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1 Introduction 
 

1.1 General 

In order to work purposefully and efficiently as an organization, and continuously to 
be able to follow the complex processes within higher education, the management of 
ETF Leuven, with approval of its Board of Trustees, makes use of a quality system. 
This system is partly inspired by the model of the European Foundation for Quality 
Management (EFQM).1 This model, developed in Europe and tested globally, which 
strives for a sustainable culture of improvement and innovation within an organiza-
tion, is used by a large number of higher education institutions in Belgium and abroad. 
This quality manual monitors the organization as a whole and education in particular, 
making possible efficient use of resources. To this end, quality cycles relating to edu-
cation at ETF Leuven have been worked out in detail and those for administrative 
management, research and valorization formulated more generally.  

1.2 Starting principles of the system 

Central to the concept of the EFQM model are (1) direction, (2) execution and (3) re-
sults. To best implement these elements, the ETF Leuven uses the following principles: 
 

1. Direction is determined by evaluation of the various processes, especially that 
of educational process. This includes results of the primary educational pro-
cess, results of training, and secondary results such as acceptance by the pro-
fessional field. 

 
2. After evaluation, adjustments and renewed planning may follow. Develop-

ment and adjustment inside and outside the programs comes from the evalua-
tion of achieved results.  

 
3. Implementation is focused on taking maximum advantage of feedback from all 

stakeholders inside and outside the organization. Students, the work field, ac-
ademic, administrative and technical staff, and experts in theology and educa-
tion are involved in the quality system. 

 
4. Direction and results are aligned with external quality requirements, so that 

quality cycles meet the requirements of regular external visitations. 
 
In this way, quality cycles provide information adequately and efficiently so that steer-
ing and optimization can occur as smoothly as possible. 

                                                 
1 The EFQM Model, 2nd ed. (2021). See: https://efqm.org/the-efqm-model/  

https://efqm.org/the-efqm-model/
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1.3 General overview of quality cycles 

Teaching, research and support processes at ETF Leuven are periodically evaluated in 
4 major cycles: 
 

1. Teaching cycle: internal and external evaluation of teaching  
2. Research cycle: internal and external evaluation of research 
3. Staff cycle: internal evaluation of and by staff 
4. Policy cycle: internal and external evaluation of policies  

 
 Instrument Form 

 
Target Frequency Responsible per-

son(s) 
a. course evaluation question-

naire 
students per semester dean 

b. student evaluation question-
naire 

students 2 times per 
year 

dean 

c. bridge consultation meeting students 3 times per 
year 

dean 

d. internship evalua-
tion 

question-
naire 

students annually  dean 

e. alumni day meeting alumni annually administrative di-
rector 

f. alumni survey question-
naire 

alumni Every 2 and 5 
years 

administrative di-
rector 

g. employer survey question-
naire 

employers Every 4 years administrative di-
rector 

h. work field meeting meeting employers annually rector 
i. staff meeting meeting staff 3 times per 

year 
rector 

j. didactic training meeting academic 
staff 

per semester dean 

k. functioning 
conversation 

meeting staff annually dean (AP) / 
administrative di-
rector (ATP) 

l. employee survey question-
naire 

staff annually administrative di-
rector 

m. management 
report 

report management annually rector 

n. policy plan report staff Every 5 years rector 
o. annual plan report management annually rector 
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p. educational visita-
tion 

report management Every 6 years dean 

q. research visit report management Every 8 years dean 
 
These instruments make it possible properly to evaluate: (1) education (a, b, c, d, e, f, 
g, h, and p), (2) research (k and q), (3) personnel (j and k), and (4) policy (i, l, m, n, o, 
p, and q) of ETF Leuven. Where necessary, implementation and policy are adjusted, 
while specific policy instruments (n, o, p, q) also pay explicit attention to innovation. 
Outcomes of most instruments are discussed at various levels of the faculty, including 
the Board of Trustees, management, Research and/or Education Committee(s), and 
staff meetings. Thus the following procedure applies to each cycle: 
 
1. Preparation 
Those who are responsible develop or refine evaluation tools in consultation with 
stakeholders and experts, within established quality frameworks. 
 
2. Collection and processing of data. 
Those who are responsible ensure that evaluation data are collected, processed and 
presented according to the established plan of action. 
 
3. Report 
Presentation of evaluation findings to management and other interested parties.  
 
4. Analysis 
Further analysis and possible follow-up research by management, the education or 
research committee (including subcommittees) and/or other concerned parties. 
 
5. Final report 
The final result is summarized and serves as a basis for follow-up discussions in the 
committees. 
 
6. Evaluation and plan of action 
Results are evaluated, and the committees work on a plan of action with improvement 
measures. 
 
7. Implementation and monitoring 
The developed plan of action is implemented by the concerned parties and results are 
evaluated according to target standards. 
 
The following target standards apply when analyzing data:  

1. Utilization as completely as possible of relevant documentation regarding pri-
mary processes, reports and quality procedures. 
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2. Utilization of information from internal and external stakeholders, including 
constituencies and the work field, because external developments help inform 
policy development. 

3. Meeting overall targets for various assessments and indicators, including those 
from the strategic policy and annual plans. 

1.4 Components of the system 

This quality manual elaborates on the abovementioned cycles for the purpose of edu-
cation through seven focus areas. These focus areas are listed below and developed in 
subsequent chapters of this handbook.  
 
2. Organizational culture and leadership 
3. Vision and strategy 
4. Human resources and management of external partnerships 
5. Management of educational process 
6. Encouragement of development 
7. Stakeholder evaluations 
8. Internal evaluation of results  
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2 Organizational culture and leadership 
 

2.1 General 

ETF Leuven distinguishes the following sections within its organization: (1) General 
Assembly, (2) Board of Trustees, (3) Management, (4) Independent, Assistant and Spe-
cial Academic Staff, (5) Administrative and Technical Staff, and (7) Students. Repre-
sentation of these sections in various meetings is defined in the Internal Regulations. 
 
A distinction is also made within the overall organization of ETF Leuven between two 
levels of leadership. The first level is the day-to-day leadership by the Executive Board 
consisting of rector, dean and administrative director. The individual tasks of the Ex-
ecutive Board members are defined in the Internal Regulations (Art. 2.3.2). Manage-
ment has power to perform all actions belonging to the management of a faculty 
within the budgetary possibilities. It reports at least three times a year to the Board of 
Trustees.  
 
The second level of leadership is governance of the association by the Board of Trus-
tees. This body is involved in the development of long-term policies and approves 
them. It also approves long-term commitments. The Board of Trustees is partially ac-
countable to the General Assembly. In the Board of Trustees at least one student par-
ticipates with a full vote (at least 10% of the board members are students at ETF Leu-
ven). 

2.2 Leadership  involvement in developing and supporting vision  

The mission and objectives of ETF Leuven are defined in the Internal Regulations (see 
articles 1.4 and 1.5) and derive from section 1 of the statutes. Proposals to amend this 
document can be put forward by all sections, and must also pass all sections before 
they can be ratified.  
 
If the initiative comes from the staff, the proposal goes to the Faculty Council and 
Student Council for discussion and the recommendation is passed to the Executive 
Board. Through management, the proposal then goes either to the Board of Trustees 
or back to the Faculty Council. If the Board of Trustees takes the initiative to change 
the formulated mission and objectives, this will be submitted to the Faculty Council 
and Student Council for advice. In all cases, the General Assembly must agree to 
changes in the mission and objectives of ETF Leuven. 
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2.3 Leadership involvement in anchoring and improving policies 

Management has a whole range of tools at its disposal periodically to receive steering 
information (see Chapter 1). Choice of these instruments stems from the pursuit of an 
overall view that includes perceptions and evaluations of the various stakeholders. 
Management ensures that results from these measurements are summarized. This in-
formation can in part be used to modify the mission and objectives. Modification pro-
posals are directed either through the Faculty Council or through the Board of Trus-
tees in accordance with the procedure mentioned in § 2.2. 
 
In addition, the Executive Board prepares a management report in the month of May, 
which usually coincides with the annual report of the institution. In it, results of the 
faculty's teaching, research and academic services are discussed. The Executive Board 
discusses strengths and weaknesses, reviews opportunities and threats, and presents 
and discusses its findings at the annual staff retreat.  

2.4 Leadership involvement in the field of work 

Annual meetings are held between the management and the work field. A meeting is 
also held at least once a year with the German Förderverein, which consists of a group 
of people who contribute to (financial) support of ETF Leuven. Management periodi-
cally speaks with delegates from the Flemish Evangelical Alliance (EAV), the Nether-
lands Evangelical Alliance (MissieNederland), the Belgian Federal Synod (Federale 
Synode), PEGO, various church organizations, missionary organizations and other 
Christian organizations. By regularly attending conferences, the Executive Board 
maintains contact with theologians and religious scholars, institutions of higher edu-
cation and Christian organizations.  

2.5 Role of leadership in supporting and motivating employees 

Management draws up policy proposals in light of the mission and objectives of ETF 
Leuven (see § 2.1). Individual annual assignments for staff also flow from these. In 
coaching and performance interviews with staff, management can further explain the 
relationship between tasks to be accomplished and the mission of ETF Leuven. In ad-
dition, management encourages employee participation through weekly informal 
meetings on Wednesday mornings. The mission and objectives of ETF Leuven as well 
as opportunities and threats are discussed at the annual retreat. 
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3 Vision and strategy 
 

3.1 General 

The vision and strategy of ETF Leuven are developed on the basis of its mission and 
objectives as set forth in the Internal Regulations (Art. 1.4 and 1.5). The objectives of 
ETF Leuven can be modified according to the same procedure as their creation (see § 
2.2). The General Assembly, however, does not have to agree explicitly to changes in 
these objectives.  

3.2 Based on current and future stakeholder needs and expectations 

Once every five years, the Executive Board, led by the Rector, draws up a strategic 
policy plan on the basis of which annual plans are drawn up. These policy documents 
are discussed in the Faculty Council and submitted to the Board of Trustees for ap-
proval. They serve the mission and objectives of ETF Leuven (see § 3.1). Individual 
objectives of staff members, as set out in annual assignments, should also be derived 
from the mission and objectives of ETF Leuven (see § 3.1). They are coached on the 
basis of their annual assignment to achieve their objectives, the academic staff by the 
dean, vice-deans, or their department chair, the administrative and technical staff by 
the administrative director. Management also encourages staff to translate these ob-
jectives themselves into their own work context. In this way, the staff is actively in-
volved in developing vision and determining strategy and policy. 
 
Students are also involved in the development of vision and strategy. For example, 
four times a year a joint consultation takes place between the Executive Board and the 
Student Council, and student representatives participate in meetings of the Education 
Committee, Faculty Council, Board of Trustees and General Assembly. In addition, 
the Executive Board organizes an annual informal consultation to which both residen-
tial and ETF Open University students are invited.    
 
Furthermore, management generally consults annually with stakeholders in the work 
field to reformulate or adjust its objectives as needed (see § 2.4). 

3.3 Embedding policy and strategy in mission and objectives of the ETF 
Leuven 

The various sections within ETF Leuven test the decisions they take in the exercise of 
their responsibilities against the objectives formulated in the strategic policy plan. 
Management monitors compliance of these. Moreover, management annually formu-
lates its strategy in the form of an annual plan to achieve the objectives. This is re-
flected in the annual management report in the month of May. 
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3.4 Periodic review, revision and updating 

Management has a considerable number of tools at its disposal to receive periodic 
steering information (Chapter 1). These various instruments are used to strive to cap-
ture as accurately as possible evaluation by all the different stakeholders. Those ulti-
mately responsible in each group summarize the results of these measurements. This 
information can be used to change objectives, adjust strategy, or propose changes in 
(primary) processes. 

3.5 Communications 

Management announces its annual plan (or its proposed changes) to the Board of 
Trustees (February board meeting), staff (staff meeting) and students (ETF chapel). In 
addition, management informs the external stakeholders directly involved through 
informal consultations and a newsletter (four times a year).   
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4 Staffing and management of external partnerships 
 

4.1 General 

Within ETF Leuven, management is responsible for supervising the workforce. Staff 
are divided into 4 categories: Independent Academic Personnel (ZAP), Assistant Ac-
ademic Personnel (AAP), Special Academic Personnel (BAP) and Administrative and 
Technical Personnel (ATP) (see Internal Regulations Art. 3.2). For practical reasons, 
Academic Staff (AP) is sometimes further subdivided into residential and non-resi-
dential personnel.   

4.2 Workforce management, planning and improvement 

The administrative director is responsible for keeping  files of ATP up-to-date. A 
PDCA cycle is used to optimize organization and improve processes. The dean is re-
sponsible for keeping files of AP up-to-date. 
 
Academic year planning is done annually by management. This document indicates 
the AP available for activities to be performed. At the individual level is then deter-
mined, in consultation with the department chair, to what extent the concerned aca-
demic staff member is responsible for teaching, research or academic service. This re-
sults in an individual annual assignment. This annual assignment is discussed with 
the concerned staff member and evaluated after one year (5 years for non-resident 
staff, or earlier if the length of the appointment requires it). This evaluation provides 
important input for subsequent policies and filling in of the annual schedule. 
 
Annual planning is also used to identify possible shortages. Once curricula, research 
assignments, academic services and possible policy tasks are set, then needed human 
resources are known. In addition, the department chair provides an annual descrip-
tion of the department's domain, with available AP (departmental description). Based 
on the annual schedule and the aforementioned description, management, together 
with the department chair, draws up a development plan for the department. 
 
The Internal Regulations define the procedure for recruiting new AP, and also de-
scribe qualifications that AP must meet (Art. 3.3.1). For ATP, this responsibility lies 
primarily with the administrative director.  
 
Job profiles are prepared by management in cooperation with those directly con-
cerned (as a rule, the department chairman and the concerned employee). When a 
vacancy occurs, the required profile is published, candidates are invited and inter-
views (at least by two people) are conducted. The appointment procedure is stated in 
the Internal Regulations (Art. 3.3.1). 
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ETF Leuven has not formulated an active equal opportunities policy, but attention is 
paid to this in the appointment procedure. If two or more candidates are equally qual-
ified, management will strive for a balanced composition of the workforce.  
 
In addition to evaluating individual annual assignments with concerned employees, 
management uses the results of the annual staff survey to improve human resource 
policy. 

4.3 Employee involvement and decision-making power 

ETF Leuven strives for optimal employee involvement in decision-making. This re-
sults in a balanced (re)presentation of AP on the Faculty Council and other commit-
tees. ATP are also represented on the Faculty Council. In these meetings, many deci-
sions are prepared and in a number of cases also taken. 
 
In any case, all major decisions of both the Board of Trustees and management must 
pass the Faculty Council. If a body makes decisions that deviate from the advice of the 
Faculty Council, this must be reported to a superior assembly (if by the Executive 
Board, then reported to the Board of Trustees; if by the Board of Trustees, then re-
ported to the General Assembly). 

4.4 Communications 

Management informs staff informally on a weekly basis about developments at the 
faculty during the Wednesday morning coffee break. A weekly internal newsletter 
also summarizes Wednesday morning discussions as well as administrative an-
nouncements.  
 
In addition, a staff meeting takes place after each meeting of the Board of Trustees 
during which service notes (i. e., relevant decisions of the board) are explained. Also, 
during these meetings, the Executive Board periodically makes available to staff re-
sults of evaluations (student evaluation, alumni surveys, work field consultation, em-
ployer survey). 
 
In addition, weekly chapel meetings for staff and students take place on Wednesdays. 
Afterwards, there is an opportunity to have lunch together. These meetings also serve 
to strengthen mutual fellowship. 
 
Finally, an annual retreat is held with all staff and management. This retreat is used 
to share, deepen or develop the mission and goals of ETF Leuven.  
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4.5 Managing external partnerships 

Management of external relations is the responsibility of the Executive Board. In en-
tering into external relations, the Executive Board expressly relies on its objectives of 
building a network for evangelical theology, primarily in Europe but also beyond. 
 
External partnerships should contribute (over time) to strengthening one of three pil-
lars: (1) teaching, (2) research or (3) academic service. Annual planning is used to 
achieve a good exchange of teaching, research and service. Partnerships are also used 
again to reassess one's own mission and goals. 
 
Within the framework of external relations, different levels of cooperation can be dis-
tinguished (in accordance with the document Overzicht en criteria internationalisering 
15 mei 2013): 

1) Advanced institutional cooperation. Characteristics: a cooperation contract at 
the institutional level, exchange of teachers and students, cooperation in re-
search, joint projects, not only within the own department, but also at the insti-
tutional level. Investment funds are allocated to such a project.  

2) Limited institutional and structural cooperation. Characteristics: a cooperation 
contract at the institutional level, exchange takes place mainly in one of the 
fields of education, research or service. 

3) Occasional institutional cooperation. Characteristics: an agreement at institu-
tion level, exchange takes place incidentally, especially by students through the 
Erasmus program.  

4) Cooperation at the departmental/research institute/employee level. Character-
istics: teaching and/or research collaboration at the level of an individual staff 
member, department or research institute. 

 
Level 1 collaboration is reported quarterly to the Board of Trustees. Impetus for col-
laboration may also come from results of the student evaluation, staff survey, alumni 
evaluations and work field consultation. 
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5 Management of educational processes 
 

5.1 General 

In addition to the Faculty Council, two other committees of ETF Leuven monitor pri-
mary processes of educational organization. These are the Research Committee and 
the Education Committee. The rector, dean (and/or vice-deans) and department chairs 
of the 6 departments of ETF Leuven: (1) Old Testament, (2) New Testament, (3) His-
torical Theology, (4) Systematic Theology, (5) Practical Theology, and (6) Religious 
Studies and Missiology comprise both committees. The Education Committee also in-
cludes any coordinators of the three educational programs—undergraduate, gradu-
ate, and doctoral. For certain items, students may also be invited to participate (tem-
porarily) on the Education Committee. On the doctoral committee, which reports as a 
subcommittee to the research committee, doctoral students are represented by a stu-
dent. 

5.2 Goals for education 

5.2.1 Input 

Input for creation of undergraduate and graduate program objectives consists of: 
a) ETF Leuven's mission; 
b) legal provisions and decrees; 
c) input from sections within the faculty; 
d) goals of other (international) theological faculties; 
e) comments from the work field; 
f) comments from the Student Council; 
g) comments from alumni. 

 
The table below records shows how different sources belong to different forms of in-
put. 
 

a. Assignment of the ETF Leuven Internal Regulations (art. 1.4) 
b. Legal provisions and the decrees Latest version accreditation 

framework NVAO, Codex Higher 
Education, VKS, domain-specific 
learning outcomes 

c. Input from sections within the faculty Internal Regulations  
d. Goals of other (international) theological faculties Analysis of educational programs 

and goals, once every 4 years 
e. Comments from the work field Reports of work field meetings, 

internship evaluations and sur-
veys of alumni employers 
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f. Comments from the Student Council Minutes of Student Council, Joint 
Consultation with Education 
Committee, and Student Council 
input to Faculty Council and Gov-
erning Body 

g. Alumni comments Alumni surveys  
 

5.2.2 Establishing and modifying objectives 

The Education Committee is responsible for preparation of proposals regarding (mod-
ification of) program objectives. Primary responsibility for necessary input, according 
to the facets mentioned in § 5.2.1, lies primarily with the rector (a and e) and the dean 
(b, d, f and g). 
Input of affiliates (c) results from the composition of the Education Committee and 
the procedure to ratify objectives. 

5.2.3 Reaffirmation of objectives and attainment targets 

After the Education Committee drafts the (modified) objectives, it presents them to 
the Student Council in a joint consultation meeting. After discussion and possible 
modification, the proposal is presented to the Faculty Council.  
 
If the Faculty Council does not agree with the proposed changes, the proposals are 
returned to the Education Committee. If the Faculty Council does agree, the proposal 
goes to the Executive Board. If the Executive Board does not agree, the proposal goes 
back to the Faculty Council. The Executive Board forwards the proposals, approved 
or not, to the Board of Trustees. The Executive Board has the right (according to Art. 
2.4.2 of the Internal Regulations) to disregard these requested changes. It must inform 
the Board of Trustees accordingly. The Board of Trustees ratifies the goals and objec-
tives. 

5.3 Program 

5.3.1 Relationship between objective and content 

In order best to assist the student in achieving the program objectives, it is important 
that the educational programs be aligned as closely as possible with these objectives. 
Responsibility for this alignment lies with the Education Committee. The Education 
Committee makes use of: 

- information from departmental chairs (as appropriate after consulting the 
work field) 

- information from subcommittees (bachelor, master and doctoral) 
- course evaluations 
- student evaluations 
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- alumni surveys 
- information from the Student Council 

 
In matching content to objectives, the following aspects, among others, are considered:  

- The Educational Concept as formulated in the Study Guide and use of modern 
forms of work and teaching aids; 

- control of sequential structure and coherence of the program in view of the ob-
jectives and attainment levels; 

- adequate assessment in view of the objectives and final attainment levels (ex-
aminations, master's theses and internships); 

- entry requirements and flexible learning pathways; 
- international contribution; 
- international comparison (once every 4 years); 
- cross-disciplinary learning activities; 
- feasibility of study (in collaboration with the Student Council). 

 
This coordination occurs when introducing new courses or new objectives, and when 
revising the curriculum. Based on evaluations within departments and course and 
student evaluations, the Education Committee can identify problems and come up 
with proposals for change. 

5.3.2 Academic orientation requirements 

The Education Committee oversees the academic focus of programs, paying attention 
to integration of research and teaching, including the use of recent and diverse schol-
arly literature. 
 
The academic focus of research and teaching at ETF Leuven is regularly evaluated 
externally as a function of continuous accreditation and recognition of the programs 
and the institution, in accordance with regulations in the Codex Hoger Onderwijs. 
Within this framework, departments are also evaluated. One of the components of this 
evaluation is academic orientation. 

5.3.3 Program consistency requirements 

Responsibility for curriculum consistency rests with the Education Committee. The 
Education Committee uses: 

- information from department chairs (as appropriate after consulting the work 
field); 

- information from subcommittees (bachelor, master and doctoral); 
- course evaluations; 
- student evaluations; 
- alumni surveys; 
- information from the Student Council. 
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In assessing program coherence, the following aspects, among others, are considered:  

- control of sequential structure and coherence of the program in view of the ob-
jectives and attainment levels;  

- adequate assessment in view of the objectives and final attainment levels (ex-
aminations, master's theses and internships); 

- entry requirements and flexible learning pathways; 
- international comparison (once every 4 years); 
- cross-disciplinary learning activities. 

 
This coordination occurs when introducing new courses or new objectives and when 
revising the curriculum. Based on evaluations within departments and course and 
student evaluations, the Education Committee can identify problems and come up 
with proposals for change. 

5.3.4 Feasibility of study 

Within ETF Leuven, in consultation with the Education Committee and the Student 
Council, guidelines have been established according to which instructors are expected 
to construct their courses. Teachers are asked to assign a specific number of hours to 
all sections in the course manual, corresponding to the existing guidelines. 
 
Furthermore, feasibility of study is monitored by the Student (Council) in three ways: 

- Preliminary: comparing the description of the course unit with the guidelines; 
- During: study time measurement; 
- Hindsight: course evaluations and student evaluations. 

 
The Student Council reports its findings to the Education Committee. The latter, 
through the department chairs, provides feedback to the concerned teaching staff, if 
necessary. 

5.3.5 Alignment between design and content 

Not only the content, but also the design of a course is subject to certain standards. 
Standards and guidelines for course design are included in the Educational Concept.  
 
The design of a course includes the working methods used, such as lectures, seminars, 
practical exercises, etc., and appropriate forms of testing.  
 
Responsibility for the work forms used lies with the instructor. The Education Com-
mittee ensures that the work forms adopted are balanced with the program objectives 
and the Educational Concept. 
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Design and alignment between design and content are regularly evaluated through 
course evaluations at the end of each course, and student evaluations at the end of the 
academic year. 
 
Educational Concept  
Changes or adjustments to the Educational Concept are proposed by the Education 
Committee. Developments within the (inter)national educational system are of great 
importance in this regard. In addition, the Education Committee has access to the fol-
lowing data: 

- information from the department chairs (where appropriate after consultation 
with the work field); 

- information from subcommittees (bachelor, master and doctoral) 
- course evaluations; 
- student evaluations; 
- alumni surveys; 
- information from the Student Council. 

 
Adjustments or changes are discussed with the Student Council at the joint consulta-
tion meeting. After discussion and possible adjustments, the proposal is presented to 
the Faculty Council. The Faculty Council ratifies the modified Educational Concept. 
 
Educational Resources 
The teaching materials used are also part of the educational program. Annually, upon 
the initiative of the administrative director, an inventory is made (among AP) of the 
educational materials needed and desired. Any proposed investments are assessed by 
management.  

5.3.6 Assessment and review 

Guidelines and standards for examination are set out in the Education and Examina-
tion Regulations (OER) as included in the Study Guide. 
 
Assessment of each individual course unit is evaluated annually through a course 
evaluation; general assessment is also addressed in the student evaluation.  
 
The Examination Committee, consisting of a chairperson, a secretary, all examiners 
and the internship coordinator(s), is responsible for compliance with the OER on as-
sessment and testing, mediates between students and instructors, and, if necessary, 
makes proposals for changes in testing procedures (adaptation of the OER).  
 
Amendment to or modification of the OER is proposed by the Education Committee. 
After discussion, consultation with the Student Council and possible adjustments, the 
proposal is presented to the Faculty Council. If it does not agree, the proposal goes 
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back to the Education Committee. If the Faculty Council agrees, it goes to the Execu-
tive Board. The Executive Board forwards the proposals with its advice to the Board 
of Trustees, who ratifies the OER. 

5.3.7 Tutoring 

Annually, management appoints a number of mentors. These mentors guide a select 
group of senior students in their studies, if they choose. First-year students are as-
signed a mentor and meet several times during the first semester. 

5.3.8  Internship and master's thesis 

To ensure the quality of internships and master's theses, ETF Leuven pays particular 
attention to the elements stated below. Further explanations can be found in the rele-
vant handbooks. 
 
Internship 
The internship coordinator is appointed by management. Students are primarily re-
sponsible for requesting internships and report them to the internship coordinator. 
The internship coordinator handles all requests on behalf of ETF Leuven within the 
internship policy established by the ETF Leuven Education Committee. Changes to 
this policy are proposed by the Education Committee, discussed in the joint consulta-
tion meeting with the Student Council and then adopted by the committee. 
 
Master's thesis  
The student has two choices when choosing a topic. The most common route is to 
choose a thesis topic from the list published by the Research Committee for that pur-
pose and develop a proposal on that topic. The thesis is then part of a broader research 
project within ETF Leuven. Alternatively, the student chooses a topic and prepares a 
proposal in consultation with the department chair. The Research Committee evalu-
ates each proposal and gives its approval. 

5.3.9 Admission requirements 

The OER establishes admission criteria. The OER follows the Codex Hoger Onderwijs. 
Exceptions to the OER are not possible. 

5.4 Educational support services 

Within ETF Leuven, a number of educational support services can be distinguished: 
student chaplaincy, tutoring & mentoring, library and computerization. Student chap-
laincy and study guidance & mentoring are the direct responsibility of the Executive 
Board. The library falls under the responsibility of the library committee. Automation 
is the responsibility of the IT system administrator. All these support services serve 
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the primary educational and research processes of the students. The services are eval-
uated through the student evaluation. Some components are also evaluated through 
staff surveys and from reports from the work field.  

5.5 Educational Evaluation 

Information about programs is obtained from the following sources: course evalua-
tion, student evaluation and alumni survey, and employer survey. Frequency and 
handling are described in Chapter 1. Forms are prepared and modified under the re-
sponsibility of management, in consultation with the Student Council. Data pro-
cessing is automated. At the end of each semester, students are invited to complete 
course evaluations.  
 
The dean ensures that a report is prepared based on received data. In course evalua-
tions, management also requests feedback from the instructor. Any project for im-
provement is part of the instructor's annual assignment. The report of course evalua-
tions also goes to the program coordinator, the Education Committee and the Student 
Council. The same procedure applies to student evaluations. 
 
Alumni and work field reports are discussed with staff and in formal staff meetings. 
Written feedback to alumni takes place. 
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6 Encouragement of development 
 

6.1 Identification, development and maintenance of staff knowledge and 
competencies 

For AP, required competencies are derived in part from the competency profile of an 
academic (see Art. 3.2 of the Internal Regulations). In addition, each department works 
with a departmental description which indicates and delineates the relevant area. By 
giving annual assignments, and by evaluating and reviewing them, management aims 
continuously to encourage employees to further develop themselves (see § 3.2). 
 
ATP are subject to competency profiles common in profit and non-profit organizations 
for these positions.  
 
An office library allowance is made available to AP on an annual basis, as a contribu-
tion to maintain needed competencies and purchase needed literature. AP are encour-
aged to attend at least two conferences (outside of their ETF Leuven activities) on an 
annual basis. 
 
A tuition allowance is made available for ATP with which employees can take courses 
or order textbooks. Applications are handled by the administrative director. 
 
Didactic qualities of AP are fostered through training sessions held twice a year. 
Through course evaluations, students provide feedback on the education offered and 
specific facets of personnel competencies. The instructor is asked to provide his/her 
comments on observations made by the students. These comments are forwarded to 
the dean along with the course evaluations and used in the assessment and coaching 
of the staff members concerned. 

6.2 Employees are rewarded, recognized and cared for 

Paid employees are subject to the pay scales established by the Board of Trustees. 
These pay scales take into account position and seniority. An inflation adjustment is 
also made periodically.  
 
There are expense allowances for volunteers and missionaries. These are determined 
periodically by management.  
 
Within limited available financial resources, management tries to encourage employ-
ees in the following ways: 

- Providing good office space with good infrastructure; 
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- office library/course giving; 
- Having them attend scholarly conferences and study days; 
- good computer facilities; 
- flexible working hours.  

 
In addition, management encourages staff activities by (partially) reimbursing them. 

6.3 Management of financial resources 

A budget proposal is created annually by accounting. In the written preparation for 
performance reviews, AP are asked for any wishes that should be included in the 
budget. In a management meeting, such interests are weighed based on their respec-
tive contribution to the objectives of ETF Leuven. 
 
The various budgets are adopted at the November meeting of the Board of Trustees 
and ratified by the  General Assembly in April. 
  
Interim results are prepared at least 3 times a year. These results are discussed at the 
Executive Board and Board of Trustees meetings. Final results are also presented to 
the students. 
 
The annual staff survey evaluates staff experiences with accounting. 

6.4 Buildings and infrastructure 

Accommodation and infrastructure must be optimally in line with the objectives of 
ETF Leuven. Periodically a check is made to see that the premises and present inven-
tories are still in good order. There is also a replacement plan for existing computer, 
communication and audiovisual equipment.  
 
Both the student evaluation and the staff survey evaluate the facilities and mainte-
nance service. 
 
AP members have the opportunity to communicate to the library specific book pur-
chase requests. These requests are honored (depending on budgetary limits) as much 
as possible. Functioning of the library is evaluated by both students (in the student 
evaluation) and staff (in the annual staff survey).  
 
Final responsibility for housing and infrastructure rests with the administrative direc-
tor. 
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6.5 Technology 

To best support teaching, research and academic services, an automation network is 
used. All employees have access to a computer connected both to an internal network 
and to the Internet. The IT system administrator ensures a stable network. In addition 
to periodic replacement, included in the budget, structural attention is also paid to 
new technologies. For example, office software packages are provided, Bible software 
for AP members who teach biblical languages and software for plagiarism checks.  
 
The technical infrastructure is periodically assessed in the student evaluation and staff 
survey.  
 
Final responsibility for the technical infrastructure rests with the administrative direc-
tor.  

6.6 Management of information and knowledge  

Knowledge and information is recorded digitally as much as possible. Computers are 
set up so that the employees' information is also placed on a network server. These 
data are thus not directly accessible to others, but do run in the daily backup process. 
A recent copy of this information is always present outside the building (in the form 
of encrypted external disks changed weekly by the IT system administrator). 
 
An internal server and Staff Room on the ETF Virtual Campus are used to share infor-
mation and make it accessible for everyone. All important documents can thus be ac-
cessed or modified by those concerned. Access rights can be assigned per file or direc-
tory. 
 
Keeping the facilities running and performing updates is the responsibility of the IT 
system administrator. Final responsibility lies with the administrative director. 
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7 Stakeholder evaluation 
 

7.1 General 

Stakeholder evaluation is made visible by comparing the pre-formulated goals of the 
terms and conditions described in the previous chapters with the measurement re-
sults. A distinction is made among 4 stakeholder groups: staff, students, professional 
(work) field, society and government. For each group, both subjective evaluation data 
and objective performance indicators are examined. 

7.2 Staff 

7.2.1 Evaluation data  
A survey is completed annually by staff. This measures, among other things, how res-
idential staff perceive the following: 

- Management leadership; 
- Familiarity with objectives; 
- Relevance of the program as a whole (both teaching, research and employ-

ment); 
- Functioning of various committees; 
- Functioning of support services; 
- Functioning of mentoring and tutoring; 
- Working conditions; 
- Performance reviews; 
- Internationalization. 

 
Target standards for the above elements are set at 80% score for the ratings neutral, 
satisfied, very satisfied.  

7.2.2 Objective performance indicators 
In addition to the evaluation data from § 7.2.1, some objective performance indicators 
can also be formulated: 

- Number of international contacts; 
- Absenteeism rates; 
- Participation in joint research projects; 
- Number of performance reviews; 
- Participation in conferences, continuing education, etc. 

 
For the aforementioned indicators, some target standards have been formulated. Re-
garding performance appraisals, it is stipulated that for residential staff, these take 
place annually. For non-residential staff, they occur once every five years, or sooner if 
the length of appointment requires it. In both situations, the target standard is 100%. 
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Participation in organized didactic in-service training is mandatory for residential ac-
ademic staff. 

7.3 Students 

7.3.1 Evaluation data 

Students rate the program based in part on their experience with the following ele-
ments:  

- Curriculum content; 
- Building curriculum; 
- Training components; 
- Review; 
- Staff deployment and quality; 
- Communication from training; 
- Clarity of strategy and policy; 
- Technical infrastructure; 
- Study guidance. 

 
Student evaluation of these components is measured in the course evaluation (per se-
mester) and student evaluation (once every 2 years). The goal is a satisfaction rate (i.e. 
neutral, satisfied or very satisfied) on the above components of 75% in the student 
evaluation and 80% in the course evaluation. In the student evaluation, courses with 
more than 10% of dissatisfied students are analyzed. 

7.3.2 Objective performance indicators 

In addition to subjective observations, objective indicators are also measured. The fol-
lowing criteria are used for this purpose: 

- Pass rates by course section; 
- Pass rates by degree program; 
- Average length of study; 
- Employment of graduates. 

 
The dean ensures that pass rates are determined annually. Employment rates are de-
termined biennially, in part using the alumni surveys.  
 
Target standards for the pass rate in the first session per course unit are set as follows: 

- First bachelor's degree   60% 
- Second and subsequent years  75% 

 
Target pass rate standards for each program of study are set as follows: 

- First bachelor's degree   75% 
- Second bachelor's degree   85% 
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- Third bachelor's degree  90% 
- First master    85% 
- Second master   90% 

 
Target standards for average study time are set for full-time residential students at 110 
- 120% of the minimum required study time. 
 
With regard to labor force participation, the following target standards apply: 

- Employment rate after 3 years  85% 
- Unemployment   5% 
- Study     5% 
- Care duties/other   5% 

 
For desired participation in the field of theology, this is at 80%. 

7.4 Workplace 

7.4.1 Evaluation data  

The work field (which includes working alumni) evaluates the program based in part 
on its experience with the following elements: 

- Quality graduates; 
- Quality interns; 
- Supervision during internships; 
- Assessment of internships and graduate studies; 
- Alumni involvement in the program; 
- Continuing education offerings; 
- Content and level of training. 

 
The data mentioned above are collected through alumni surveys (biennial and quin-
quennial), the employer survey (quadrennial), the work field committee (biennial) and 
internship evaluations (continuous).  
 
For the elements mentioned above, only a limited number of target standards have 
been formulated. Regarding the quality of graduates (assessment by employer), 80% 
of employers should be neutral to satisfied. Regarding the quality of interns and su-
pervision during internship (assessment by internship employer), 80% of internship 
employers should be neutral to satisfied.  

7.4.2 Objective performance indicators  

In addition to the evaluation data from § 7.4.1, some objective performance indicators 
can also be formulated: 

- Participation in alumni activities;  
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- Employment of graduates. 
 
No target standard has been set for attendance of alumni at activities. For graduate 
employment rates, standards are presented in § 7.3.2. 

7.5 Society 

7.5.1 Evaluation data  

Societal perception of ETF Leuven can be measured in various ways, including 
through image surveys. However, the international context of a small-scale institution 
such as ETF Leuven makes this difficult. To date, no structural surveys have been de-
fined in this area.  

7.5.2 Performance Indicators  

Although perception is not measured structurally, a number of objective indicators 
can be defined: 

- Number of conference participants; 
- Number of contacts with organizations in the field; 
- Individual staff involved in target group activities (e.g. preaching/lectures/in-

ternational conferences); 
- Participation in international networks; 
- Continuing education.  

 
For the first indicator, a norm of twenty-five participants has been defined. For the 
other indicators, although a global inventory is made periodically, no target norms 
have been defined.  

7.6  Government 

Visitations are periodically conducted by external bodies in the field of education and 
research within the framework of the Codex Hoger Onderwijs formulated by the Flem-
ish government. Results are compared to those of other theological institutes in Bel-
gium and abroad. In the annual management report in the month of May, manage-
ment has to situate policy intentions also in the light of the remarks of the visitation 
commission.   
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8 Internal evaluation results 
 
For performance of the program as a whole, in addition to indicators already dis-
cussed, a number of objective indicators can be formulated: 

- Attention in the annual budget to maintaining facilities such as buildings, dig-
ital infrastructure and the library; 

- Cost per student; 
- Student market share; 
- International context education objectives; 
- Connection Educational Concept to Educational Objective; 
- Inflow-outflow ratio; 
- Student dropouts; 
- Educational efficiency; 
- Research output in publications; 
- Share of research projects; 
- Projects that contribute to community service. 

 
"Cost per student" is calculated annually. Because the funding structure of ETF Leu-
ven differs markedly from regular institutions of higher education, no comparison 
with other institutions is made.  
 
For the "Student Market Share" indicator, the target is a 10% market share within the 
faculties of theology and religious studies in the Dutch language area.  
 
Quadrennial comparison of the "International context of the educational objective" 
takes place.  
 
The section "Connection of Educational Concept to Educational Objective" receives 
periodic internal evaluation.  
 
The "Entrance-outflow ratio" has a provisional target standard of 1.4. In practice, this 
means that almost 30% do not leave the program with a degree. On this component, 
periodic comparisons are made with other theological faculties.  
 
For the number of "student dropouts," the following dropout rates are taken into ac-
count: 

- First year bachelor's degree  20% 
- Second year bachelor  5% 
- Third year bachelor   3% 
- First year master's degree  15% 
- Second year master's degree 3% 
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The "educational efficiency" indicator is determined by success rates and the flow 
analysis. These components have already been defined in § 6.3.2. 
 
Academic teaching thrives only in an environment in which scholarly research is also 
conducted. The "output of research publications" of research at ETF Leuven is re-
ported annually in the annual report and weighed in the Faculty Council and the Gov-
erning Body. Publications of all academic staff are quantified individually, per staff 
member, per department and as a whole, taking into account the appointment level 
of staff members, on the basis of a detailed measurement system and on generally 
recognized lists (LITARS, VABB-SHW, ERIH, and others). The Faculty Council and 
the Board of Trustees discuss annually the research output both of the entire faculty 
and by department, also within a framework of five academic years. External report-
ing of research output is done through two channels. The annual report shows the 
research output per department and for the faculty as a whole. The joint annual report 
of the ETF Leuven and the Faculty of Protestant Theology and Religious Studies 
(FPTR) to the Flemish government, within the framework of a five-year research grant 
agreement with predefined measurable end goals, reports the joint academic research 
output, with differentiation by quality level, by research area and by faculty. 
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