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This document contains all the information you need about teaching at the Faculty of Philosophy, 
Theology, and Religious Studies. For general information for new employees at Radboud University, 
please visit ru.nl/en/staff, ru.nl/en/staff/lecturers, and consult this checklist for new lecturers.  

Useful links 
- Ru.nl/ftr is the homepage of the Faculty of Philosophy, Theology, and Religious Studies (FFTR). 

Here you will find information about the faculty, such as its organization, employee participation, 
news items, and events.  

- The FFTR intranet page. Here you will find information about teaching (courses, exams, theses, 
and much more). NB: This will be replaced soon! You will be notified about this later.  

- The course catalogue in Osiris (formerly the course guide), where students and lecturers can find 
information about courses, minors, and their study programmes. 

- The education schedule. You can log in (top right) to load your personal schedule. You can also 
load this calendar (via the button at the top right) into your Outlook environment. Please note: 
check as soon as possible whether you are actually available at all scheduled times. On July 1, the 
schedule for the first semester of the academic year (until January 31) will be published. This 
means that the exams already scheduled for March and April will not be visible. The schedule for 
the second semester will be published on December 1. The STIP schedules both lectures and 
tests/deadlines. 

- The academic year schedule. FFTR uses four periods of six lecture weeks. The last week of each 
period is considered an extension week. All exams take place during the four exam periods. 

- The digital learning environment Brightspace. Each course has its own space here, where you 
can upload the course manual and detailed information about your course. Students can also 
submit assignments (which you can provide feedback on directly in Brightspace and – if you 
have enabled Ouriginal – check for plagiarism) and participate in discussion boards. Students 
register for courses through the system Osiris. Once they have done so, they are automatically 
added to the course in Brightspace (visible via the classlist). 

- The digital registration of academic results takes place via Osiris Docent. 
There are many manuals available for working with Osiris. For example, you can make it easier 
to learn students’ names by printing a photo list. 
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Important Faculty Contact Points 
STIP (Student Information Point) 
STIP is there for students, but also for lecturers. They are responsible for organizing, among other things, 
timetables and teaching rooms, graduation procedures, and diploma ceremonies. You can contact them 
with any questions related to these topics. STIP is located on the 15th floor of the Erasmus Building and 
can also be reached via stip@ftr.ru.nl. 

TIP (Teacher Information Point) 
The Teacher Information Point is available for specific questions about various ICT tools such as the 
Brightspace learning environment, digital examination software, and other digital facilities such as web 
lectures (live broadcasts of lectures). The TIP can be reached via TIP-FTR@ru.nl or by phone at 06-
31132134. 

Student advisors 
The faculty has a team of student advisors who students can contact for various questions and advice. 
This may include questions about their study programme, identifying and supporting (personal) problems, 
available facilities, and mediation between students and lecturers. 

Refer students to a student advisor if they indicate that they cannot meet attendance requirements or 
deadlines, or if they mention personal circumstances. Student advisors often have a good overview of 
which courses should be prioritized in specific situations and can also refer students to other professionals 
if necessary. 

If you are concerned about a student (for example, if they stop attending classes or you are unable to 
reach them), or if there is a case of undesirable behavior, please contact the student advisor yourself. 

Students can make appointments with a student advisor online. If you wish to contact the student advisors 
yourself, you can do so via studieadviseurs-ftr@ftr.ru.nl. 

Faculty International Office 
The faculty has its own International Office (E15.20). Lecturers can contact the office if they wish to go 
abroad themselves for teaching or research, or if they want to support their students in going abroad for 
study or internships. The office also provides advice on creating a well-functioning intercultural 
classroom or on the internationalization of teaching — for example, through the implementation of 
internationalisation at home or virtual mobility in courses (including available funding options). 

In addition, the International Office is always looking for ambassadors for internationalization within the 
faculty. Lecturers are therefore always welcome to drop by for a conversation. 

 

mailto:stip@ftr.ru.nl
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Exams and results 
Exam format 
The exam format for each course is specified in the OER, and aligned with the exam formats of other 
courses in the curriculum. If you want to change the exam format of your course, this can only be done in 
consultation with your programme or course coordinator. 

Recording exam results  
Results can only be entered in Osiris Docent after the exam date. Before that date, the exams are not 
visible. After recording the results, you must have an overview of them signed at STIP. If you want to be 
able to sign the overview digitally, please contact Elke Leenders (elke.leenders@ru.nl).  

First attempt and retakes 
When students register for a course, they are automatically enrolled for the first attempt of the exam. If 
a student wishes to participate in a retake, they must register separately. This can be done until 23:59 on 
the day five working days before the exam date or deadline. After this date, registration is no longer 
possible. 

Note: Record a result under the correct attempt. A retake must be registered as such, even if a student 
did not participate in the first attempt. A paper submitted late should, in principle, be recorded as a retake. 
As a lecturer, you may decide on reasonable grounds for some leniency, but if you suspect that a student 
is facing more structural problems, refer the student to a student advisor. 

Retention requirement 
Paper exams, papers, and other final assessments must be kept by the lecturer for a period of 5 years. Do 
not throw away graded work; instead, store it in a safe place in your office. 

Course evaluations 
After each course, students have the opportunity to evaluate the course. These evaluations are conducted 
either digitally or on paper, depending on the exam format. 

After the closing date of the student survey, the Evaluation Service of the RU distributes the lecturer 
reports to the course lecturer(s). You will receive an email about this from the domain 
‘evaluatieservice.com’. Each lecturer is invited to provide their reflection on the survey results via an 
online reflection survey. 

After the closing date of the reflection survey, the Evaluation Service sends the final report to STIP. They 
place the evaluations and summaries in a working group folder accessible to the secretary of the 
education committees, the secretary of the examination board, the (programme) coordinators, the 
director of education, the education policy officer, and the department chairs. 
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University Teaching Qualification (UTQ) 
Lecturers with a permanent position at our faculty are required to hold a University Teaching Qualification 
(UTQ). Information about the assessment process and the awarding of the qualification can be found here. 

Do you have any questions about teaching at the Faculty of Philosophy, Theology, and Religious Studies 
after reading this document? If so, please contact the programme coordinator of the relevant programme. 

https://www.ru.nl/en/staff/lecturers/lecturer-development/university-teaching-qualification-utq
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