking on the button ″show 

options″, e.g., entering text fields, setting asterisks, drawing something, etc. 

https://support.zoom.us/hc/de/articles/115005706806-Anmerkung-als-Zu- 

schauer 

 

o Response tools: In the list of participants, students have the option to give 

responses like ″raise hand,″ ″green check,″ ″red cross,″ ″faster/slower,″ etc. 

Agree with the lecturer on a signalling method with which you can, for 

example, show that you’re having trouble keeping up or want to ask a 

question. 

 
o Chat function: Chat can be used in myriad ways, e.g., for a so-called 

″short call out list,″ in which students can spontaneously collect key points 

and everyone can read them, too. Questions can also be recorded in 

writing. Private messages are possible as well, e.g. information to lecturers 

about the point at which students stopped reading/learning the material or 

no longer caught up so that repetition is possible. The chat can be 

downloaded as a file. 

 

 

https://support.zoom.us/hc/de/articles/213756303-Umfragen-f%25C3%25BCr-Meetings
https://support.zoom.us/hc/de/articles/213756303-Umfragen-f%25C3%25BCr-Meetings
https://support.zoom.us/hc/de/articles/213756303-Umfragen-f%25C3%25BCr-Meetings
https://support.zoom.us/hc/de/articles/213756303-Umfragen-f%25C3%25BCr-Meetings
https://support.zoom.us/hc/de/articles/206476093-Erste-Schritte-mit-Breakout-R%C3%A4umen
https://support.zoom.us/hc/de/articles/206476093-Erste-Schritte-mit-Breakout-R%C3%A4umen
https://support.zoom.us/hc/de/articles/206476093-Erste-Schritte-mit-Breakout-R%C3%A4umen
https://support.zoom.us/hc/de/articles/115005706806-Anmerkung-als-Zu-
https://support.zoom.us/hc/de/articles/115005706806-Anmerkung-als-Zu-
https://support.zoom.us/hc/de/articles/115005706806-Anmerkung-als-Zuschauer
https://support.zoom.us/hc/de/articles/115005706806-Anmerkung-als-Zuschauer
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Documents, literature and ILIAS/Moodle 
 

Documents provided, 

e.g. presentations, scripts or literary texts 
 

o Give your lecturers feedback about documents which are not barrier-free. 

Most of the time, they’re not even aware of the barriers hidden within them 

or they don’t notice them. Point out HHU’s offer to them, e.g. the Nine point 

paper for low-barrier online teaching or to other guides (CAU Kiel). 
 

There are also a lot of offers and instructions on the barrier-free documents” issue, e.g.: 
➢ guidelines of TH Cologne, 

➢ a checklist for low-barrier PDF documents of the charitable 

organisation ″Aktion Mensch 

➢ and tips on online teaching events held by the University of Hamburg. 
 

o If you have problems with documents that are not barrier-free, e.g., 

scans of books, see whether the PDFs were created in the right way 

(with programs suitable for this; not saved as image format). The 

counselling centre of the Commissioner for Students with Disabilities or 

Chronic Illnesses can also help with some files: bbst@uni-duesseldorf.de 
 

Literature 
 

o Expansion of ULB’s barrier-free e-book offer: Feel free to send the ULB 

suggestions for buying barrier-free e-books. Please use the form on the 

library’s website for this [https://www.ulb.hhu.de/nc/ausleihen-und-

bestellen/fernleihe/erwerbungs- vorschlag.html]. 
 

o Reservation of closed-off individual workplaces on request: If you’re 

unable to use the ULB’s regular learning and work stations due to health 

reasons, you can get a closed-off individual workplace for a limited 

timeframe on request. To do this, please contact auskunft@ulb.hhu.de.  

 

o Campus delivery service for risk groups: If you belong to the Corona risk 

group and can therefore not go to the ULB right now, the ULB can activate 

″ULB’s campus delivery service for exam candidates″ for a limited 

timeframe and send you scans of printed literature of up to 15% of a work 

by e-mail.  

https://www.diversity.hhu.de/fileadmin/redaktion/Oeffentliche_Medien/Diversity_Portal/onlinelehre_barrierearm_gestalten_Mai20.pdf
https://www.diversity.hhu.de/fileadmin/redaktion/Oeffentliche_Medien/Diversity_Portal/onlinelehre_barrierearm_gestalten_Mai20.pdf
https://www.diversity.hhu.de/fileadmin/redaktion/Diversity_Portal/Dateien/Barrierearme_Lehre_CAU_Kiel.pdf
https://www.th-koeln.de/mam/downloads/deutsch/hochschule/profil/lehre/leitfaden_barrierefreie_dokumente.pdf
https://www.th-koeln.de/mam/downloads/deutsch/hochschule/profil/lehre/leitfaden_barrierefreie_dokumente.pdf
file:///C:/Users/Bernhard/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/262YVYN7/%09https:/www.einfach-fuer-alle.de/artikel/checkliste-barrierefreie-pdf/Checkliste-Barrierefreies-PDF.pdf
file:///C:/Users/Bernhard/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/262YVYN7/%09https:/www.einfach-fuer-alle.de/artikel/checkliste-barrierefreie-pdf/Checkliste-Barrierefreies-PDF.pdf
https://www.uni-hamburg.de/studieren-mit-behinderung/infos-lehrende/downloads/handreichung-lehrende-digitale-lehre-studierende-in-besonderen-lebenslagen.pdf
mailto:bbst@uni-duesseldorf.de
https://www.ulb.hhu.de/nc/ausleihen-und-bestellen/fernleihe/erwerbungsvorschlag.html
https://www.ulb.hhu.de/nc/ausleihen-und-bestellen/fernleihe/erwerbungsvorschlag.html
https://www.ulb.hhu.de/nc/ausleihen-und-bestellen/fernleihe/erwerbungsvorschlag.html
mailto:auskunft@ulb.hhu.de
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Please contact the counselling centre for students with disabilities or 

chronic illnesses to receive this service. 

 
o PC for visually impaired: Since the main library is now open again, you 

can get a computer-based workstation there that is geared towards 

visually impaired and blind students. If you need one, please contact 

auskunft@ulb.hhu.de . 

 
o You can participate in an online research consultation hour via 

RocketChat on Tuesdays from 2pm to 4pm: 

https://www.ulb.hhu.de/kompetenzen-erwerben/schulun- gen-und-

beratung/beratung/sprechstunden/recherchesprechstunde.html 
 

ILIAS/ Moodle 
 

o If ILIAS/Moodle is non-transparent for you because, e.g. there is too much 

on the interface, let your lecturers know about this. For example, it might 

be helpful to divide the topics into folders (structures). For example: 

announcements/organisational issues; discourse; literature; lecture slides/ 

scripts; etc.  

 
Earning study credits in virtual teams/group work 

 

o Organise yourselves in a team: point out your needs to the members of 

your team, network and tell your fellow students about suitable platforms for the 

shared exchange.  

 
o Allocate clear-cut and binding tasks fairly among each other which 

correspond to individual possibilities and aptitudes of group 

members, e.g. research: Students who can hear take over the 

transcription, and, in turn, students with hearing impairments write the 

report.  

 
o Individual solutions: Find out if the team task or an oral assignment can be 

replaced with an individual or adapted task (e.g. an essay instead of 

podcast/interview).  

 
Examinations/exam components 

 

o Contact the lecturers in a timely manner and get advice from the 

counselling centre in order to clarify whether and which exam formats 

possibly must or can be converted.  

 
o If necessary, have your already existing compensation for 

disadvantage adjusted (the adjustment must be soundly justified).

mailto:auskunft@ulb.hhu.de
https://www.ulb.hhu.de/kompetenzen-erwerben/schulungen-und-beratung/beratung/sprechstunden/recherchesprechstunde.html
https://www.ulb.hhu.de/kompetenzen-erwerben/schulungen-und-beratung/beratung/sprechstunden/recherchesprechstunde.html
https://www.ulb.hhu.de/kompetenzen-erwerben/schulungen-und-beratung/beratung/sprechstunden/recherchesprechstunde.html
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3. Contact persons and services for students and teachers 

 
We’ve established fixed consultation hours –by phone, per video conference as well 

as on site – during which you can contact us regarding any and all of your questions. 

Consultants from the counselling centre conduct the discussions, which provide initial 

information and record problematic situations.  

 
Click on this website for our office hours and ways to contact us. 

Furthermore, the counselling centre offers, in particular at this time, the following 

services by personal arrangement and agreement: 

➢ Preparing scripts, documents and lecture documents as well as literature 

in barrier-free form for students with  visual impairments 

➢ Lending out supportive tools (by arrangement only) 

➢ Advising and informing students and teachers 

➢ Psychosocial counselling in the scope of compensation for disadvantages  

➢ Intervention in the event of crises and the risk of discontinuing studies 

➢ Joint development and implementation of individual problem-solving 

concepts for studies, study organisation and completion of exam 

components 

 

 
Again, we kindly ask you to: 

Send an e-mail to the counselling centre of the Commissioner for Students with 

Disabilities or Chronic Illnesses bbst@uni-duesseldorf.de or to the Diversity 

Coordination Unit diversity@hhu.de regarding general concerns. 

Only in this way can we keep the guide up-to-date and adapt it to your needs. 

https://www.uni-duesseldorf.de/home/universitaet/strukturen/beauftragte-und-koordinierungsstellen/beauftragter-fuer-studierende-mit-behinderungen-und-chronischen-erkrankungen/auf-einen-blick/informationen-zum-coronavirus.html
https://www.diversity.hhu.de/diversity-dimensionen/die-einzelnen-diversity-dimensionen-an-der-hhu/koerperliche-und-geistige-faehigkeiten/weitere-informationen/psychische-krisen-und-erkrankungen.html
https://www.medizin.hhu.de/studium-und-lehre/umgang-mit-stress-und-krisen.html
mailto:bbst@uni-duesseldorf.de
mailto:diversity@hhu.de

