


Regulation on implementation of the Basic Teaching Qualification (BKO)





Faculty of Humanities
1. The Assessment Committee consists at least of four persons of the academic staff all of whom have an outstanding reputation in the field of university-level teaching. In addition a educational advisor is added to the committee. The Assessment Committee elects its chairman from among its members. The composition of the Assessment Committee is published on the Faculty’s BKO website. 
Members of the Assessment Committee are appointed by the Faculty Board for a period of three years. Re-appointment is possible.

A member of the Assessment Committee cannot at the same time be a member of the Faculty Board or the Management Team of an academic institute.

2. The Secretary of the Assessment Committee is provided by the P&O department.
3. The Assessment Committee meets at least four times every year. The meeting dates are published on the Faculty’s BKO website. 
4. The BKO certificate is compulsory for all lecturers, university lecturers, senior lecturers and professors with a minimum of an appointment of 0.5 FTE, and who have been appointed for at least one year.
The BKO certificate is also compulsory for promotion to or within the  position of lecturer, senior lecturer and professor and for an extension of an individual’s appointment to 0.5 FTE or more. 
5. The BKO certificate is also a precondition for converting an employment contract from a fixed term to a permanent contract. In the event of a request for a permanent contract, P&O will verify whether the individual concerned is in possession of a BKO certificate. 
6. In the event of a permanent employment contract with immediate effect, the Appointments Committee will inform the candidate during the application procedure of the requirement to possess a BKO certificate.   
If the candidate in question is not in possession of  a BKO certificate, he or she is required to meet this requirement within a maximum period of two years. 
7. The Institute will offer the staff member support in obtaining the BKO certificate.  
8. Where the BKO requirement applies to a vacancy, the standard BKO text  will be included in the text of the vacancy.  
9. The HR advisor will indicate on the ‘Request for appointment’ form whether or not the candidate is in possession of a BKO certificate. If the candidate does hold a BKO certificate, a copy of this will be included with the appointment documents. 
10. For candidates who do not yet possess a BKO certificate, P&O will record in the confirmation of appointment the requirement for the candidate to obtain a BKO certificate. P&O will record in the staff records who has yet to obtain a BKO certificate and who is already in possession of such a certificate.  P&O will bring this to the attention of the candidate’s supervisor where necessary.
11. The HR department will make an appointment for an intake interview with the BKO candidate within the first month of commencement of employment.  During the intake interview the BKO candidate will be advised of the steps he or she needs to take to obtain BKO certification.  
12. The BKO candidate will discuss with his or her supervisor the steps needed to obtain the BKO certification. 
13. Applications for the BKO certification should be submitted to the Secretary of the Assessment Committee at least ten working days before the next a meeting. The responsibility for providing the required documentation rests with the candidate. 
14. Applications for the BKO certification include the BKO file, and a specification of the teaching to be provided by the candidate in the coming period. 
15. The BKO file should in any case include the following documents. These documents should preferably relate to the two years prior to the date of submission of the dossier. 
a) descriptions, preferably from the prospectus and syllabus, of the teaching provided (either entirely or in part) by the candidate, 
b) descriptions of the mode of instruction, teaching materials and assignments used, 
c) student evaluations of the teaching provided (wholly or in part) by the candidate,

d) the observation of a lecture by the mentor or supervisor,

e) a reflective report by the candidate on the teaching he or she has provided,
f) certificates of at least two didactic training courses. The ICLON Testing and Assessment course is a required course in order to obtain the BKO. The candidate should choose the second course in consultation with the institute,
g) if the candidate is  not a native Dutch-speaker: a good command of the Dutch language, 
g) if applicable, the basic qualification in English proficiency,

h) if applicable, teaching diplomas and/or certificates,
i) other relevant information.

16. The Secretary of the Assessment Committee, in consultation with the chirperson of the Committee, will assess whether the portfolio submitted is complete.  If this is not the case, the Secretary will ask the candidate to rectify any omissions.
17. On the basis of the BKO dossier, the Assessment Committee will evaluate the teaching competence of the candidate in relation to the Final Attainment Levels for the Basic Teaching Qualification at Leiden University. In case of a positive result, the Assessment Committee will award the full BKO certificate. 
Progress in the planned BKO procedure
18. If the Assessment Committee is (as yet) unable to approve the award of a BKO certificate, the Committee will notify the candidate and his or her supervisor accordingly in writing within five weeks.  The Assessment Committee will also provide advice on how the candidate can obtain the necessary qualification for the BKO certificate in a BKO procedure.  
19. Taking into account the advice provided by the Assessment Committee, the candidate, together with his or her supervisor, will draw up a supplementary qualification programme in order to qualify for the BKO certificate.  This plan will include the activities that have to be  undertaken (the teaching to be provided by the candidate, the evaluation of the teaching provided by the candidate and any additional training courses) and the time frame within which these activities will need to be completed. The candidate will submit a report on the qualification programme to the Assessment Committee. The BKO procedure should be completed within a maximum of two years. 
20. The supervisor acts as mentor during the BKO procedure. If required, and provided both parties agree, the supervisor and candidate may have an experienced colleague act as substitute mentor.  The mentor will advise and support the BKO candidate with the BKO procedure.
21. The BKO procedure will be a subject to discussion in the regular Performance and Development interviews with the BKO candidate. Agreements on any training courses to be followed in the context of the BKO procedure will be documented in the P&D interview report. 
22. Any training courses to be followed can be provided by and within the University, for example at ICLON, or another organisation. The costs of training courses will be borne by the Institute. 
23. Once the candidate believes that the conditions for the BKO certificate have been met, he or she will submit the completed BKO file, signed by the supervisor, to the Secretary of the Assessment Committee.   

Progress in the event of the award of the BKO certificate
24. If the Assessment Committee assesses the BKO portfolio positively, they will reach a decision within four weeks and will inform the candidate accordingly, and send a copy of the decision to the Faculty Board, the supervisor and P&O. 

25. In the event of a difference of opinion on the BKO, the  final decision rests with the Faculty Board.
26. P&O will include a copy of the certificate in the personnel file of the person concerned. P&O will record in the staff records the date on which the person concerned has obtained the BKO certificate.
27. The Assessment Committee will assess the BKO dossier of candidates employed by Leiden University and working within the Faculty of Humanities. 
In addition, the Assessment Committee will assess BKO files compiled in the context of the BKO programme at the Faculty of Humanities by lecturers who teach at the Faculty of Humanities but who have an appointment elsewhere, on the condition that they are unable to acquire a BKO certificate at the other organisation.

28. This Regulation was established on 16 March 2021 and will be published on the Faculty website.
