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Preface 

Welcome! 

Your colleagues and the ABAP (junior and associate academic staff members) 

delegation can’t wait to show you around the Faculty of Law. However, we 

developed this brochure because we know that you won’t always want to disturb 

them and us with questions. It contains an overview of all the matters, mainly 

practical in nature, you need to know to start working. You can use this brochure 

as a cheat sheet during your entire time at the faculty. The digital references or 

contacts can hopefully help you if the brochure doesn’t answer your question. 

 

In addition to this brochure you can find plenty of useful information on our website 

and the ABAP Facebook page. 

 

Do you have comments or tips for the brochure? Then send them to the ABAP 

delegation at aap-bap.delegatie@kuleuven.be. 

 

We wish you the best of luck! 

 

The ABAP delegation 

 

 

 

 

 

 

 

 

https://www.law.kuleuven.be/aap-bap
https://www.facebook.com/groups/272258049532026/
mailto:aap-bap.delegatie@kuleuven.be
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1 Key figures 

The complete organisational chart of the Faculty - an overview of all services, 

research units and relevant persons - can be found here. 

1.1 The Faculty Board and Dean 

The Faculty Board determines the faculty’s general policy in consultation with the 

Faculty Council, as stipulated in the internal regulations of the Faculty. It is 

responsible for the education infrastructure and practical organisation. The dean 

chairs the Faculty Board. The current dean is Professor Wouter Devroe, until July 

2024. 

 

Campuses 

Brussels Campus 

On the Brussels Campus the sub-faculty council determines the general 
policy of the sub-faculty of Law in consultation with the Leuven-based 
faculty council. The current campus dean is Professor Annick De Boeck. 

 

1.2 Administrative Director 

Monique Vandyck runs the faculty’s administration. You can always contact her 

with any questions you have, although we do recommend checking whether 

another employee is responsible for the matter in question. 

 

Campuses 

Brussels Campus 

Johan Moens manages the sub-faculty’s administration and finances in 
the sub-faculty on the Brussels Campus. 

 

https://www.law.kuleuven.be/home/algemeen/structuur/organen/faculteitsbestuur
https://www.kuleuven.be/wieiswie/en/person/00013216
https://www.kuleuven.be/wieiswie/en/person/00046708
https://www.kuleuven.be/wieiswie/nl/person/00022987
https://www.kuleuven.be/wieiswie/en/person/00120174
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1.3 Public relations 

Gert Mahieu is in charge of the faculty’s PR, including newsletters, the website and 

the faculty’s Facebook page. Do you want to share news about yourself or others 

on these platforms? Then contact him or the person on your campus or in your 

sub-faculty who is responsible for this. 

 

Campuses 

Brussels Campus 

Johan Moens is in charge of the website and Facebook page for the 
Brussels sub-faculty. 

 

1.4 Research and output measurement 

Professor Anton Vedder coordinates the Faculty of Law’s doctoral programme. 

Professor Jeroen Maesschalck is in charge of the Criminology doctoral 

programme. They receive support from the research assistants Els Costers and 

Patrick Allo. Together they organise the educational activities for PhD students as 

well as provide advice about the rules and regulations that apply to the ABAP. The 

doctoral committee also consults with them, requesting information about the 

students’ PhD programme. You can find more (contact) details here.  

1.5 Education 

For all questions regarding: 

- the organisation of exams and students with (special) facilities: Liesbet 

Smedts (for Brussels Steven Dewallens; 

- master theses and exam supervision: Véronique Limbourg (for Brussels 

Karin Andries; 

- room bookings: Lidia Spiessens; 

- interpretation of rules and regulations (EER, internal policy guidelines, and 

so on): Peter Maertens, or 

https://www.kuleuven.be/wieiswie/nl/person/00027229
https://www.kuleuven.be/wieiswie/en/person/00120174
https://www.kuleuven.be/wieiswie/nl/person/00097097
https://www.law.kuleuven.be/linc/leden/00031928
https://www.law.kuleuven.be/linc/leden/00031928
https://www.kuleuven.be/wieiswie/nl/person/00044632
https://www.kuleuven.be/wieiswie/nl/person/00044632
https://www.kuleuven.be/wieiswie/nl/person/00023132
https://www.kuleuven.be/wieiswie/nl/person/00071412
https://www.kuleuven.be/wieiswie/nl/person/00037362
https://www.kuleuven.be/wieiswie/nl/person/00043044
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- questions on policy support in relation to education: the specialist staff 

member for education.  

For a list of all our staff members, kindly check the: website of the Education and 

Student Administration. 

1.6 ICT 

Contact our faculty’s ICT helpdesk with all your ICT questions. Bram Decroos also 

provides frontline assistance when necessary. 

 

Campuses 

Brussels Campus 
 

Contact the sub-faculty’s ICT helpdesk with all your ICT questions. This 
is situated on the third floor of the T’Serclaes building. 

You can also request assistance via http://servicedesk.odisee.be. 

 

1.7 Network of confidants, including the ombudsperson 

The network of confidants can help you with questions about well-being at work 

(e.g. conflict, stress, unfair treatment) for which you cannot turn to your supervisor 

or your colleagues. You can contact anyone in the network, but if necessary, they 

will refer you to a more suitable contact point. The following diagram guides you to 

where you will end up with which question. The trust network never acts without 

your permission. 

For questions or reports about bullying, discrimination, violence or sexual 

harassment, you can contact the Harassment Helpdesk. 

The ombudsperson (currently Professor Evelyne Terryn) is the (confidential) point 

of contact for all ABAP to discuss any problems encountered during the doctoral 

programme. He or she will arbitrate between all the parties involved and try to find 

a solution that is acceptable to everyone. 

You can of course also always contact the chairperson of the ABAP delegation in 

case of problems. 

https://www.law.kuleuven.be/onderwijs/leuven/studentenportaal/administratie/contact
https://www.law.kuleuven.be/onderwijs/leuven/studentenportaal/administratie/contact
https://www.law.kuleuven.be/ict/en
https://www.law.kuleuven.be/ict/nl/medewerkers/00004758
https://www.law.kuleuven.be/brussel/nl/personeel/ict
https://admin.kuleuven.be/thema/welzijn/en/intranet/faq
https://admin.kuleuven.be/thema/welzijn/intranet/doc/flow_psw_EN
https://admin.kuleuven.be/thema/gg/behaviour/index.html
https://www.law.kuleuven.be/home/onderzoek/doctorandiportaal/copy_of_informatie-voor-doctorandi/ombuds
https://www.law.kuleuven.be/apps/leden/personnel/profile/u0032004
https://www.law.kuleuven.be/aap-bap/EN/who-are-we-1
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1.8 Representatives 

Junior and associate academic staff (AAP and BAP) of the Faculty of Law and 

Criminology are represented by a maximum of ten elected members (as specified 

in the framework regulations). Together they form the ‘ABAP delegation’. 

The ABAP delegation represents AAP and BAP in the various faculty bodies and 

ad-hoc committees. The delegation also organises activities to which every AAP 

and BAP member is invited. 

See the website of the ABAP delegation for more information. 

1.9 Emergency number 

In case of an accident or if someone requires assistance, it is vital that this person 

is helped quickly and efficiently. You can always contact the internal emergency 

number (016 32) 22 22 or e-mail address for this. 

 

Important! 

- Never call the external emergency numbers yourself (100, 101, 112, 
etc.)! 

- Always call the KU Leuven / campus emergency number! 

Everyone may use these emergency numbers, but only in case of emergencies. 

This includes incidents that require the intervention of the emergency services (e.g. 

medical services, fire brigade, police), in case of a fire or smoke, a bomb 

threat/explosion, a serious occupational accident, a fight, a burglary, the 

evacuation of a building, etc. 

Please provide the following information when dialling the emergency number: 

- your name and job title; 

- the building’s name and possible the room number, and; 

- the reason for your call. 

 

mailto:noodnummer@kuleuven.be
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Campuses 

Brussels Campus 

Use the following number: 02 210 12 50 (internal extension 1250). 
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2 Let’s get to work - some practical information for your 

first day on the job 

 

2.1 Signing my contract 

After the Faculty Board approves your appointment, the central HR Department 

will draw up your employment contract. They will send you a welcome mail with 

information about the signing of your contract. In most cases, you sign your 

contract a few weeks or even months before the date on which you start to work. 

The central HR Department will also contact you if your contract is extended, 

asking you to sign the new contract. 

Please contact your HR adviser, Mieke Vandekinderen, with any questions you 

have. You can find your HR adviser’s name in your KU Loket under Personeel 

[Staff] > Mijn gegevens [My data]. Your HR adviser’s name, telephone number and 

e-mail address are listed at the top of the page. 

 

 

2.2 Commuting to the faculty and accessibility 

2.2.1 By bike 

You can easily get to the Faculty of Law by bike, via Tiensestraat 41 or 

Ladeuzeplein 30. There are various bicycle parkings on campus, but you can also 

choose to park your bike in the covered and locked bicycle shelter. You ’ll find it 

next to Oude Valk (on the side of the library). You need a key to access this bicycle 

shelter, which you can obtain from the Dean’s Office in exchange for a security 

deposit. 

 

Colleagues who commute to work by bike and who would like to take a shower 

upon arrival are welcome to use one of the many showers in the faculty. 

http://www.kuleuven.be/wieiswie/en/person/00020615
https://admin.kuleuven.be/td/intranet/personeelsdouches.htm
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Campuses 

Brussels Campus 

The campus is within walking distance of Brussels Central Station. It 
takes less than ten minutes to the campus from the station. There is a 
Villo station situated in front of the T’Serclaes building (Warmoesberg). 

Showers are also available at the Brussels campus. 

 

2.2.2 Public transport 

College De Valk is a 12-minute walk from the station in Leuven (via Ladeuzeplein). 

You can also opt to take the bus into the city centre. Almost all the De Lijn buses 

travel from the station to Pieter De Somerplein, from where you can walk to College 

De Valk through Tiensestraat. Doctoral students are entitled to a student bus pass 

from De Lijn. 

 

Campuses 

Brussels Campus 

The Brussels Campus is situated near Brussels Central Station. You can 
easily get to it with public transport. Use the websites of the NMBS, De 
Lijn and MIVB to map your route. You’ll also find a handy tool on these 
sites to get to the Brussels Campus with public transport. 

By train 

You can get there in no time by train! The journey from Leuven to 
Brussels Central Station takes just 25 minutes. Antwerp and Ghent are 
35 minutes away, Bruges is an hour and from Hasselt it takes one hour 
and 15 minutes. Just enough time to read your newspaper or a book. 
Brussels Central Station is located near the city’s historic centre (Grote 
Markt, town hall, Manneken Pis) and is a 5-minute walk from the Brussels 
Campus. 

Walk out of the station hall onto Keizerinnenlaan to get from Brussels 
Central to the Brussels Campus. This wide avenue is easy to recognise 
because of the many taxis near the station. The fourth street to your left 
is Stormstraat. Before you turn onto this street, you’ll see the Cathedral 
of St. Michael and St. Gudula to your right. The Hermes, T’Serclaes and 

http://nl.villo.be/
https://www.delijn.be/nl/vervoerbewijzen/kortingen/studentenbuspas-vlbr.html
https://www.delijn.be/nl/vervoerbewijzen/kortingen/studentenbuspas-vlbr.html
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Erasmus buildings of the Brussels Campus are situated around the 
intersection of Stormstraat and Warmoesberg. 

With the underground 

Metro lines 1 and 5 both stop at the “Centraal Station/Gare Centrale” 
station. As we already explained above, you must walk up 
Keizerinnenlaan and take the fourth street to your left. This is 
Stormstraat, where the Hermes, T’Serclaes and Erasmus buildings of the 
Brussels Campus are situated. You can find a map of the Brussels 
underground on the MIVB’s website. 

By bus 

Lines 29, 38, 42, 63, 66 and 71 stop right in front of the Brussels Campus 
on Stormstraat (“Storm/Assaut” stop). You can find a map of the bus 
network on the MIVB’s website. 

 

2.2.3 By car 

2.2.3.1 The staff car park - Parkstraat 

Employees who commute to work by car can park their car in the Servotte car park, 

under the Herman Servotte Residence at Parkstraat 53, in Leuven under certain 

conditions. If you live or reside at an address with post code 3000 you are not 

entitled to a parking space in this car park. Employees who are paid an employer’s 

contribution for their commute with public transport cannot use the car park either. 

So this means you cannot use the car park if the university pays your tram or bus 

pass. 

You can only enter this car park with a personnel card activated for this purpose. 

Request this activation by e-mail to toegangscontrole@kuleuven.be. 

Please note that the pedestrian entrance to the car park closes at midnight. If you 

have entered the car park before this time, you can still exit the car park with your 

car. 

You can also reserve a parking space for visitors in the Servotte parking garage. 

2.2.3.2 College De Valk 

You can get to KU Leuven’s Faculty of Law by car, by driving to Monseigneur 

Ladeuzeplein 30, 3000 Leuven - Belgium. Take exit 16 on the E40 motorway in the 

direction of Leuven and drive down Koning Boudewijnlaan to the city centre. Turn 

right onto the small ring road at the viaduct and continue to Tiensepoort. Then turn 

left, onto Blijde Inkomststraat, after which you can continue to Ladeuzeplein. 

https://admin.kuleuven.be/td/intranet/fd/bws/parkeerbeleid.html
https://admin.kuleuven.be/td/intranet/fd/bws/parkeerbeleid.html
mailto:toegangscontrole@kuleuven.be
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Please note! 

Since 31 August 2016, the City of Leuven has enforced a new vehicle 
traffic plan. This means all traffic is banned in the zone around 
Ladeuzeplein from 11 a.m. until 6.30 p.m. If you are allowed to park your 
car in College De Valk (not for ABAP), we will apply for a permit for you 
with the city in advance. The permit, which is based on your number 
plate, entitles you to enter the zone. This is a purely digital permit, so 
there is no need to display a document behind your windscreen. Contact 
the faculty’s communication officer Gert Mahieu for more information. 

 

 

Please note! 

On Fridays there is a market on Ladeuzeplein. This means you can only 
enter College De Valk from the service entrance at Tiensestraat 41. 

 

2.2.3.3 Arrival 

The entrance of College De Valk is situated between a shop called “Dille & Kamille” 

and a bar called “Chapter Four”. You can drive up the ramp with your car. Please 

note: there is a retractable bollard with a traffic light at the campus entrance. If your 

personnel card was activated to enter the site through this entrance, you may hold 

it up to the badge reader. Continue once the bollard retracts and the light turns 

green. Turn right to enter the faculty car park. Never try to follow another car but 

instead wait your turn. 

2.2.3.4 Departure 

You exit the car park through the same entrance. When leaving College De Valk, 

the bollard will automatically retract when you approach with your car. Please wait 

for the light to turn green before driving on. Once outside, you must turn left and 

drive around Ladeuzeplein to get back to the ring road around Leuven. 

 

Campuses 

Brussels Campus 
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How do I reserve a parking space? 

Odisee manages and operates the car park on the Brussels Campus. 
You must first send a request by e-mail to 
https://planon.odisee.be/startpage/PSS/START (Facility Services) to 
access the car park. Indicate your name, position, number plate and the 
time at which you wish to use the car park. Kindly directly state if you 
wish to park your car at fixed times/on certain days for the whole of a 
semester. This will then be recorded on your campus badge, which will 
allow you to enter the car park at the requested times. 

Who can apply for a parking space? 

Staff, guest speakers or visitors can reserve a parking space. Students, 
participants in study days or people attending a lecture cannot reserve a 
parking space. 

How do I get to the car park? 

Sat-nav users: Wolvengracht 41. 

Follow the signs for “Centrum” near Wetstraat when on the small ring 
road around Brussels. Continue straight on at the next traffic lights (you’ll 
see Warande Park on your left). Turn right after the second lights, and 
drive 90° around the Cathedral of St. Michael and St. Gudula. Then take 
the first street on your left. 

Continue straight on at the traffic lights. You’ve arrived in Stormstraat! 
The Hermes, T’Serclaes and Erasmus buildings of the Brussels Campus 
are situated around the intersection of Stormstraat and Warmoesberg. 

The T’Serclaes car park is located in the car park of the Radisson Hotel 
(signage visible from the street). ATTENTION! Follow P-2 (at the rear of 
the car park to the right) in the car park. Do not enter the Radisson Hotel’s 
paying car park. 

2.3 With a 2WD bike 

Cycling is a healthy and sustainable form of transportation. That is why KU Leuven 

offers a (standard or electric) city bike to every employee who commits to using 

the bike to travel to and from work and for short trips between departments - hence 

the acronym ‘(E-)2WD’. You can also use your personal (E-)2WD bike at home 

and for leisure. 

Every KU Leuven employee who is paid by KU Leuven’s HR Department is eligible 

for an (E-)2WD bike. Unfortunately, this excludes FWO (scientific research fund) 

applicants. However, in their capacity as doctoral students, FWO applicants can 

rent a bicycle from Vélo at an advantageous rate. Part-time and temporary 

https://admin.kuleuven.be/td/intranet/2wd/
https://www.velo.be/en
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employees are also eligible for an (E-)2WD bike. In return for the use of the 

standard 2WD bike, the user commits to a term of 12 months or a multiple thereof, 

except in the case of contracts with durations of less than 12 months, in which case 

the commitment is limited to the duration of the employment contract or the grant 

agreement. 

Recently, the E-2WD bike or the electric version of the 2WD bike also became 

available. Employees in categories that are eligible for a 2WD bike may request an 

E-2WD bike, provided that they are employed 50% of their time as a staff member 

of the university (excluding University Hospital Leuven) and commit to use the bike 

for at least 3 years. Contrary to a standard 2WD bike, employees must pay a 

monthly contribution of 11 euros for an e-bike. This will be deducted from your pay. 

Submit an application for a 2WD bike through the following link. We recommend 

submitting this application as soon as possible (but no earlier than the first day of 

your appointment). Please note that there is a waiting list. You will be notified as 

soon as your bike is available and an appointment will be made so you can collect 

the bike. 

KU Leuven can take care of your bike if it requires maintenance or repairs. 

Repairs can take place at Vélo or at one of the KU Leuven bicycle repair points. 

You can find more information here. 

You can also carry out minor repairs to your bike yourself at one of the many V élo 

Fix Stations in Leuven. 

You can find more information about (E-)2WD bikes in the regulations. 

 

 

2.4 Rooms and buildings services 

2.4.1 In the faculty and sub-faculties 

You can always book a room or an auditorium in the faculty for free. Please contact 

Lidia Spiessens well in advance. 

Do you not have access to a specific space? Then contact the Faculty 

Administration or KU Leuven’s Central Dispatch (+32 16 32 20 00). 

https://admin.kuleuven.be/td/intranet/2wd/inschrijving
https://admin.kuleuven.be/td/intranet/2wd/fietsherstelpunten
https://admin.kuleuven.be/td/intranet/2wd/reglement
https://www.kuleuven.be/wieiswie/nl/person/00037362
https://www.law.kuleuven.be/onderwijs/leuven/studentenportaal/administratie
https://www.law.kuleuven.be/onderwijs/leuven/studentenportaal/administratie
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2.4.1.1 Booking classrooms and pooled rooms 

Use the central KU Loket app to book classrooms and so-called pooled rooms 

(VGM en Ruimtes/HSE and Spaces  Ruimtes/Spaces: Gebouwen en 

lokalen/Buildings and Rooms  Aanvraagformulier evenement/Event application 

form).  

You can also use this app to check whether a space is free at a given time (VGM 

en Ruimtes/HSE and Spaces  Ruimtes/Spaces: Gebouwen en lokalen/Buildings 

and Rooms  Lokalen en bezetting/Rooms and occupancy). You can find more 

information on the faculty’s Personnel page (‘Ondersteuning’ (Support) section  

Reserveren/Book). 

2.4.1.2 Booking faculty spaces and rooms 

Use the Lokalenreservatie/Room bookings faculty app to book a faculty space or 

room (Personnel page, ‘Ondersteuning’ (Support) section  Reserveren/Book). 

You can check the availability of the room or space and then click “Aanvraag 

reservatie” (Request reservation). 

2.4.1.3 Maps and physical access 

The Personnel page (‘Ondersteuning’ (Support) support  VGM/HSE) also 

includes a link to the maps (atlas maps) of the faculty buildings. Use these maps 

to check the number of a space or room. Below is an overview: 

 

- Building 103.01 - Oude Valk 

- Building 103.03 - Nieuwe Valk 

- Building 103.04 - Hoover 

- Building 103.07 - Poorthuis 

- Building 103.09 - International House 

- Building 109.01 - MTC College 

- Building 109.02 - MTC Grote Aula 

- Building 109.03 - Augustinusvleugel 

- Building 110.14 - Uitbreiding Blijde Inkomststraat 

- Building 175.01 - MTC Pauscollege Adrianus VI 

- Building 910.03 - Instituut Sociale Zekerheid, Blijde Inkomststraat 

Through the KU Leuven Access Guide you can also find information about the 

physical accessibility of rooms and buildings on various KU Leuven campuses. 

 

 

http://www.law.kuleuven.be/home/intranet
http://www.law.kuleuven.be/home/intranet
http://www.law.kuleuven.be/home/intranet
https://admin.kuleuven.be/thema/gg/behaviour/index.html
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Campuses 

Brussels Campus 

You can always book a room or an auditorium in the faculty for free. 
Please contact Karin Andries well in advance. 

Do you not have access to a specific space? Go to Facility Services or 
call them on 02 210 13 51 or call reception on 02 210 13 93. The offices 
of Facility Services are situated next to the large revolving door of the 
T’Serclaes building. 

 

2.4.2 At the university 

You can book a room or an auditorium at the university for free for lectures or 

events. You have two options for this: 

- you can fill out the online form or; 

- you can contact lokalen@tech.kuleuven.be. 

Do you not have access to a specific space? Then contact KU Leuven’s Central 

Dispatch (+32 16 32 20 00). 

2.4.3 Checking whether a room is free 

You can always check whether a room is free in KU Loket. Go to KU LOKET => 

VGM & Ruimtes/HSE & Spaces => Ruimtes: gebouwen en lokalen/Spaces: 

buildings and rooms > Lokalen en bezetting/Rooms and occupancy. 

There are different ways to search for buildings, e.g. by entering the name of an 

auditorium (like Parthenonzaal) or by entering a time The latter option allows you 

to enter a day and time to book an auditorium, as well as the number of seats you 

need for your event. A list of auditoriums that meet your criteria is then displayed. 

Open the room sheet of an auditorium or room for more information about the 

layout and the amenities of the space. This includes information about the location, 

the capacity, the surface area and the available equipment. You can check whether 

the room is free by clicking on the link at the bottom of the room sheet (under more 

information). A calendar will then appear listing the times when the room is 

occupied. 

https://www.kuleuven.be/wieiswie/nl/person/00071412
https://admin.kuleuven.be/td/fd/le
mailto:lokalen@tech.kuleuven.be
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2.5 Campus access 

2.5.1 Your office and the bicycle shelter 

When you start to work in our faculty, you will receive an office key and you can 

also obtain a key to the covered bicycle shelter. 

Collect them from the Dean’s Office (DV1 - room 00.33) from the key 

administration officer, Karine Draeck, Monday to Friday from 9:30 a.m.-

12.30 p.m. 

You will be asked to sign the ‘key application‘ form (the form is also 

available in the Dean’s Office) and pay a 10-euro security deposit (in cash). 

You will then receive your key immediately unless there are no keys 

available. In that case, a key will be ordered for you as soon as possible. 

You must exchange/return the key to the Dean’s Office if you change 

offices or are no longer employed by the university. 

 

Campuses 

Brussels Campus 

When you are employed by this sub-faculty, you may obtain an office 
key, to be collected from the Dean’s Office (T’Serclaes - room A04-09/1) 
from Karin Andries. 

 

 

2.5.2 Night-time access to De Valk 

The hours of the entrance gate on Ladeuzeplein are the same as the hours of the 

library of the Faculty of Law (although it sometimes closes a bit earlier). 

If you wish to enter the De Valk site after closing time, you must use the night door 

at Tiensestraat 41 (white door between the large green gate of the main entrance 

and the gate that leads past the International House). You can open the night door 

by holding your activated personnel card up to the badge reader next to the night 

door. Send a request to the administrative director, Monique Vandyck, to have your 

personnel card activated. 

 

http://www.law.kuleuven.be/home/algemeen/dienst-decanaat.html
https://www.law.kuleuven.be/home/intranet/formulieren/form-sleutelaanvraag.doc
https://www.kuleuven.be/wieiswie/nl/person/00071412
https://www.kuleuven.be/wieiswie/nl/person/00022987
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Campuses 

Brussels Campus 

The hours vary depending on the day and the building. 

T’Serclaes building: 

From Monday to Thursday 

You can enter from 7 a.m. until 9 p.m. Please note! Between 7 p.m. and 
9 p.m. you need your Odisee personnel card to enter the T’Serclaes 
building. You can exit from 7 a.m. until 9:30 p.m. Please note that you 
cannot use your campus badge to exit the building after these hours. 

Friday 

You can enter from 7 a.m. until 6 p.m. and exit from 7 a.m. until 7 p.m. 
Please note that you cannot use your campus badge to exit the building 
after these hours. 

Saturday 

You can enter from 7:30 a.m. until 12:30 p.m. and exit from 7 a.m. until 
1 p.m. Please note that you cannot use your campus badge to exit the 
building after these hours. 

On open days, the T’Serclaes building will remain open longer - subject 
to approval from Joëlle Theunis. 

Sunday 

The buildings are always closed on Sunday. 

During holiday periods, you may only enter the T’Serclaes building after 
submitting a reasoned request to the HR Department, no later than three 
days before the start of the holiday period. Your reasoned request must 
contain the following information: your name, date and time of the 
requested access. 

Hermes building: 

From Monday to Thursday: 7 a.m. until 9:30 p.m. 

Friday: 7 a.m. until 6 p.m. 

Saturday: 7:30 a.m. until 12.30 p.m. – Only open for longer if there are 
educational activities or exams. 

Sunday: closed 

mailto:joelle.theunis@odisee.be
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Erasmus building: 

From Monday to Friday: 7 a.m. until 7 p.m. – Open longer on Fridays 
only if there are educational activities or exams. 

Saturday 

In principle, the Erasmus building is closed on Saturdays. You must 
request permission to enter the building, no later than three days in 
advance. Your reasoned request must contain the following information: 
your name, date and time of the requested access. 

Sunday: closed 

Attention: the campus is closed on certain Saturdays. You can obtain 
the list of these days from our Planning Service or by sending an e-mail 
to FB-BRU@odisee.be. 

Parking on the Brussels Campus: 

From Monday to Thursday: 7 a.m. until 9:40 p.m. 

Friday: 7 a.m. until 7:30 p.m. 

Saturday: only when the buildings are open 

Sunday: closed 

You can find this information here. 

           How can I reserve a parking space? 

The parking garage of the Brussels campus is operated by Odisee. To 
be able to use it, you must send a request in advance by e-mail to 
https://planon.odisee.be/startpage/PSS/START (Facility Management 
service). You will then have to provide your name and function, your 
number plate and the period you will use the car park. If you wish to park 
on fixed days/hours for a whole semester, please mention this 
straightaway. This will be registered on your campus card, which will then 
give you access to the car park at the fixed times requested. 

Who can request a parking space? 

Reserving parking spaces is only possible for staff, guest speakers or 
visitors. No admission is granted to students or participants in study days 
or lectures. 

How do I reach the Brussels campus parking garage?  

GPS users: Wolvengracht 41. The T’Serclaes car park is located in the 
Radisson hotel car park (signposted in the street). PLEASE NOTE! In the 
car park, follow the signs P-2 (on the right at the back). Do not enter the 
paying car park of the Radisson hotel! 

mailto:FB-BRU@odisee.be
https://planon.odisee.be/startpage/PSS/START
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You can find this information here. 

 

 

 

2.5.3 Booked rooms and meeting rooms 

After you have submitted a booking application (lokalen-

reservatie@law.kuleuven.be), you must collect the keys of meeting rooms and 

classrooms from the Education and Student Administration (DV1 - room 00.27) 

from the employee in charge of room bookings. You can do this from 8:45 a.m. 

until 5 p.m. 

 

Campuses 

Brussels Campus 

All the classrooms at the Brussels campus are located in the Hermes 
building (building with green windows) and are well signposted in the 
building. Most of the classrooms are open, except for those listed here. 
For these classrooms, you must collect a key from the desk in advance, 
and return it to the desk at the end of the lesson (room on the right, next 
to the main entrance to the T'Serclaes building).  

Meeting rooms must be reserved via Facility Management; keys must be 
collected and returned there. 

 

 

 

2.5.4 Service bike 

You can use the service bike for work-related assignments during working hours. 

mailto:lokalen-reservatie@law.kuleuven.be
mailto:lokalen-reservatie@law.kuleuven.be
http://www.law.kuleuven.be/onderwijs/leuven/studentenportaal/administratie/contact
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You can collect the key to the bike and the bicycle shelter from the Dean ’s Office 

after filling out and signing a form, which you can obtain from the Dean ’s Office. 

You will not be required to pay a security deposit. 

 

Campuses 

Brussels Campus 

There is no service bike available on the Brussels Campus. 

 

2.6 The personnel and student card 

Personnel card 

Before you start to work for KU Leuven, the central HR Department will create a 

personnel card for you based on the photo you appended to your file for your 

application. Your personnel card will be sent to your work address if you work for 

the university more than 50% of the time. Your personnel card will be sent to your 

home address if you work for the university less than 50% of the time. 

If you did not receive a personnel card or if you lost yours, send an e-mail to 

personeelskaart@kuleuven.be to request a (new) card. Please attach a digital 

passport photo (jpeg) to your e-mail. 

You can use your personnel card to enter the library of the Faculty of Law, as well 

as certain rooms and meeting rooms, and access the night gate and employee car 

park if your card has been activated for this.  

In addition to being employees, PhD students are also students at KU Leuven as 

they are registered in the university’s doctoral programme. This means that as a 

PhD assistant you have both a personnel card and a student card. For this, you 

must report to the central student administration when you first register. After that, 

you will receive a new one every year, after re-registration (please note: as a PhD 

assistant, you have to enrol every year as a (PhD) student at the KU Leuven). 

 

Campuses 

Brussels Campus 

mailto:personeelskaart@kuleuven.be
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You will also receive an Odisee personnel card which is made for you by 
Odisee as soon as you have been assigned a KU Leuven u-number. 

 

2.7 Your KU Leuven e-mail, u-number and password 

2.7.1 E-mail address 

Each KU Leuven employee has a KU Leuven e-mail address, barring exceptions, 

of the following type: firstname.surname@kuleuven.be. Once your appointment to 

the faculty has been approved, you should in principle be assigned an e-mail 

address automatically. 

Assistants with a doctoral finality also have an e-mail address as a student, in the 

following format: firstname.surname@student.kuleuven.be. Some e-mails, 

including the e-mail about your annual re-registration as a PhD student, are solely 

sent to your student e-mail address. For this reason it might be worth linking your 

student e-mail to your employee mail to avoid overlooking important e-mails. Visit 

this website for more information about how to forward your student e-mail to your 

employee e-mail. 

 

You can check your KU Leuven e-mails through the following web page, 

https://webmail.kuleuven.be, or via an e-mail application. Outlook is installed as 

standard on all KU Leuven laptops and desktops. You can also install and check 

your employee e-mail on your mobile device by following these configuration 

guidelines. You can also configure your e-mail account on a MacBook. 

2.7.2 U-number 

You must have a personal u-number and password to access your employee e-

mail, Toledo, KU Loket, the Wi-Fi network or your KU Leuven laptop or desktop. 

This u-number is unique and will remain the same for the duration of your 

employment in the faculty. 

When your appointment is definitely confirmed, you will be sent an activation code 

to your private e-mail address to activate your KU Leuven account (u-number) and 

set a password. 

Assistants with a doctoral finality also have a student number (r-number) that gives 

access to Toledo, the WiFi network, etc., except for personnel-related aspects. 

mailto:voornaam.naam@kuleuven.be
mailto:voornaam.naam@student.kuleuven.be
https://admin.kuleuven.be/icts/services/email
https://webmail.kuleuven.be/
https://admin.kuleuven.be/icts/services/email
https://admin.kuleuven.be/icts/services/email
https://admin.kuleuven.be/icts/services/account/wachtwoord


 

LET’S GET TO WORK - SOME PRACTICAL INFORMATION FOR YOUR FIRST DAY ON THE JOB | 26 

2.7.3 Password 

Unlike the password for your KU Leuven student e-mail address, you must change 

the password of your employee e-mail address every year. Your password must 

contain at least one uppercase letter, one lowercase letter and a figure. When 

changing your password, you may not use passwords that you have previously 

used (e.g. two years ago). It may be worth your while to choose a password in your 

first year of employment that can be easily adapted and memorised in the following 

years. 

If you have forgotten your current password, you can change this by requesting a 

new activation code via https://account.kuleuven.be/. More information about log-

in problems can be found on the following page. 

 

 

2.8 Computers and telephones 

2.8.1 Computers 

Depending on your institute’s policy, you may be issued a desktop or laptop for 

work. Sometimes the assistant can also choose which option he or she prefers. 

You should discuss this with your promotor or department head, preferably prior to 

the start of your employment mission. 

Your desktop or laptop will be delivered on your first day at work or in the following 

days. 

You need your u-number to log in, so make sure you obtain this as soon as 

possible. 

Save as much as possible to your personal network drive (I:). KU Leuven makes 

backups of this drive. Your personal drive is the I drive, which you can find under 

“My Computer”. Your institute and/or department may also have a shared drive. 

Usually this is the J drive. Check the section on “Shared drives” for more 

information. 

 

Campuses 

Brussels Campus 

https://account.kuleuven.be/
https://admin.kuleuven.be/icts/services/account/wachtwoord
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Depending on this sub-faculty’s policy, you may be issued a desktop or 
laptop for work. 

The personal network drive in Brussels is the H drive. 

 

2.8.2 Telephone number 

In addition to a computer you also have a land line at your disposal. The telephone 

is connected to your computer. 

You can find the telephone number of KU Leuven employees on the who’s who 

page. Use the extensions for in-house calls: omit the “016/3” at the beginning of 

the telephone number. 

You can (temporarily) forward your phone calls to your mobile phone with “Skype 

for Business” (formerly ‘Microsoft Lync’; see 2.8.3). You can find more information 

on the quick search card: call forwarding in the general manual of the ICTS service. 

 

Campuses 

Brussels Campus 

You also have a land line at your disposal on the Brussels Campus. You 
can also find the telephone number of KU Leuven employees on the 
who’s who page. 

 

2.8.3 “Skype for Business” (formerly “Microsoft Lync”) 

KU Leuven uses “Skype for Business” (formerly ‘Microsoft Lync’) as a 

communication channel. In addition to an internal chat facility, you can also use 

Skype to make calls and organise online meetings. 

Log in as follows: 

- Sign In Address = firstname.surname@kuleuven.be 

- User ID = unumber@kuleuven.be 

- Password = password for your e-mail/KU Loket 

http://www.kuleuven.be/wieiswie/nl/person
http://www.kuleuven.be/wieiswie/nl/person
http://www.kuleuven.be/wieiswie/nl/person
mailto:voornaam.familienaam@kuleuven.be
mailto:unummer@kuleuven.be
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For more information on how to sign in to, use or download Skype for business 

(‘Microsoft Lync’) on other devices or other useful information, visit the general 

information page of the ICTS service, which includes a manual and handy cheat 

sheets. 

2.9 Wireless network 

The buildings of KU Leuven (auditoriums, academic quarter, Alma, and so on) 

provide access to wireless internet. The eduroam (“EDUcational ROAMing”) 

network is accessible to all KU Leuven students and all personnel. Universities and 

university colleges in other countries also use it. This means you can use the 

details below to also log on to the eduroam Wi-Fi network there. The eduroam 

network does not, however, offer access to the internal KU Leuven servers, which 

is why we recommend using campusroam when you are on campus. 

Log in as follows: 

- Username = unumber@kuleuven.be 

- Password = password for your e-mail/KU Loket 

You can use your laptop, mobile phone or other devices to connect to the 

eduroam network. The configuration may be different depending on the device. 

You can find an overview on the following page. 

Another option is the campusroam network. These networks are useful for, for 

example, giving KU Leuven visitors, who do not have a u-number, access to the 

university’s Wi-Fi network. Visit this page for more information about the other 

networks. 

 

Campuses 

Brussels Campus 

The campusroam settings are somewhat different from the settings for 
KU Leuven. Additional information can be found at faqict.odisee.be. 

 

https://admin.kuleuven.be/icts/services/skype
https://admin.kuleuven.be/icts/services/skype
mailto:unummer@kuleuven.be
https://admin.kuleuven.be/icts/services/wifi#config-info
hierhttps://admin.kuleuven.be/icts/services/wifi
https://faqict.odisee.be/
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2.10 Shared and personal drives 

The I drive and J drive can be found under “favourites” or in “Windows Explorer” 

on your computer. 

The I drive is not a shared network drive and is intended exclusively for personal 

use. Files on this drive cannot be shared. 

The J drive is a shared network drive that is primarily intended for sharing files with 

colleagues. If you are assigned rights to a particular file or folder, this will appear 

on the J drive. 

You can also access these network drives via the Internet. Go to 

https://drives.kuleuven.be/ and log in with your u-number and password. This 

means you also have off-campus access to these drives, which is useful if you 

wish to work from home. 

There is another way to have off-campus access to your drives than through your 

browser, which is more user-friendly. Follow these instructions to connect to your 

I drive and J drive from your KU Leuven laptop: 

1. Download and install this: 

https://admin.kuleuven.be/icts/services/extranet/junospulseclientinstallationv4.exe 

TIP. We recommend downloading this through a KU Leuven internet network. If 

the laptop you want to download these drives to is not your work laptop, then bring 

this laptop into work for the day. 

2. You will then see a white S among the small icons on the bottom right of your 

screen. Click the icon and select A-zone => Connect. 

3. Then search for the “Logon” icon on your desktop and double-click it. You will 

then be required to click OK twice. 

4. Now go to “This PC” in Windows Explorer and you will see your I drive and J 

drive. 

You can find more information about this installation process here. Contact the ICT 

Helpdesk for the installation instructions for MacBooks. 

 

Please note! 

We recommend bringing your laptop into work now and then to connect 
it to the KU Leuven network to ensure the network certificate remains 
valid. Otherwise, you may be denied access to the drives. 

 

https://drives.kuleuven.be/
https://admin.kuleuven.be/icts/services/extranet/junospulseclientinstallationv4.exe
https://www.law.kuleuven.be/ict/nl/Wat-Hoe
https://www.law.kuleuven.be/ict/nl/Wat-Hoe
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Campuses 

Brussels Campus 

KU Leuven personnel also have access to a personal network drive (H) 
and a services folder (O:) / training folder (P:) on the Odisee network. 

You can also request permission for a training and inter-departmental 
Team drive (T:), e.g. for exchanging data with the library. 

Additional information can be found at http://faqict.odisee.be. 

 

2.11 In-house mail 

All incoming mail is collected by each institute, to be distributed by the secretariats. 

You can also have parcels (work-related or otherwise) delivered at, or collect 

them from, the financial field office. The financial field office is located in building 

103.01 in Oude Valk (room 00.01). They will inform you by e-mail when a delivery 

arrives for you. 

If your parcel is delivered by B-Post and the listed delivery address is that of our 

financial field office, then B-Post will as standard deliver the package to the general 

post office of KU Leuven on Kapeldreef. Once it has arrived there, it will be 

distributed by in-house mail and will then be delivered to you through your 

secretariat. This may take a little longer. 

 

Campuses 

Brussels Campus 

All incoming mail for this campus is gathered and then distributed by the 
Dean’s Office. 

 

http://faqict.odisee.be/
file:///C:/Users/u0110065/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/CJO2O602/financiële%20antenne
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2.12 Welcoming international employees 

For international employees it is often quite difficult to get to know our university. 

That is why all essential information on practical matters, from necessary 

insurance, taxes and social security to information on transport and health, is listed 

on the 'Life@KULeuven' website and once again bundled in the extensive 'Living 

in Leuven' brochure. 

International PhD students and assistants can participate in the Orientation Days 

in September 2020, the welcome sessions for PhD students and postdocs and/or 

the PhD Welcome Day. In addition, they can enroll in the Buddy program to be 

introduced in a fun way to the Belgian way of life. National assistants can sign up 

as a buddy to give the international staff a warm welcome. The KULeuven also 

offers many networking opportunities. 

For questions about diversity, see point 3.14.2. 

2.13 Benefits 

Student restaurants 

As a KU Leuven employee, you can eat for reasonable prices in the Alma student 

restaurants, including ‘t Academisch Kwartier, which is situated in the Nieuwe Valk 

(DV3). Alma offers various dishes, including sandwiches. The weekly menu for 

every site is posted to their website. 

Alma has various sites: 

1. Alma 1: Tiensestraat 115, 3000 Leuven  

2. Alma 2: E. Van Evenstraat 2, 3000 Leuven  

3. Alma 3: Steengroevenlaan 3, 3001 Heverlee  

4. ‘t Academisch kwartier: Tiensestraat 41, 3000 Leuven  

5. Pauscollege: Hoogeschoolplein 3, 3000 Leuven 

6. Group T: Andreas Vesaliusstraat 13, 3000 Leuven  

7. De Moete: Celestijnenlaan 200P, 3001 Heverlee  

8. ESAT2, Kasteelpark Arenberg 10, 3001 Heverlee 

Sport and culture card 

When you register as a student, you can apply for a sports and/or culture card for 

a small additional fee. The sports card is also available if you only have 

personnel status, but then it is slightly more expensive. 

A sports card costs 27 EUR (student) or 50 EUR (personnel) for one year, and 

gives you free access to the sports facilities of the KU Leuven. You can also get a 

fitness card at a reduced rate, which gives you access to the university fitness 

https://www.kuleuven.be/english/studentservices/pangaea/orientation-days/previous-orientation-days/september2019/pdf/living-in-leuven-2019-2020-old#page=23
https://www.kuleuven.be/english/studentservices/pangaea/orientation-days/previous-orientation-days/september2019/pdf/living-in-leuven-2019-2020-old#page=23
https://www.kuleuven.be/english/studentservices/pangaea/orientation-days/previous-orientation-days/september2019/pdf/living-in-leuven-2019-2020-old
https://www.kuleuven.be/english/studentservices/pangaea/buddy-programme/phd-students-staff
https://admin.kuleuven.be/mykuleuven/thema/hr-welzijn/opleiding-en-ontwikkeling/netwerken
http://www.alma.be/nl
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centre (Univ-Fit). More information about the sports & fitness card can be found 

here. 

A culture card is only available for individuals who are (also) students, and costs 

20 EUR for one year. This card gives you free access to Museum M, and gives 

you generous discounts on various cultural activities in Leuven. More information 

about the culture card can be found here. 

Samenaankoop 

As a staff member of the KU Leuven, you can register with ‘Samenaankoop’ KU 

Leuven (Group purchasing). Through group purchasing formulas, you can enjoy 

discounts on a wide range of products and services, from wine to musicals and 

electronics & multimedia (the offer changes from time to time, but is always shown 

on the website). Of particular interest is the discount offered on a wide range of 

Dell products, via KU Leuven. 

 

Campuses 

Brussels Campus 

As a KU Leuven employee you are entitled to a discount in the two 
Sodexo restaurants. Sodexo offers various dishes. You can also buy 
sandwiches there. For more information, visit the website. 

 

 

 

http://stuvoplus.be/brussel/voeding
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3 HR and your AAP/BAP status 

3.1 Various staff categories at the university 

The university’s staff is subdivided into two large groups: Academic Staff (AP) 

and Administrative and Technical Staff (ATP). Below, there is an overview of 

the different types of statutes. You can find more information about every status 

on the intranet. 

Academic Staff (AP) is divided into three categories: Senior Academic Staff 

(Zelfstandig Academisch Personeel, ZAP), Junior Academic Staff (Assisterend 

Academisch Personeel, AAP) and Associate Academic Staff (Bijzonder 

Academisch Personeel, BAP). 

ZAP includes assistant professors, associate professors, professors and full 

professors. 

AAP is subdivided into three groups: (research) assistant, teaching assistant and 

postdoctoral assistant. 

BAP is subdivided into the following groups: research associates, PhD scholarship 

holder, FWO (= Research Foundation – Flanders) researchers, substitutes, 

volunteer research associates, visiting professors, postdoctoral fellows (also in 

international mobility), research framework. 

Simply put, ZAP is the professors, AAP and BAP the assistants and postdocs, and 

ATP the administrative employees. 

Abbreviations used and places to find information: 

- FWOASP = Regulations of the Research Foundation - Flanders governing 

the PhD fellowship for the implementation of fundamental research projects 

- GRS = Gewoon reglement betreffende de structuur van de universiteit 

(regulations regarding the university’s organisation; only in Dutch) 

- HR = Huishoudelijk Reglement Faculteit Rechten en Criminologie (rules 

and regulations of the Faculty of Law and Criminology; only in Dutch) 

- RAP = Reglement van het Academisch Personeel (Rules and regulations 

for Academic Staff; only in Dutch) 

- RDB = Internal Regulations for the Awarding ff Phd Scholarships at KU Leuven 

- Codex Hoger Onderwijs = Codificatie van de decretale bepalingen 

betreffende het hoger onderwijs (Codification of provisions determined by 

decree regarding higher education; only in Dutch) 

https://admin.kuleuven.be/personeel/english/intranet/staff_category/index
https://admin.kuleuven.be/personeel/english/intranet/staff_category/academic_staff_categories#section-0
https://admin.kuleuven.be/personeel/english/intranet/staff_category/academic_staff_categories#section-0
https://admin.kuleuven.be/personeel/english/intranet/staff_category/academic_staff_categories#section-1
https://admin.kuleuven.be/personeel/english/intranet/staff_category/academic_staff_categories#section-1
https://admin.kuleuven.be/personeel/english/intranet/staff_category/academic_staff_categories#section-1
https://admin.kuleuven.be/personeel/english/intranet/staff_category/academic_staff_categories#section-1
file:///C:/Users/anoose/AppData/Local/Temp/Temp1_098261TRANSL692402.ZIP/Regulations%20of%20the%20Research%20Foundation%20-%20Flanders%20governing%20the%20PhD%20fellowship%20for%20the%20implementation%20of%20fundamental%20research%20projects
file:///C:/Users/anoose/AppData/Local/Temp/Temp1_098261TRANSL692402.ZIP/Regulations%20of%20the%20Research%20Foundation%20-%20Flanders%20governing%20the%20PhD%20fellowship%20for%20the%20implementation%20of%20fundamental%20research%20projects
https://admin.kuleuven.be/rd/gewoon_regl_structuur.html#hoofdstV
https://www.law.kuleuven.be/home/algemeen/huishoudelijk_reglement
https://admin.kuleuven.be/personeel/studpers/reglement_AP/reglement.html
https://admin.kuleuven.be/personeel/english/intranet/staff_category/PhD_Scholars/internal_regulations_provision
https://data-onderwijs.vlaanderen.be/edulex/document.aspx?docid=14650
https://data-onderwijs.vlaanderen.be/edulex/document.aspx?docid=14650
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3.2 BAP vs AAP vs external funding 

You can find a detailed overview of the status of AAP/BAP here. 

AAP are university employees whereas BAP are not (except for research 

associates and teaching assistants). As a BAP member, a PhD scholarship holder 

is therefore not a KU Leuven employee. He or she does however receive a 

scholarship from the university’s “Facultaire Luik Onderzoeksfonds” (acronym: 

FLOF) or from another institution (such as the FWO). The difference in status 

evidently has consequences for your income taxes. 

AAP members (and other university employees such as research associates) are 

taxed and contribute to the social security system, like all other ordinary 

employees. 

BAP members (who are not employed by the university) pay social security 

contributions and thus acquire rights in all the branches of social security. There 

is, however, a tax exemption on the scholarship that is paid. No income withholding 

tax is withheld. Moreover, the scholarship does not count as income for the 

purpose of the personal income tax. This has its benefits and drawbacks. An 

advantage is that you can continue to be a dependent of your parents (if you are 

domiciled with your parents, that is). The PhD scholarship holder who cohabits or 

is married cannot be a dependent of his/her partner. Another tax break is the 

application of the conjugal portion, whereby a share of the taxable income of the 

spouse or cohabiting partner is regarded as income of the PhD scholarship holder. 

Please be aware that there are also important drawbacks. In general, the PhD 

scholarship holder cannot take advantage of tax rebates or deduction that are not 

repayable because he or she does not have income in the tax sense of the word. 

AAP and BAP generally earn the same net salary. As the AAP member does not 

enjoy a tax exemption, his/her gross salary (including holiday pay, end-of-year 

allowances, etc.) will obviously be higher. An overview of the wage scales for 

assistants (scale 43) including indexation and seniority may be found here. 

A tip about your holiday pay: please bear in mind that your holiday pay is as 

standard calculated based on your salary for the month of June, whereas your 

salary can be indexed in July. In KU Loket you can therefore request that your 

holiday pay is based on your salary for July, August or September. Your holiday 

pay will thus be higher (as it is based on your salary after indexation), but it will 

only be paid to you in July or August. Check this every year. 

Further information about end-of-year bonuses is available on the following page. 

In addition to this, KU Leuven employees are also entitled to ecocheques at the 

rate of “one ecocheque of 17 euros every month”. A full-time employee who has 

worked uninterrupted for one year, is thus entitled to 204 euros of ecocheques. 

Traditionally, the ecocheques are provided to employees at the end of November. 

https://admin.kuleuven.be/personeel/english/intranet/staff_category/index
https://admin.kuleuven.be/personeel/english/salary/salaryscales/ap/e-ap-43.pdf
https://admin.kuleuven.be/personeel/english/intranet/salary/holiday_bonus.html
https://admin.kuleuven.be/personeel/english/intranet/salary/holiday_bonus.html#section-9
https://admin.kuleuven.be/personeel/english/intranet/salary/end-of-year-bonus
https://admin.kuleuven.be/personeel/english/intranet/insurances_benefits/ecocheques
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Assistants who are not often in Leuven or who are already employed elsewhere, 

may ask one of their (former) colleagues to collect their ecocheques if they sign a 

proxy for this. You can use these ecocheques for all kinds of purchases. Traditional 

favourites include energy-saving lamps, organic products in the supermarket and 

certain ecological electric appliances. You can also use your ecocheques for a 

number of lesser-known purposes, such as buying Thalys or Eurostar tickets (if 

these are purchased through certified travel agencies), for hotels or tourist 

attractions with the green key or European ecolabel, and for bicycles and bicycle 

accessories. A list of the many traders that accept ecocheques, can be found on 

the following webpage. 

3.3 Outside activities 

An outside activity is a paid or unpaid activity, by a member of the academic or 

teaching staff, in addition to the staff member’s university activities. Non-outside 

activities include employment at UZ Leuven or the FWO/IWT; scientific or social 

services; membership of a board of directors of another legal entity on behalf of 

KU Leuven; membership, based on the employee’s expertise or position at the 

university, of scientific advisory committees, editorial committees of scientific 

series or journals, professional associations and other bodies or institutions; and 

unpaid cultural or social activities that do not fall under the scope of one ’s 

profession. 

A distinction is made between AAP and BAP for the allowed outside activities. The 

basic conditions and criteria may be found on the intranet page. Obviously, this 

relates to the consequences for your actual availability and the positive effect of 

these activities on your university tasks. Specific conditions apply depending on 

the type of outside activity. 

When you are appointed as a full-time AAP member, you are considered to be 

working for the university full-time. You may not have any paid outside activities or 

other professional activities unless the Faculty Board and KU Leuven’s Executive 

Board give their consent, and as long these outside activities do not take up more 

than two half days a week (art. V.12-V.16 Codex Hoger Onderwijs). The following 

distinction applies to part-time academic staff members. If you are employed 

less than 50%, you must inform the university every year of your outside activities. 

You do not require the university’s consent for these activities. If you are employed 

more than 50%, you must inform the university every year of your outside activities 

and you require consent for these activities. The university’s Executive Board will 

check whether your outside activities do not jeopardise your availability for the 

university. This also means that teaching assistants whose job only accounts for a 

small percentage of their appointment must inform the university of their outside 

activities (which is often their primary activity). You will receive an e-mail once a 

year (in April) requesting you to declare these outside activities. If these 

outside activities take up more than two half days a week, your mandate will be 

https://admin.kuleuven.be/personeel/intranet/formulieren/template-volmacht-ecocheques.pdf
https://www.edenred.be/benefits-ec.php
https://admin.kuleuven.be/personeel/english/intranet/Other_information/outside_activities.html
https://admin.kuleuven.be/personeel/english/intranet/Other_information/outside_activities.html
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officially reduced to part-time employment. There are a number of mandates which 

are automatically assumed to take up more than two half days a week, including 

minister, MP and so on. The average AAP member is usually not affected by this, 

barring the exception of having one’s own law firm (which is probably the case). 

Staff members who wish to apply for an outside activity for the current academic 

year can do so by sending a letter to the Vice-Rector of his/her group addressed 

to the HR adviser, enclosing the opinion of the department chair (or, where 

appropriate, the campus chair or campus dean) and dean. 

In principle, AAP staff may not take any courses during working hours, barring 

courses as part of their doctoral programme. A request for an exemption must be 

addressed to the Faculty Board (Art. 129 RAP). Junior academic staff members 

may complete scientific assignments or participate in scientific meetings outside 

KU Leuven, in Belgium or abroad, with prior permission from the Department Board 

or the Executive of the "Administrative Unit". (Art. 131 RAP). 

For BAP, we distinguish between PhD scholarship holders, FWO applicants and 

research associates. 

A PhD scholarship holder is only expected to conduct research, although he or 

she may also be asked to teach, maximum 4 hours a week, or take care of 

administrative tasks for maximum 8 hours a week. A PhD scholarship holder may 

not have any professional activities unless he or she was granted a part-time PhD 

scholarship (which is only rarely granted) (Art. 12 RDB). The Group Executive 

Committee’s consent is required for all other activities, including following courses. 

Additional studies may not jeopardise the full-time nature of the PhD research (Art. 

11 RDB). 

Like the PhD scholarship holder, the FWO applicant is also a full-time researcher. 

He/she may, however, carry out a remunerated activity outside the receiving 

institution and outside the mandate, provided that this does not happen in the 

context of the preparation of the doctoral thesis and does not jeopardize the 

required commitment and progress of the preparation of the doctoral thesis (art. 

19, §1 FWOASP). The total workload, both for attending other courses and for 

supporting education under the responsibility of a ZAP member, amounts to a 

maximum of 20 percent of the available time. These tasks can be: supervision of 

exercises, practical exercises, seminars, or administrative or clinical tasks. Under 

no circumstances can an aspirant be designated as the responsible or lecturer of 

a course (art. 18, §2 FWOASP). In determining the time allocation of these tasks, 

the actual workload should be considered, including preparation and related 

activities (art. 18, §2 FWOASP). Moreover, it is explicitly stipulated that there may 

be no registration at a bar (and therefore no actual activity as a lawyer) (art. 19, §4 

FWOASP). 

The conditions of the institution funding the grant are applied to research 

associates. As they are also KU Leuven employees, the same rules apply for 

outside activities as for academic staff (see under AAP). The same rules apply to 

https://admin.kuleuven.be/personeel/english/intranet/Other_information/outside_activities.html#paid_outside
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substitutes. Volunteer research associates do not receive a salary or 

grant/scholarship and may obviously carry out outside activities. 

3.4 Career opportunities 

As a KU Leuven employee you are entitled to employee training. You can check 

the available training courses and register for them though KU Loket. Click the 

“Personnel” tab, go to “Employee training” and click “Trainings and register”. 

Additional information can be found in the following brochure and on the 

MyKULeuven website. 

You can use keywords to search for a course, or search the catalogue, the course 

calendar and by location/target audience. Tip: pre-register when there is no training 

scheduled at a given time. 

As an assistant who is employed in the Faculty of Law, you are also automatically 

a member of the Doctoral School for the Humanities and Social Sciences. You can 

click through to KU Loket under “Transferable skills” on the web page with 

information for PhD students. There you can find more information about the 

training offer and a list of interesting courses. 

Naturally, registering for a course means you must also turn up for the course. After 

all, some places are much coveted. The policy regarding cancellations and no-

shows of the Doctoral School for the Humanities and Social Sciences is as follows: 

you can cancel free of charge up to three working days before the course starts. 

You will be charged 50 euros for a no-show or late cancellations without a valid 

reason. The valid reasons (e.g. illness) are listed and there is an indication of which 

document you must submit within 8 working days after your cancellation. 

The university organises several other initiatives with a view to ensuring a smooth 

transition from the university to the business world after a mandate ends. These 

initiatives are usually organised in the form of a job fair. In this regard, the 

PhDSociety organises an annual job fair that is attended by many companies. In 

addition, a job fair is organised for the Doctoral School for Human Sciences by 

YouReCa (Young Researchers’ Careers) every three years. YouReCa is a part of 

KU Leuven’s Career Center, and was established to deal with the specific career-

related questions of young researchers. YouReCa also offers a wide range of 

career workshops, a handy online career tool and even individual career guidance. 

More generally, the Career Centre offers help through coaching and mentoring. 

Moreover, you can find more information about networking on the MyKULeuven 

website. 

https://admin.kuleuven.be/mykuleuven/thema/hr-welzijn/opleiding-en-ontwikkeling
https://admin.kuleuven.be/personeel/data/brochure-opleidingen-onderzoekers
https://ghum.kuleuven.be/phd
https://ghum.kuleuven.be/phd/practical_students
https://ghum.kuleuven.be/phd/practical_students/Activities-list
http://ghum.kuleuven.be/phd/practical_students/no-show-fee
http://ghum.kuleuven.be/phd/practical_students/no-show-fee
http://ghum.kuleuven.be/phd/practical_students/no-show-fee
https://www.phdsociety.be/
https://www.kuleuven.be/personeel/careercenter/youreca-career-center/yourecaENG/indexeng
https://admin.kuleuven.be/mykuleuven/en/theme/hr-wellbeing/training-talent/coaching-mentoring
https://admin.kuleuven.be/mykuleuven/en/theme/hr-wellbeing/training-talent/networks
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3.5 Performance interviews 

Performance interviews are an opportunity to establish transparency about mutual 

expectations in an open dialogue. These performance interviews aim to stimulate 

and facilitate the direct cooperation between you, your colleagues and your (co-

)supervisor. They are an element of the appraisal process and facilitate discussion 

based on the principle of equality. 

In principle, you will be invited to a performance interview every year. This can be 

during a fixed period for all the assistants (around Easter, or in June/July), or four 

months after you started to work for the university and from then on once a year. 

Additional performance interviews, at the request of the employee or the 

supervisor, can always be organised. Enquire with your supervisor which planning 

schedule your institute has adopted. 

The supervisor ensures these performance interviews take place and takes the 

initiative to organise them. Assistants with a co-supervisor are asked to ensure this 

performance interview is organised both with their supervisor and their co-

supervisor (usually together during one meeting, but possibly during two separate 

meetings individually). The faculty guidelines on performance interviews (only 

available in Dutch) include a detailed list of main themes and more specific topics 

which can serve as a source of inspiration for this discussion. All these elements 

can and may be discussed, but an exhaustive discussion of all the components is 

obviously impossible. It is important that the employee and the supervisor can 

suggest topics for the performance interview. At the start of the performance 

interview, the participants will notify each other which topics they wish to discuss 

to ensure that all the important topics are covered - the assistant and the supervisor 

should therefore each select three topics in advance. 

The sheet listing the agreements pursuant to the previous performance interview 

(see below) will be included in each discussion to evaluate which objectives were 

achieved and where adjustments are necessary. 

The assistant will write up a short report of the performance interview within one 

week after the meeting (optional deadline). Here the assistant must use the report 

sheet and the sheet with the agreements at the end of the faculty guidelines on 

performance interviews (only available in Dutch). The report sheet lists the topics 

the supervisor and the employee wished to discuss. A brief explanation/evaluation 

of the past year is also provided for each of the topics discussed. The agreement 

sheet explains which specific agreements were made for the following year. The 

supervisor and the employee both sign the report. 

https://www.law.kuleuven.be/aap-bap/Documenten/Facultaire_leidraad_functioneringsgesprekken_20100112.doc
https://www.law.kuleuven.be/aap-bap/Documenten/Facultaire_leidraad_functioneringsgesprekken_20100112.doc
https://www.law.kuleuven.be/aap-bap/Documenten/Facultaire_leidraad_functioneringsgesprekken_20100112.doc
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3.6 HR Department 

KU Leuven’s HR Department is centrally organised, rather than by faculty. Its 

offices are located at Parijsstraat 72b in Leuven. 

Upon your appointment, you will be required to sign an employment contract in 

the offices of the HR Department. You will be personally invited for this. When you 

sign your employment contract, the HR Department will provide other useful 

information about your employment at KU Leuven. Your photo will also be taken, 

for your personnel card and your (internal or external) who ’s who page (cf. infra). 

You can find more information about how to change this photo under subheader 

3.4.8. 

Every employee has his/her own personal HR adviser in the HR Department. You 

can contact this adviser with any HR-related questions for which you cannot 

immediately find an answer on the HR Department’s website. You can find your 

personal HR adviser’s name in your KU Loket under Personeel [Staff] > 

Personeelsdossier [Personnel file] > Mijn gegevens [My info]. Your HR adviser’s 

name, phone number and e-mail address are listed at the top of the page. 

Any changes to your status (extension, expansion, reduction, etc.) require the 

Faculty Board’s prior approval. For this, a file must always be submitted to the 

administrative director, signed for approval by your department head and 

departmental chair. After approval by the Faculty Board, the faculty will send your 

file to the HR Department for further processing. 

You will find more HR related information here. 

3.7 KU Loket 

KU Loket is KU Leuven Association’s administrative portal. It mainly acts as a 

gateway to the online applications for all your administration. By logging in once, 

the user has access to all applications in the portal. The KU Loket is personalised 

to each individual user. 

You must log in with your user name (u-number) and central password. Depending 

on your position(s) within the organisation (employee, student, credit manager, 

professor, etc.), you will be offered different applications and information. 

KU Loket is accessible via the following web browser. The KU Loket does not 

require the installation of additional software and is accessible via web browser, 

wherever you are in the world, on any laptop. 

KU Loket doesn’t just provide pages and reports to consult, it also provides ‘self-

service applications’ where you can enter data or launch processes. You can find 

information about your personal information, pay slips, HSE, remaining holidays 

https://admin.kuleuven.be/personeel/english/index.html
https://admin.kuleuven.be/mykuleuven/en/theme/hr-wellbeing/index
https://idp.kuleuven.be/idp/profile/SAML2/Redirect/SSO?execution=e2s1
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and so on. In addition to this administrative information, assistants with a doctoral 

finality will also find a tab in KU Loket with information about their ongoing research. 

Among other things, an overview of the deadline for certain milestones can be 

found in your KU Loket application under ‘Onderzoek/Research’ and 

‘Doctoraatsopvolging/PhD progress’. KU Loket also comes with certain self-service 

applications. You can, for example, request leave or holidays through KU Loket, 

upload the required documents for your PhD milestones, re-register, submit 

professional expenses, declare missions, etc. 

The transactions made available are primarily aimed at the occasional user and 

can be used without training or with simple instructions. Log in to KU Loket and 

click the “Support” tab for these instructions. Under “Help” you will see a manual 

that explains how to use KU Loket and the various applications. 

3.8 My Who’s who page 

The Who’s who page is very useful when you require practical information about 

other colleagues: where their office is located, how you can reach them by phone 

or e-mail, which articles they have published and so on. The regular Who’s who 

page can be accessed by everybody (including externals). 

However, an intranet version of the Who’s who page also exists. It contains more 

information than the public online version. You can find a complete overview of the 

available information on the intranet. You can also see how you can adapt/have 

the information on your Who’s who page adapted. It is crucial that you always add 

your phone number and room number. 

3.9 Missions 

You must declare international missions through KU Loket. When you declare 

that you are on an international mission, the system registers your absence for 

work-related purposes (rather than a holiday). Examples of international missions 

include a stay abroad for a study visit, a congress or a short course that is related 

to your study visit. It is vital that you register this international mission, as you justify 

your absence and are covered under the university’s insurance policy. 

After registration in KU Loket and the formal approval by the dean, central services 

will approve your mission. You will receive a special number as soon as you 

register your mission. You need this number to enter any professional expenses 

relating to your mission abroad. 

https://www.kuleuven.be/wieiswie/en/person/
https://www.kuleuven.be/wieiswie/en/person/
https://admin.kuleuven.be/sab/od/English/whoiswho-help
https://admin.kuleuven.be/sab/od/intranet/english/whoiswho-info
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3.10 Teleworking 

Teleworking implies that you work from home or from another place of your 

choice; in other words away from the office environment. It aims to extend flexible 

working arrangements in non-location specific activities. You can find all 

information regarding teleworking here. 

There are three types of teleworking at KU Leuven: teleworking on an occasional 

basis, on a structural basis and in exceptional cases. Framework agreements set 

out the applicable procedures with regard to these three types of teleworking and 

offer guidance to entities to concretize teleworking agreements, tailored to their 

specific work context. You can find them here. 

If making agreements on teleworking require great effort or if you as an employee 

feel that teleworking options are difficult or not negotiable, then you may 

contact the head of the ABAP Delegation and the Ombudsperson. If needed, you 

may contact the HR Department at telewerk@kuleuven.be. The HR Department 

will inform you and, if necessary, will clarify certain elements, facilitate a meeting 

and provide assistance. If consensus cannot be achieved, an employee can - 

through the employee representatives – submit an appeal to the Personnel Matters 

Committee who will issue an advice to the supervisor and the management board. 

3.11 (Hospitalisation) insurance at KU Leuven 

One of the benefits of working at KU Leuven is the excellent hospitalisation 

insurance. You are automatically covered under this insurance when you sign 

your employment contract. The cover extends to you as an employee, if you are at 

least 20% employed at KU Leuven, and your family members (your spouse, partner 

and/or children who are domiciled at your home address). Your family members 

are not automatically covered, however, so you must fill out a form for this. 

If you are not employed for at least 20%, you always have the option of joining the 

social or private hospitalisation insurance plan after payment of the full year’s 

premium. 

You can find more information about the coverage and procedure to be followed in 

case of illness and hospitalisation on the webpage of the insurance service. It also 

includes a copy of the full policy. You can find more information about your 

hospitalisation and the declaration of any expenses incurred by you in KU Loket > 

Personeel [Staff] > Personeelsdossier [Personnel File] > Mijn gegevens [My info] 

> Verzekeringen [Insurance]. 

In addition to the hospitalisation insurance, the webpage of the insurance service 

contains information about other insurance policies you may have to invoke. This 

could be in case of a work-related accident, an accident with your own car during 

https://admin.kuleuven.be/personeel/english/intranet/workinghours-teleworking/teleworking
https://admin.kuleuven.be/personeel/english/intranet/workinghours-teleworking/teleworking
mailto:telewerk@kuleuven.be
https://admin.kuleuven.be/sab/vz/associatienet/en/hospital-insurance#section-4
https://admin.kuleuven.be/sab/vz/intranet/en/insurance-office
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work-related travel, an accident with your bike, a mission at a location outside KU 

Leuven, third party liability for work-related activities, etc. 

3.12 Holidays, maternity leave and illness 

3.12.1 Holidays 

3.12.1.1 General 

AAP staff are entitled to annual holidays of 5 calendar weeks if they worked a full 

year during the previous calendar year. One working day is added for every five 

years of seniority, capped at 6 calendar weeks. These rules apply to BAP staff 

insofar they are not excluded as a result of special contractual conditions and these 

rules can be reconciled with their status (collective labour agreement 1993). The 

latter fully applies to volunteer research associates. The rules and regulations of 

KU Leuven apply to FWO applicants. 

You must take your holidays in consultation with your department head. When 

taking a holiday you must fill out your electronic holiday sheet in KU Loket. 

Correctly completing the holiday sheet is not only important to justify your absence, 

it is also crucial when you permanently leave the university (to pay out your holiday 

pay), when you take maternity leave (to calculate the duration of your leave) or 

when you fall under the Flemish Employment Agency VDAB (to determine your 

waiting period). 

You must request holidays through the app in KU Loket under Personeel [Staff] > 

Aan- en afwezigheden [Presence/absence] > Verlof [Holiday]. Your superior must 

approve your application. This must be done before you leave on holiday. The 

application in KU Loket also has an overview of your remaining holidays and their 

expiration date. The calendar overview also lists the university’s collective closing 

days. You also have a holiday on these days. For example, our university 

traditionally closes between Christmas and the New Year, for Leuven Kermis and 

on 2 February (Patron saint’s day). 

3.12.1.2 Holiday during your first employment 

If you are employed by KU Leuven immediately after your graduation, after a year 

of work placements or a trip around the world, you will not be able to take any 

holidays during the first months on the job (September through December). This 

is because you acquire holiday entitlements for the period you worked during the 

calendar year preceding the current year. 

During the second period of your first year of employment (January through 

August), you will have accrued holidays depending on the number of months you 

were employed during the previous calendar year. For example, in calendar year 

https://admin.kuleuven.be/personeel/studpers/reglement_AP/bijlage5.html
https://www.kuleuven.be/over-kuleuven/kalenders/2021/kalender2020_2021.html
https://www.kuleuven.be/over-kuleuven/kalenders/2021/kalender2020_2021.html
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2021 you will be entitled to 7 days of legal holidays and 3 days of additional 

holidays if you were employed from September 2020. 

If you are under 25 years of age in the year you are appointed, then you will be 

able to supplement the legal and additional holidays with four weeks (20 days) 

thanks to the young workers’ holidays system. 

Did you graduate or stop studying and start to work in 2020? Then you are entitled 

to four weeks of paid holiday in 2021, if you fulfil the following conditions: 

 

- you are under 25 years of age on 31 December 2020; 

- you stopped your studies in 2020; 

- after graduating, you were employed in 2020 and you signed one or several 

employment contracts covering at least one month and this employment 

comprised at least 13 working days. 

The four weeks of holiday to which you are entitled in that case consist of holiday 

that is calculated based on the number of days you worked or equivalent days 

during the previous year, which are supplemented with a number of “young 

person’s holiday days”, for which the RVA pays a “young person’s holiday 

allowance”. This allowance amounts to 65% of your gross salary during the first 

month in which you take this young person’s holiday and is capped at €2,191.26 a 

month. 

You have the right to take this young person’s holiday: your employer must allow 

you to take this holiday before the end of a holiday year. 

Attention: you can only take this young person’s holiday after you have taken your 

ordinary holiday. In other words, first take all your legal and additional holidays in 

the first year. If you don’t, the payment of your young person’s holiday allowance 

will be denied. 

Every month during which you take your young person’s holiday, your employer 

will send an electronic overview of the days of holiday you took to the payment 

institution. Only in the first month that you take one or more young person’s holiday 

days you must fill out a form and send it to the payment institution yourself. This 

payment institution is either the Hulpkas voor Werkloosheidsuitkeringen (make 

sure to choose the right branch, based on your domicile) or - if you are a trade 

union member - one of the payment institutions established by the ABVV, the 

ACLVB or the ACV. The form you must fill out once only and send to the payment 

institution is form C 103-werknemer (available through www.rva.be). You must 

submit this form as soon as possible after your first day of young person’s holiday. 

More information on the procedure and conditions for the young person’s holidays 

may be found on the website of the RVA and kuleuven. 

https://admin.kuleuven.be/personeel/english/intranet/holiday-absence/incomplete-statutory-leave/young-workers-holiday
https://www.hvw.fgov.be/nl
http://www.rva.be/
http://www.rva.be/nl/documentatie/infoblad/t11#h2_6
https://www.kuleuven.be/studentenvoorzieningen/afstuderensociaalstatuut/werken_dienstverband/vakantiedagen.html
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3.12.2 Illness 

If an employee is unfit for work or is prevented from being at work due to any other 

case of force majeure, an employee associated with a faculty must immediately 

notify the Administrative Director of his or her faculty. He or she will immediately 

notify the department head and the HR Department. 

In case of an absence of more than two days you must submit a medical 

certificate to the person responsible for this, as mentioned above. He or she will 

then send this certificate to the HR Department. 

More detailed information can be found on the information page of the HR 

Department. 

 

 

3.12.3 Pregnancy and parenthoot 

As is the case with any other employer, you also have special rights at KU Leuven 

if you are pregnant. A general overview with information for pregnant employees 

can be found here. You are entitled to maternity leave, breastfeeding breaks, 

maternity benefits, time credit and so on. You are also entitled to parental leave as 

a father or co-parent. Depending on your status (AAP or BAP) you may also find 

addition information at the bottom of this page. 

If you adopt or foster a child you are entitled to the associated support for this, 

including adoptive leave, leave for urgent reasons in case of a sick family member, 

maternity benefits, etc. 

3.13 Child care 

In addition to support for pregnant employees, KU Leuven also has day care 

centres certified by Kind & Gezin (‘Child & Family’). A list of these facilities can be 

found here. 

These day care centres are also used to care for children who are sick or must 

stay home because of an accident. In these cases, however, a solution must be 

found in the very short term for child-care and medical care. That is why KU Leuven 

offers two facilities: the “short term absenteeism” arrangement and care at home 

for sick children provided by the university’s day care centres. You can find more 

information about how to make use of this arrangement here. 

https://admin.kuleuven.be/raden/en/faculty-administrators
https://admin.kuleuven.be/personeel/english/intranet/holiday-absence/illness-accident/illness
https://admin.kuleuven.be/mykuleuven/thema/hr-welzijn/zwanger-en-ouderschap/index
https://admin.kuleuven.be/personeel/english/intranet/holiday-absence/thematicleave
https://admin.kuleuven.be/personeel/work-life/work-life-english/managing-work-life-choices/practical/intranet/part-time-breaks
https://admin.kuleuven.be/personeel/work-life/work-life-english/managing-work-life-choices/practical/intranet/part-time-breaks
https://admin.kuleuven.be/personeel/english/day_care_centres
https://admin.kuleuven.be/personeel/english/intranet/insurances_benefits/home_care_sick_children#section-3


 

| 45 

In July and August, during the school holidays, KU Leuven outsources 

extracurricular child care to vzw Sporty. 

3.14 Well-being, health, diversity and inclusion 

3.14.1 Well-being and health 

KU Leuven's HR department takes various initiatives to support the well-being, 

health, diversity and inclusion of its staff. Support in organizing your work-life 

choices can be found on the 'Life@work' page. In addition, there are several 

organizations where you can turn to for psychosocial care. In case of stress, 

depression, unfair treatment, a conflict or any other such problem, you can always 

turn to anyone in ‘network of confidants’ (see 1.7).  

In addition, as a PhD student you can go to the Student Health Center for an initial 

registration interview. Depending on the outcome of that interview, they will refer 

you to help outside the center. This first interview costs EUR 18. More information 

can be found on the following website. 

KU Leuven also offers a lot of support in the field of physical health: tailored 

exercise advice, advice on ergonomic working, a sports and exercise offering for 

staff, ... More information can be found here. 

3.14.2 Diversity and inclusion 

KU Leuven is taking various actions to promote an inclusive culture. More 

information about disability support, questions about your religious experience at 

KU Leuven, or how you can contribute yourself can be found on the diversity page 

of KU Leuven. In addition, KU Leuven offers various programs, trainings and 

materials to strengthen your skills and attitudes on diversity and inclusion. This 

offer can be found here. 

Within the Faculty of Law, a diversity team has been appointed that works on policy 

issues with a view to detecting, discussing and reviewing aspects that could be 

improved related to diversity and equal opportunities for everyone who studies or 

works at our faculty. If you have any questions about this, you can contact Liesbet 

Smedts.  

Furthermore, Leun In Leuven Law specifically promotes awareness of gender bias 

and the elimination of gender imbalances in professional life by organizing 

meetings, workshops and lectures. Independent of the official KU Leuven policy, 

there is also UNDIVIDED, a bottom-up initiative that contributes to making 

education, research and social services within our university more inclusive. 

https://admin.kuleuven.be/personeel/english/intranet/insurances_benefits/holiday-childcare
https://admin.kuleuven.be/personeel/work-life/work-life-english/home
https://admin.kuleuven.be/thema/welzijn/en/intranet/faq
https://www.kuleuven.be/english/studentservices/health
https://admin.kuleuven.be/thema/gezondheid/health_compass/healthcomp_staff
https://www.kuleuven.be/diversiteit/diversity/beleid-actoren
https://www.kuleuven.be/diversiteit/talent-voor-inclusie/index.html
https://www.law.kuleuven.be/home/algemeen/gelijke_kansen_diversiteit
https://www.kuleuven.be/wieiswie/nl/person/00044632
https://www.kuleuven.be/wieiswie/nl/person/00044632
https://www.law.kuleuven.be/leanin
https://www.kuleuven.be/diversiteit/diversity/undivided/discover-more-about-undivided
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3.15 Leaving the university earlier than anticipated 

We hope that your employment in our faculty will go as expected. However, you 

may decide to terminate your employment earlier than anticipated, for all kinds 

of reasons. 

If the underlying reason is a problem or a disagreement with your supervisor and/or 

other employees, we strongly recommend discussing this with your direct 

colleagues, the ombudsperson or a member of the ABAP delegation (see II). You 

may of course also always approach the (campus) dean about this. 

If, after having discussed the matter with your supervisor, you decide to withdraw 

from the doctoral programme, you must inform the doctoral committee of this 

decision using the designated form. 

Leaving the faculty potentially also has consequences for your employee e-mail 

address and the messages that are sent to this inbox, especially if you decide not 

to stay with the faculty as a volunteer research associate. 

https://www.law.kuleuven.be/faculty/PhDwebsite/preliminary-discontinuation
https://admin.kuleuven.be/icts/english/servicedesk/FAQs-EN/FAQ-email-staff
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4 Practical information about education 

4.1 The assistants’ training programme 

4.1.1 What does it entail? 

Regardless of your status, as an assistant you may be required to provide 

assistance for various teaching assignments: the supervision of seminars or 

theses, teaching tutorials, giving a guest lecture, correcting exams, etc. Since it 

wishes to help assistants with this, the faculty organises an “assistant training 

course” each year. This is organised by the ABAP delegation in conjunction with 

the Educational Development Unit (DOO) of KU Leuven and the faculty’s 

educational support staff. 

The assistants’ course consists of three educational sessions, during one 

academic year. The sessions are always given by experienced assistants. 

During the first session, theory and practical experience are combined in modules. 

This includes giving feedback to students, or developing or executing a teaching 

assignment. Assistants are also informed about the practical aspects of their job, 

including guidelines regarding exam supervision, regulations regarding tutorials, 

seminars and master theses, the use of Toledo, the website, and the faculty’s 

organisational chart. They can network with each other in a pleasant atmosphere. 

Assistants are required to complete an individual assignment based on the 

information of the first session to prepare for the second session. The second 

session is primarily a follow-up session and focuses on exchanging experiences 

and reflection. 

The assistants are notified every year by e-mail about the content of these sessions 

and the exact dates. The programme and the presentations of the previous years 

may be found on the website of the ABAP delegation. 

4.1.2 Who? 

All new full-time and part-time assistants must follow this training programme. 

Other ABAP staff (namely those who have been employed longer and volunteer 

research associates) are equally welcome. 

4.1.3 Educational certificate 

 

http://www.law.kuleuven.be/aap-bap/
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After the training, every participating assistant will receive an ‘educational 

certificate’ that is recognised by the faculty and can easily come in use later during 

his or her career. 

4.1.4 Contact and learn more? 

Contact the faculty’s educational support staff or the ABAP delegation for more 

information about the assistants’ programme. 

The Educational Development Unit of KU Leuven (DOO) of course also provides 

teaching support. DOO offers face to face as well as online or blended modules. 

More information can be found here. You can find more online materials and 

background documents about working methods, evaluation and the use of media 

and technology in education here. 

4.2 Toledo 

Toledo is the acronym of TOetsen en LEren Doeltreffend Ondersteunen and is KU 

Leuven Association’s shared digital learning environment. Through Toledo, 

students have access to a wide range of online course materials, including course 

texts, slides, supporting materials, links to useful websites, exercises, graphic and 

multimedia material. Toledo also has a wide range of communication channels for 

students and lecturers or assistants: electric notice boards, e-mail, discussion 

platforms and more. Students can also actively control the learning process in the 

digital learning environment by taking electronic intermediate tests, completing 

tasks, and checking the group pages and e-portfolio. 

You can request access to Toledo on the following page: www.toledo.kuleuven.be. 

You log in with your u-number and matching password. As an assistant you have 

access to various Toledo pages for the courses for which you provide educational 

support and – where applicable – for the doctorate course. 

If you cannot yet see certain learning environments, then the responsible ZAP staff 

member may possibly still have to add you to the course. You can also search for 

a course and add it to your homepage. The page’s main administrator (usually the 

ZAP staff member who is responsible for the course) must assign the required 

administrator rights to certain Toledo pages so you can change their content by 

uploading files and/or posting messages. 

You can find a detailed and useful manual about the functionalities of Toledo and 

how to use them on the following page or in the following manual for students. 

http://www.law.kuleuven.be/aap-bap/over-ons/leden.html
http://www.kuleuven.be/onderwijs/onderwijsbeleid/doo/doo
https://www.kuleuven.be/onderwijs/professionalisering/overzicht1617#aap_bap
https://admin.kuleuven.be/mykuleuven/en/theme/education-students/index
http://www.toledo.kuleuven.be/
https://wiki.associatie.kuleuven.be/toledopedia/index.php/Hoofdpagina
https://toledo.kuleuven.be/docs/stud_handl.pdf
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4.3 Tolinto 

Tolinto is an internet application which can be used to allow students and/or 

employees to register for all kinds of events. Events include an monitoring 

exercise, an interim test, a consulting appointment, a discussion of an examination, 

a series of seminars, a series of themes for a group assignment, a list to order 

books, or an excursion. 

Tolinto lets every lecturer or assistant create one (or more) events (e.g. a library 

visit) and allow students to register for ‘event components’ (e.g. a visit on Monday, 

Tuesday or Thursday). This link transfers students to a registration form for the 

event. You can easily create a link in Tolinto and then send it to your target 

audience through the communication channel of your choice (Toledo notification, 

e-mail, website, etc.). 

More information about the use and functionalities of Tolinto may be found in the 

manual. 

4.4 Booking rooms 

More information about how to book rooms and to check whether they are free 

may be found under header III.3 of this brochure. 

4.5 Exam supervision 

AAP/BAP staff members are asked to supervise written exams. The maximum 

number of supervisory tasks depends on the assistant’s status and percentage of 

employment. For example, a teaching assistant who is employed 5% will be asked 

to supervise three exams during three exam periods while a full-time teaching 

assistant must supervise eight exams. Usually, doctoral assistants must supervise 

six exams. Volunteer research associates, ombuds and postdoc research 

associates in barema 44 are exempted from exam supervision. 

Part-time AAP/BAP staff members are requested to state their wishes a few 

months prior to each exam period. You can then state on which half weekdays you 

are not available as a supervisor, explaining the reasons why. Where possible, 

your wishes will be taken into account when drawing up a schedule. Part-time 

employees are also asked to supervise exams on Saturday. 

Full-time AAP/BAP staff members can also inform the faculty of times when they 

are unavailable. This will also be taken into account, but only to a lesser extent. 

Only force majeure will be accepted as a reason for absence after the schedule 

has been drawn up. The supervisor must then find a substitute and send the mutual 

https://toledo.kuleuven.be/Manuals/Tolinto
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confirmation to toezichthouder@law.kuleuven.be. The stand-by figure cannot be 

requested as a substitute in this case. 

The tour de role for exam supervision is sent to everyone by e-mail a few weeks 

prior to each exam period. It is also published to the exam page on the student 

portal: exam page on the student portal. We request that you confirm receipt of 

this message by e-mail to toezichthouder@law.kuleuven.be so the faculty knows 

that you received this information. 

It is crucial that you check your KU Leuven e-mail account regularly, otherwise 

you may not receive important faculty information (e.g. requests re your wishes, 

supervision assignments, room arrangements and so on) on time, which may 

potentially have major consequences. These problems can easily be solved by 

automatically forwarding KU Leuven e-mails to another (professional or private) 

address. 

A head supervisor is appointed for every exam, and if several exams take place 

in one room a room supervisor may be appointed. The tour de rôle clearly states 

who is the head supervisor. 

The head supervisor must contact the other supervisors and provide exam copies, 

card readers and laptops if necessary. A few weeks prior to the assigned exam, 

the head supervisor must contact his or her colleagues and set a time and place 

to meet. They should also exchange mobile phone numbers beforehand so they 

can easily communicate in case one of the supervisors cannot be present due to 

force majeure. 

The head supervisor must also contact the professors who are responsible for the 

exam to check whether the exam must be collected from reprographics or 

somewhere else. The head supervisor must also check whether there are specific 

instructions for the exam, which materials are allowed and how long students have 

to finish the exam. 

A novelty for Leuven is that students must scan their student card when handing 

in their exam copy, to electronically record their participation in the exam. In view 

of the preventive measures taken by KU Leuven and the faculty against the spread 

of the coronavirus, the electronic registration will (for the time being) no longer be 

combined with the signing of the paper form at the back of the exam. Every room 

must have at least one laptop with a card reader for this electronic registration. The 

head supervisor must arrange for a laptop in every room. The required card 

readers must be collected before the exam and returned after the exam to the 

Education and Student Administration. If the office is closed by the end of the 

exam, the card readers may also be returned to the desk at the library of the Faculty 

of Law. 

mailto:toezichthouder@law.kuleuven.be
http://www.law.kuleuven.be/onderwijs/leuven/studentenportaal/examens/
mailto:toezichthouder@law.kuleuven.be
https://icts.kuleuven.be/apps/faq/?repid=faq_antwoord&x_faq_id=162&lang=
https://www.law.kuleuven.be/home/intranet/onderwijs/informatie-over-de-registratie-van-examendeelname
https://www.law.kuleuven.be/onderwijs/leuven/studentenportaal/administratie
https://bib.kuleuven.be/english/rbib
https://bib.kuleuven.be/english/rbib
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The university and faculty guidelines, including guidelines about the specific 

tasks of the head supervisor, the supervisor and the stand-by supervisor may be 

found on the following page. Check these guidelines before every exam period. 

The quality and fairness of the exams in our faculty are also determined by the 

quality of the exam supervision. This means we should not underestimate the 

importance of good exam supervision. 

 

Campuses 

Brussels Campus 

Assistants who are appointed as exam supervisors on the Brussels 
Campus can find the supervision schedule in KU Loket under “Education 
& Students” - “roster lecturer”. The final version will also be emailed to 
them. 

There are no head supervisors or assistants on stand-by, nor is the 
number of supervisions limited to 5 a year. The exams must be collected 
half an hour before the start of the exam from the “Planning Department” 
(first floor of the T’Serclaes building), where the supervisor will also be 
informed about the room number. The exams must be returned to the 
Planning Department unless otherwise agreed with the professor. 

  

4.6 Exam ombuds and students with special facilities 

The exam ombudsperson arbitrates between examiners and students when 

problems arise with the organisation of exams. This ombuds may intervene in 

various situations or may be asked to intervene, firstly by the students. 

Students who wish to sit an exam in another way than set out in the regulations for 

specific reasons must submit a request for exam facilities to the ombudsperson. 

The exam ombuds will notify the head supervisor by e-mail a few days prior to the 

exam about the identity of these students with special facilities. In principle, 

these students with special facilities must all sit their exam in the auditorium of the 

head supervisor, though this may be derogated from in the light of the preventive 

measures against the spread of the coronavirus. The students will be notified by 

the ombuds, so the head supervisor does not need to contact the students. 

Examples of facilities that have been granted to students: no penalties for spelling 

errors, extra time (1/3 more time than allocated to regular students) to fill out their 

exam, exam on a laptop, etc. If and when students may fill out their exam on a 

https://www.law.kuleuven.be/aap-bap/toezichtbeurten/examentoezicht.html
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laptop, the head supervisor is responsible for collecting the laptop from the ombuds 

or the student administration. Exceptions may also be made in the light of the 

measures taken against the spread of the coronavirus: in this case, a laptop will 

be provided for the facilities students' classroom. The head supervisor is also 

responsible for providing an electronic copy of the exam which can be saved to the 

laptop and for providing the electronic copy of this exam to the person responsible 

for the course. 

As an ombuds you may also be involved in case of serious irregularities during 

exam supervision. Any irregularities that occur during an exam must be notified 

as soon as possible to the ombuds department. Describe the irregularity in as much 

detail as you can and provide evidence if possible. The lecturer who is responsible 

for the exam must be contacted about any intervention (i.e. taking away a codex 

or additional legislation). 

The ombuds may also be consulted if a student cannot prove his or her identity 

for an exam. The student may then request the ombuds department for a print of 

his or her student information sheet with a photo. 

 

Campuses 

There is a different ombudsperson on every campus. 

- for Leuven; 

- for Brussels; 

Visit this webpage to see who is the exam ombudsperson. 

4.7 Exam inspection and discussion 

We refer to the following articles in the Education and Exams Regulation (EER) for 

information about the inspection and discussion of exams. 

 

Article 88 EER. Discussing the results and the right to feedback 

Students are given the opportunity for feedback during the first seven 
calendar days following the day on which the results are announced. The 
feedback will include an inspection of their written examination and an 
individual and/or collective debriefing of the examination. An individual 
debrief is a discussion between the examiner and the student about an 
examination taken individually. 

https://www.law.kuleuven.be/onderwijs/leuven/studentenportaal/begeleiding/ombudsdienst/index
https://www.law.kuleuven.be/brussel/nl/personeel/contacten-campus-brussel
https://www.law.kuleuven.be/onderwijs/leuven/studentenportaal/begeleiding/ombudsdienst/index
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The feedback arrangements will be announced to students at least one 
week before the end of the examination period. 

Students may be accompanied by a person of their choice who will act 
as an observer during the debrief. If the observer is a student who was 
enrolled for the programme component in the same academic year, the 
observer must have passed the programme component. 

Students may report problems with and complaints about the feedback 
scheme to the Examination Ombudsperson, who will mediate in order to 
find an appropriate solution. 

Faculty supplement Faculty of Law 

The Faculty of Law has drawn up policy guidelines for the application of 
this article, which can be consulted at 
www.law.kuleuven.be/onderwijs/leuven/studentenportaal/reglementen/f
ac_reg_beleid/beleidslijnen. 

Information about the feedback and inspection of examinations can be 
found on the student portal of the campus. 

Article 98 OER. Openness of administration  

Individual students have the right of access to the documents on which 
decisions concerning them are based. They have no right of access to 
data relating to other students. 

In order to exercise their right to public access to administration, students 
may submit a request to this effect to the faculty to which their programme 
belongs or to the head of the department that has made a decision 
concerning them, no later than one month after the start of the following 
academic year. The faculty or department shall grant such access within 
a reasonable period of time. 

Copies of documents requested within the framework of public access to 
the administration will only be granted with the unrecognizability of 
information that does not relate to the student. They will be provided free 
of charge. Copies of examination documents will only be granted to 
students in the context of the feedback procedure as referred to in Art. 
88 or to students who have followed that procedure before. Each copy 
must be treated personally and confidentially and may only be used in 
function of the student's educational career. 

Faculty supplement Faculty of Law 

Students who wish to obtain a copy of the examination copy must fill in a 
'Request examination copy' form at the education and student 
secretariat. A copy will only be granted to students who can demonstrate 
that they were present at the collective feedback moment or have made 
use of the possibility for individual feedback. After the administration has 
requested the documents from the competent department, students will 
be invited to collect the copy and sign it for receipt. The students declare 



 

| 54 

that the copy is intended for personal use and may not be distributed, 
that they will respect the copyrights attached to the examination 
questions and that they will only use the copy in function of their 
educational career. 

The Faculty of Law has drawn up policy guidelines for the application of this 
article, which can be consulted at 
www.law.kuleuven.be/onderwijs/leuven/studentenportaal/reglementen/fac_reg_
beleid/beleidslijnen. 

 

In our faculty this means that we send out an e-mail to students, just prior to the 

examination period, asking them to suggest a time to inspect/discuss the exam 

within the regulated period. The e-mail provides possible dates for this meeting. 

The administration establishes a schedule itself for the more important courses of 

the Bachelor and Master programmes of the Faculty of Law. Students are asked 

to stick to this schedule as much as possible or arrange a suitable date and time. 

They must have the opportunity to attend these discussions within a standard 

programme. If students are unable to attend the regular exam meeting, they still 

have the right to inspect their exam and request feedback if they submit a request 

for this no later than one month after the request of the following (!) academic year.

  

 

All the information is then gathered and made available to the students on the 

following examination page. 

 

Important! 

A collation of Article 88 (right to inspection and feedback) and Article 98 
of the EER posits that students are also entitled to a copy of their filled 
out exam, in the framework of the transparency of management. They 
can obtain this copy by submitting a request to the administration, which 
will inform the educational team in question. 

 

4.8 Plagiarism and detection of plagiarism (TurnItIn) 

In addition to examinations, students are also required to regularly submit writing 

assignments, for which your assistance may be required. When evaluating a 

writing assignment, it is important that you check whether the student did not 

commit any plagiarism. 

http://www.law.kuleuven.be/onderwijs/leuven/studentenportaal/examens
https://www.law.kuleuven.be/onderwijs/plagiaat
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KU Leuven’s plagiarism detection software is called TurnItIn. Every assistant can 

easily upload and enter electronic documents in the programme through Toledo. 

The programme even has a functionality that allows you to bulk upload papers. 

After a few minutes, a report is generated with sections of text the programme 

found elsewhere (on internet pages, in Google books, in previously uploaded 

papers within KU Leuven). A match does not necessarily mean that the student 

committed plagiarism. The text may be inserted between quotation marks (i.e., 

quotes) or the student may have quoted legislative texts and so on. A manual 

evaluation is crucial. The programme is only there to warn you. When entering draft 

versions in the programme, we recommend adapting the settings to ensure the 

draft version is not included in the database. Otherwise, the final version will have 

a lot of similarities to the draft version, making it more difficult to review the report. 

Since June 2016-17, master theses have been systematically screened for 

plagiarism with TurnItIn. The supervisor is informed by mail of the reports following 

this automated screening. 

4.9 Style for presentations and the website 

4.9.1 General 

Information about the corporate style of KU Leuven may be found on the Personnel 

page (under ‘Communication and reports’). Here you can find out more about 

logos, a consistent use of language, linguistic recommendations, dictionaries and 

the names and contact details of our campuses. Here you can also download Word 

and PowerPoint templates for reports, presentations and so on. 

In addition to the faculty’s style, a university-wide template has also been 

developed for PowerPoint presentations. More information about transposing 

presentations from the old to the new template can be found here. 

4.9.2 Faculty website 

If you are appointed as webmaster, you can first follow a basic training course 

about the Plone webeditor system we use at KU Leuven. The faculty regularly 

organises secondary training sessions, during which you are given more specific 

information about how to create and update websites and pages on the faculty ’s 

website. Contact the faculty’s communication officer or the ICT department with 

specific questions. 

4.9.3 Press and media training 

 

https://www.law.kuleuven.be/aap-bap/werkcolleges-seminaries-masterproeven/Plagiaatturnitin
http://www.law.kuleuven.be/home/intranet
http://www.law.kuleuven.be/home/intranet
http://www.kuleuven.be/communicatie/marketing/templates/presentatiemateriaal/index.html
https://admin.kuleuven.be/icts/opleidingen/tips/nieuwe-ppt-sjablonen?utm_source=intranetmail&utm_medium=email&utm_campaign=20170928
https://www.law.kuleuven.be/ict/nl
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All media requests are initially handled through KU Leuven ’s central Newsroom. 

They then pass on media requests to the faculties and to scientific staff. If you 

regularly receive media requests you can follow a media training course (only for 

ZAP). Contact the faculty’s communication officer for more information. 

4.10 Budgets and reimbursements 

4.10.1 Work-related travel 

KU Leuven may reimburse expenses incurred for work-related travel. Your 

department head must give you permission to use your own car, motorbike, moped 

or bike for this if you wish to do so. The procedure to be followed can be found 

here. 

A separate budget exists for travel done as part of the supervision of interns in the 

Criminological Field. When claiming expenses you must explicitly ask to be 

reimbursed with this credit. Otherwise, the expenses may possibly be reimbursed 

from your own operational credit. 

4.10.2 Orders 

KU Leuven asks you to avoid advancing funds for expenses. Services or goods 

(outside of the internal warehouses of KU Leuven) must be ordered through the 

SAP system. The SAP purchase order is then sent to the supplier. The supplier 

will then send an invoice to KU Leuven in accordance with the instructions on the 

purchase order. The central Financial Services will then pay this invoice. Contact 

the ATP members in your department (if there are any any) or see your head of 

department for information about this working method. 

4.10.3 Reimbursements 

KU Leuven asks you to avoid advancing funds for expenses. Should you 

nevertheless have to advance funds, then fill out an expense note for the 

reimbursement of these expenses. You can find these forms in KU Loket > 

Financiën & Aankoop [Finances & Procurement] > Uitgaven [Expenses] > 

Beroepskosten [Professional expenses] > Kostenformulier [Expense form]. The 

budgetary situation nevertheless differs, depending on the department and the 

institute. You must therefore always discuss any expenses with your division head 

or department head prior to incurring them. 

https://admin.kuleuven.be/personeel/intranet/verloning-personeelsvoordelen/verplaatsingen_dienstverband/verplaatsing_dienstverband
https://admin.kuleuven.be/personeel/intranet/verloning-personeelsvoordelen/verplaatsingen_dienstverband/verplaatsing_dienstverband
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4.10.4 Reimbursement for conferences 

The budgetary situation differs, depending on the department and the institute. You 

must therefore always discuss your situation with your supervisor or department 

head prior to incurring expenses for participating in a conference. 

You can also rely on external funding, of course. For example, the FWO offers 

funding for participation in conferences. 
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5 Practical information about research 

5.1 Registration as a PhD student 

As a PhD student or PhD scholarship holder you are a student as well as a KU 

Leuven employee. Specifically, during your PhD you also follow a doctoral 

programme. The Registrar’s Office takes care of your registration. 

5.1.1 First registration 

When you start your PhD, you must register for the first time for the doctoral 

programme. 

As you can start a PhD at any time of the year, you can also register for the doctoral 

programme at any time of the year. You must register for the ongoing academic 

year. You must then re-register when the next academic year commences in 

September. 

If you obtained a Master’s diploma from KU Leuven and you start your PhD 

immediately after your graduation, you can register for the doctoral programme 

using the re-registration module in your KU Loket. You can find this under the 

‘Education & Students’ tab, under the ‘Student’ header. 

Is there a gap of a few months or years between your graduation and your 

registration? Then you must take this up with the Registrar’s Office of KU Leuven 

during their opening hours. You don’t have to bring your diploma with you, but you 

must bring your admission authorisation if this has not yet been electronically 

added to your dossier. Check this with the administrator. 

Is this your first registration at KU Leuven? Then bring your letter of admission and 

(a copy of) all your previous diplomas (secondary, Bachelor, Master), even if you 

submitted them with your request. It is important that your student file is complete. 

You must pay the required amount for your first registration. 

You need the acceptance of the administrator of the doctoral programme of your 

faculty or doctoral school for your first registration for the doctoral programme. This 

can be electronically added to your file if you already studied at KU Leuven 

previously. If not, you need a letter of admission. Click here for more information 

about the required document. 

Were you registered at KU Leuven during the previous academic year? Then you 

can use the online re-registration facility from early July until early October. If you 

will do a PhD during the upcoming academic year but have yet to receive the 

official authorisation for this, we recommend filling out the online registration no 

https://www.law.kuleuven.be/home/onderzoek/doctorandiportaal/copy_of_informatie-voor-doctorandi/inschrijven-als-doctoraatsstudent
https://www.law.kuleuven.be/home/onderzoek/doctorandiportaal/copy_of_informatie-voor-doctorandi/inschrijven-als-doctoraatsstudent
https://www.kuleuven.be/inschrijvingen/registration/contact/index.html
http://www.kuleuven.be/doctoreren/lijst_adminsecr.html
https://www.kuleuven.be/studentenadministratie/inschrijvingen/studiegelden
http://www.kuleuven.be/doctoreren/lijst_adminsecr.html
https://www.law.kuleuven.be/home/onderzoek/doctorandiportaal/kandidaten/predoctorale-studenten
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later than the third Wednesday of the academic year. This is because the online 

registration module is closed after this date. This saves you a visit to the Registrar’s 

Office. Your registration can be automatically processed as soon as the 

administrator of the doctoral programme of your faculty or doctoral school creates 

an electronic admission authorisation for you. 

 

Important! 

Are you not an EEA citizen or do you not have a university diploma of the Flemish 
Community? 

Then follow these instructions. Look at the list of documents you need to 
fill out your application. After your online application, you must send a 
certified copy of your diplomas and your ‘transcript of records’ (and 
possibly a translation thereof) to the following address: 

Admissions Office KU Leuven 

Naamsestraat 22 - box 5410 

3000 Leuven 

Belgium 

Add a photocopy of the identity page of your passport or of your ID card 
and state the ‘application number’ of your application. Attention, the 
university will keep these documents. They will not be returned to you. 

You can then monitor the status of your application online. It may take 
four to eight weeks before your application is accepted. You will then 
receive an e-mail and you must confirm ‘acceptance’ online using the 
app. You will then be e-mailed a PDF file of the official letter of admission. 
You need this letter to register as a PhD student. 

You can already go through this procedure before you arrive in Leuven. 
Once you arrive in Leuven, you must go to the Admissions Office where 
you must present the originals of all your post-secondary diplomas. In 
other words, make sure to have them with you when you arrive in Leuven. 
After this procedure, you can register as a PhD student. 

This procedure is free, and there is no specific deadline for doing this. 
However, your supervisor or the head of your research project may 
impose a deadline for completing this procedure, so don’t wait too long. 

Click here and go to ‘additional information for (pre)doctoral students’ for 
more detailed information about the procedure above. 

https://www.kuleuven.be/english/application/instructionsdoctoral
https://www.kuleuven.be/english/application/requested-documents-doctoral
https://www.kuleuven.be/english/admissions/contact
https://www.kuleuven.be/english/admissions/phd
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5.1.2 Annual re-registration 

 

The annual re-registration is free but compulsory. You are not insured if you don ’t 

re-register, nor will you have access to the information in Toledo, your ‘PhD 

progress’ app in KU Loket will expire, you will not be entitled to additional student 

benefits or in many cases a PhD scholarship. 

Usually, you receive an e-mail in your student e-mail inbox by the end of June 

which reminds you to re-register and explains the procedure for this. You have until 

the third Wednesday of the academic year to re-register online through KU Loket 

(Onderwijs & Studenten [Education & Students] > Student > Herinschrijven [Re-

register]). Late registrations must be done in person at the Registrar’s Office. 

Attention, your re-registration will be blocked if you do not have a recently approved 

progress report. In that case, you must submit the missing progress report as soon 

as possible through KU Loket using the ‘PhD progress’ app. Your re-registration 

will be processed as soon as the Faculty Doctorate Committee has approved your 

progress report. 

You will be notified by e-mail as soon as this has been done. You can also use this 

e-mail to obtain the necessary certificates relating to your registration. 

 

Important! 

What happens when you have completed the doctoral programme? 

If you have completed the doctoral programme and you have not yet 
been admitted to the doctoral defence, you will have to re-register free of 
charge for DOCT without doctoral defence. If you have been admitted to 
the doctoral defence, but no date has been set for this yet or your doctoral 
defence does not take place in the academic year for which you are 
registering, then you will have to re-register free of charge for DOCT 
without doctoral defence. 

As soon as you have a doctoral defence date and this is added to your 
PhD file, the Registrar’s Office will be notified and will register you as 
DOCT with doctoral defence. More information on this can be found 
under the next point. 

 

https://www.kuleuven.be/studentenadministratie
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5.1.3 Last registration 

As soon as you have been admitted to the public defence by the examination 

committee and you will defend your thesis during the ongoing academic year, you 

will be registered for the DOCT with doctoral defence. The administrator for PhDs 

of your faculty or doctoral school must first assign a status 7 (‘admission to the 

doctoral defence’) to your e-dossier. The Registrar’s Office will then be notified and 

register you for the PhD with doctoral defence. You do not need to contact the 

Registrar’s Office for this. You will receive an account statement, which will be sent 

to your student e-mail, because you must pay the same amount for this ‘pre-doc’ 

registration as for your first registration. You must have registered for the 

ongoing academic year, so don’t forget to re-register online if you haven’t done 

this yet as you get closer to the date of your doctoral defence. You can already 

register for the PhD with doctoral defence in the online registration module. You 

must register with the Registrar’s Office if you have not registered when your 

doctoral defence is approved. 

An answer to Frequently asked questions about registrations may be found here. 

5.2 Student card 

The personnel card you receive at the start of your first year remains valid until the 

end of your employment. You will, however, receive a new student card annually, 

after (the renewal of) your registration. This will be posted to your correspondence 

address a few days after your registration, so be sure to provide a correct address. 

You cannot collect your documents in person. 

In case of loss, you may request a new student card, after paying 5 euros. You will 

not have to pay this if you require a new student card because your previous one 

was stolen and you can provide a police report. You can obtain a new student card 

from the Registrar’s Office. 

When registering as a PhD student, you can link your student card to a culture or 

sports card, like ordinary KU Leuven students. As a student, you can discover 

Leuven’s diverse cultural offering without breaking the bank with the KU Leuven 

Culture Card. The Sports Card lets you enjoy the sports offering and the sports 

facilities (swimming pool, football pitches, gym, etc.) of KU Leuven. In some cases, 

participation is free if you have a sports card. In other cases, you may be asked to 

pay a fee. KU Leuven employees can also enjoy the sports offering for employees 

or the support of Uniefactief. 

http://www.kuleuven.be/doctoreren/lijst_adminsecr.html
https://www.kuleuven.be/studentenadministratie/inschrijvingen/studiegelden
https://www.kuleuven.be/studentenadministratie
https://www.kuleuven.be/studentenadministratie/inschrijvingen/faq.html
https://www.kuleuven.be/studentenadministratie
https://www.kuleuven.be/cultuur/cultuurkaart
https://www.kuleuven.be/cultuur/cultuurkaart
https://www.kuleuven.be/sport/universitair-sportcentrum/tarieven
https://www.kuleuven.be/sport/sportaanbod/index.htm
https://www.kuleuven.be/sport/sportaanbod/uniefactief/Aanbod-voor-ku-leuven-personeelsleden
https://www.kuleuven.be/sport/sportaanbod/uniefactief/personeel
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5.3 Library 

5.3.1 General 

KU Leuven libraries website: https://bib.kuleuven.be/ 

The library of the Faculty of Law (RBIB) is located in Oude Valk. The entrance is 

on the first floor. The lending desk is also located there. 

Tiensestraat 41, B- 3000 Leuven  

+32 16 32 51 83 

rbib@kuleuven.be 

http://bib.kuleuven.be/rbib 

Opening hours during the academic year 

 

From Monday to 
Thursday: 

9 a.m. - 11 p.m. 

Friday 9 a.m. - 9 p.m. 

Saturday 10 a.m. - 6 p.m. 

Please note! Check the website for the opening hours during the holidays. 

Christoph Malliet is the faculty librarian. 

A list of all library employees and their specialisations may be found here. 

 

Campuses 

Brussels Campus 

The library of the Faculty of Law is located in the T’Serclaes building. 

Warmoesberg 26, B-1000 Brussels. 

+32 2 210 13 36 

Bib-Bru@odisee.be 

Opening hours during the academic year 

 

https://bib.kuleuven.be/
mailto:rbib@kuleuven.be
http://bib.kuleuven.be/rbib
https://www.kuleuven.be/wieiswie/nl/person/00023728
http://bib.kuleuven.be/rbib/toegang-en-gebruik/contactpersonen
mailto:Bib-Bru@odisee.be


 

| 63 

From Monday to 
Thursday: 

9 a.m. - 6 p.m.  

Friday 9 a.m. - 5 p.m. 

Saturday closed 

Please note! Check the website for the opening hours during the 
holidays. 

 

A list of the opening hours of all the KU Leuven libraries can be found here. 

The library’s website is a platform with all kinds of useful user information and can 

be used to access all the electronic sources and the Limo catalogue (discovery 

service). These are the three most important pages: 

1. Homepage 

Access to Limo, all legal and criminological databases, e-magazines, right, 

news, useful links with more information about the IT facilities, printing, 

scanning and copying, etc... 

2. Collections and searches 

Here you will find everything you need to know about reading rooms and 

collections, basic works and acquisitions, classification. 

The General Library Regulations apply to all KU Leuven libraries. 

Faculty library regulations also apply, in particular rules about studying in the 

library. 

You can use your personnel card to enter the library and use the 

printers/copiers/scanners. 

5.3.2 Research Space 

A new space for professors and researchers only recently opened on the first floor 

at the rear of room 1 C: the research space. This ensures that there is always 

enough space in the library for faculty researchers during the busiest hours of the 

day. There are twelve spacious workspaces, a lounge corner and you can also 

print and copy documents there on an MFP (multifunctional printer). 

5.3.3 Printing, copying and OCR scanning 

You must use your personnel card for printing and copying. The used units are 

automatically charged to your department, so there is no need to top up your credit. 

http://bib.kuleuven.be/ub/over/bibliotheken
http://bib.kuleuven.be/rbib
https://bib.kuleuven.be/rbib/collectie
http://bib.kuleuven.be/rbib/toegang-en-gebruik/bibliotheekreglement
https://bib.kuleuven.be/rbib/toegang-en-gebruik/onderzoekersruimte
http://bib.kuleuven.be/rbib/toegang-en-gebruik/print-scan-copy
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Scanning is free. Please use the scanner in the Research Space and leave the 

other scanners for the students. 

The scanner in the Research Space is automatically set to OCR (Optical Character 

Recognition) so you can search the scanned text. You must, however, enter your 

e-mail address yourself (you can save it under a capital letter) as the scan-to-me 

functionality does not work with OCR. 

5.3.4 Employee borrowing facilities 

Employees may borrow an unlimited number of books for 1 to 2 weeks (depending 

on whether the book has been marked with a yellow dot or not). This very short 

loan period can be extended three times (for books that were not reserved by a 

third party). This can be done by phone, by e-mail or online through Limo. 

You will be charged a fine for the late return of documents you borrowed. The same 

rate applies in all of KU Leuven’s libraries: €0.50 per item per day. You will receive 

several notification e-mails beforehand. 

 

 

5.3.5 Inter-library request for a loan or photocopy 

If a book or journal is not available in the collection of KU Leuven, then you may 

request it through the Interlibrary Loan Request Service (IBL). The RBIB is an IBL 

centre. The staff at the information desk, in particular the specialist, Jorinde, will 

gladly help you with your questions and requests for loans. 

 

Information about the electronic procedure for an IBL request and information 

about the rates may be found on the website. 

 

 

5.3.6 Online resources 

The general Limo search engine provides access to a multitude of resources, 

including legal and criminology resources. Limo provides good access to the 

http://bib.kuleuven.be/rbib/toegang-en-gebruik/uitlenen-en-reserveren
http://bib.kuleuven.be/ub/toegang-en-gebruik/ibl/IBL-werkwijze
http://bib.kuleuven.be/ub/toegang-en-gebruik/ibl/ibl-tarieven
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English-language content of major international publishers such as Elsevier, Sage, 

Springer or Wiley, with direct access to the full text. 

There are plenty of specific legal resources, often national, as well as criminology 

resources. They are accessed with the symbols and flags on the library’s 

homepage. It is worth remembering that many legal databases offer a mix of 

various types of resources: in addition to legislation and jurisprudence they also 

contain the full texts of online books, reference works and e-journals. A lot of this 

content is not available in Limo. 

5.3.7 Off-campus online resources 

Employees have full access off-campus (through EZproxy) to all the available full 

text in Jura and all documents in Stradalex, except the books. Students have no 

off-campus access to either of these databases. Anyone with a KU Leuven ID has 

off-campus access to all the other databases, including Jurisquare. 

Volunteer research associates and teaching assistants with an appointment of 

20% or less have no access to off-campus use of Jura, Stradalex and Jurisquare, 

at the request of Belgian publisher who consider this group to be professional 

users. 

5.3.8 Tables of contents of journals 

You can keep up to date with the latest evolutions in your discipline by requesting 

that the tables of contents of new issues of journals are automatically mailed to 

you. This is free, through Jurisquare, for Belgian legislation. Jurisquare also offers 

update services for several international journals. 

5.3.9 Ordering suggestions 

Researchers may make suggestions about the acquisition of new books or e-

journals if they require them for their research. These requests will be fulfilled if the 

budget allows. The library automatically buys all the relevant Belgian material, as 

well as a selection of international reference works. 

Suggestions may be mailed to christoph.malliet@kuleuven.be. The members of 

the Criminology Department should contact the coordinator of their line of 

research, who is responsible for all book orders. 

5.3.10 Purchase of books for projects through the library 

The funds of research projects may be used for library purchases: the library then 

buys and processes the books, which may be borrowed for the longer term. Vice 

http://bib.kuleuven.be/rbib/toegang-en-gebruik/off-campus-toegang-tot-e-bronnen
http://bib.kuleuven.be/rbib/collecties/online-inhoudstafels-toc-alerts
mailto:christoph.malliet@kuleuven.be
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versa, books that are considered valuable for the library may be donated to the 

library at the end of a research project. 

5.4 Lirias, VEWA & ORCID 

5.4.1 Lirias 

KU Leuven asks all its researchers to enter their output, i.e. publications, lectures 

and so on in the online LIRIAS database. The inclusion of your academic output 

in Lirias is important, among others, for the funding of your educational unit and 

your PhD milestones. In addition to this, the tool is also an online list of publications 

that may be consulted by third parties through KU Leuven’s Who’s who page. 

You can log into this database through the following website: 

https://lirias2.kuleuven.be. A manual with instructions on how to use this online 

database and a list of FAQs can be found on the LIRIAS information page You can 

always contact the LIRIAS helpdesk if you still have problems or cannot find the 

answer in the list of FAQs. 

With an FWO application it is also possible to automatically upload the publications 

from a Lirias account into the FWO E-DESK. 

5.4.2  STAR 

The Faculty of Law also asks its researchers to evaluate their own output in Lirias. 

This is done based on the STAR model, or the Self-Assessment Tool for Academic 

Research Evaluation. Researchers assign a code to their own output, based on 

various parameters, which represents the quality of the output, which is evaluated 

based on these parameters. In order of importance: STARACRES, ACRES, RES 

and POPRES. For lectures, the following evaluation codes apply: ACLEC, 

PROLEC, POPLEC and ACTPART. More information on STAR may be found 

here: 

5.4.3 VEWA 

Assistants who publish articles, contributions, annotations or other academic 

treatises should also register with VEWA, the Vereniging van Educatieve en 

Wetenschappelijke Auteurs. In general, VEWA collects, manages and distributes 

all the copyrights of educational and scientific authors, in the broadest sense of the 

word. You must be confirmed as a member on 30/06 to submit a declaration for 

the previous year. After the free registration with VEWA, the author will be asked 

to declare his or her published contributions every year. After VEWA has checked 

this declaration, you will be remunerated for your publications, based on the 

https://www.kuleuven.be/onderzoek/associatienet/ondersteuning/output/lirias/lirias_portaal
https://lirias.kuleuven.be/feedback
file://///luna.kuleuven.be/shares/Users/tomvos/Downloads/fwo_upload_publications
https://www.law.kuleuven.be/home/onderzoek/star/leuven-law-research-classification-and-evaluation-model
https://www.vewa.be/nl_home.html
https://www.vewa.be/nl_verdelingsreglement.html
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number of pages you published during the previous year. This remuneration 

consists of a fixed amount and an additional amount that depends on the number 

of pages you published the previous year. 

5.4.4 Research Data Management (RDM) 

If you use specific data (notebooks, images, computer-generated data, 

simulations, software that was developed for research purposes, computational 

metadata, prints, video and audio tapes, organisms, gene sequences, synthetic 

alloys, samples of any nature, patient data, etc.) during your research, you will 

have to pay sufficient attention to the management of these data. This is not just 

because funding institutions like the FWO require this. You don’t want to lose your 

data during your research either, so you can reuse it to protect the intellectual 

property rights that are associated with data you generated and so on. 

Sources as defined in the Human Sciences are not research data as they are both 

public and published and the researcher made no intellectual contribution to their 

creation. 

Contact the RDM support centre of KU Leuven for more information and support. 

A dedicated page also exists about the RDM requirements when submitting a FWO 

application. 

5.4.5 ORCID 

ORCID is a system that makes you identifiable on the internet. It is a lifelong unique 

identifier that is easily available free of charge. On this webpage of the KU Leuven, 

and on YouTube, you can find more information about how ORCID. 

5.5 Start day 

The faculty organises a welcome day for new researchers at the start of every 

academic year. This is always organised in early October. On this day you receive 

a lot of practical information about life at the faculty as a doctoral assistant. The 

welcome day is the real-life version of this welcome brochure. In September we 

will send more detailed information about this welcome day to your KU Leuven e-

mail address (employee e-mail). 

The start day is also a good opportunity to meet new colleagues and find out who 

are the people whose names you see in faculty e-mails. 

https://www.kuleuven.be/english/research/associatienet/support/scholcomm/rdm/dmps-at-fwo
https://www.kuleuven.be/english/research/associatienet/support/scholcomm/rdm/dmps-at-fwo
https://www.kuleuven.be/english/research/associatienet/support/scholcomm/rdm/dmps-at-fwo
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5.6 Crash course 

Assistants with a doctoral finality must follow the so-called crash course in the first 

year of their research. This crash course consists of a series of lessons on the 

methodology of legal and criminological research. The crash course is taught by 

professors of our faculty with relevant experience. The crash course serves as a 

guideline for drawing up your research proposal. During the various sessions, we 

discuss legal and criminological research, how to find a research topic, how to draft 

a research proposal, how to tackle the methodological aspect and so on. The 

professors also give feedback about the research proposal at various times during 

the sessions. The crash course therefore offers all the right ingredients to ensure 

you can appear before the doctoral committee (no later than) in April to present 

your research proposal. 

You can also take the fast track crash course: this shorter version of the crash 

course specifically focuses on drawing and submitting an FWO proposal. Now that 

the FWO deadline falls at the end of January or in early February, the fast track is 

a short, but equally intensive version of the crash course. 

 

Important! 

PhD students who followed the research master as master students are 
exempted from the obligation to take the crash course. These students 
can, however, voluntarily choose to receive the same feedback on their 
research proposal from lecturers as part of the crash course, where 
appropriate as part of the fast track. They should contact the lecturers of 
the crash course with enquiries. 

 

5.7 Training programmes for researchers 

We already mentioned the various training programmes which KU Leuven 

organises for its personnel under a previous header (HR > Career development). 

Some of these training programmes also pertain to the further development of the 

research skills of the university’s assistants. In addition to this header in this 

welcome brochure, we would also like to refer you to the following detailed 

brochure. 

In addition to this, the Vice-dean for Research also informs PhD students about 

the information sessions regarding research-related topics which are part of the 

doctoral programme and which are open to all students. 

https://admin.kuleuven.be/personeel/data/brochure-opleidingen-onderzoekers


 

| 69 

PhD students can also take an academic writing course in English; they will be 

notified of this by e-mail in a timely manner. It is crucial that you request permission 

from the doctoral commission on time if you wish to write your dissertation in 

another language than Dutch. You must comply with the faculty language 

standards in that case. 

5.8 EndNote and Word for PhD students 

The elaboration of a dissertation involves writing bigger and longer texts, which the 

PhD student saves in one or more files. We recommend that you think beforehand 

how you intend to organise all these texts, which you will process over time, to 

avoid losing oversight of all these files and facing the challenging task of managing 

and coordinating all this information in the end phase of your dissertation. In most 

cases, PhD students use Word as a text processing programme. You can also use 

EndNote to manage your sources. In the following presentation, F. Peeraer, who 

is an assistant in our faculty, explains how you can use both programmes for the 

elaboration of your dissertation. 

5.9 Templates for theses and articles 

There are no binding formal requirements for PhD theses. Only certain elements 

on the cover/first page are subject to obligations. These can be found here. 

5.10 University terminology translation tool KU-Leuven-UCL 

The ILT developed a translation tool for university terminology at KU Leuven and 

UCL. If you want to translate university terminology from or into French, Dutch or 

English, you can go here. 

5.11 Doctoral regulations & trajectory 

You can find important information about your rights, duties and options as a PhD 

student on the faculty PhD portal. Another important document is the university’s 

doctoral regulations, which are supplemented with additional information and 

specifications for the Faculty of Law. 

 

. 

https://ilt.kuleuven.be/english/cursus/acadeng_junior_researchers_hum.php
http://www.law.kuleuven.be/home/onderzoek/doctorandiportaal/copy_of_informatie-voor-doctorandi/taal-van-je-doctoraat
http://www.law.kuleuven.be/home/onderzoek/doctorandiportaal/copy_of_informatie-voor-doctorandi/taal-van-je-doctoraat
https://www.law.kuleuven.be/aap-bap/intranet/endnoteword
https://ilt.kuleuven.be/kucl/?utm_source=intranetmail&utm_medium=email&utm_campaign=20191017
http://www.law.kuleuven.be/home/onderzoek/doctorandiportaal
https://admin.kuleuven.be/rd/doctoraatsreglement/doctoraatsreglement-recht
https://admin.kuleuven.be/rd/doctoraatsreglement/doctoraatsreglement-recht
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5.11.1 Start of the PhD 

At the start of your PhD, you must find a subject, arrange your registration as a 

PhD student (if necessary, request authorisation for your PhD) and find the right 

supervisors (who together will form your supervisory commission). It is important 

to know from the beginning whether you are working on your thesis with or without 

doctoral finality. You may also be looking for a grant or job to fund your doctoral 

research. 

An important milestone in this phase of your PhD is the doctoral committee ’s 

approval of your doctoral application. In principle, you must appear before this 

committee for the first time within eight months of your appointment. More 

information about the committee’s operations and the dates on which it meets, as 

well as the deadline for submitting projects, can be found on the committee’s 

website. 

The faculty also organises an annual start day (see VI.6), with information about 

the obligations and administration associated with a PhD. 

In addition, the faculty organises 'doctoral classes' several times a year. These 

contain useful information, especially for those who are at the start of the PhD 

trajectory. They are offered within the framework of the doctoral programme. The 

dates and themes of the doctoral classes are shown in this electronic agenda. They 

are also announced by e-mail. 

At the start of each PhD appointment, the charter of the PhD student(s) and the 

supervisor should be signed. This charter serves as a guideline for the PhD 

students and the supervisor to discuss mutual expectations and responsibilities. 

You can find out what is expected of a good PhD student and a good supervisor. 

5.11.2 During your PhD 

Every year, PhD students must submit a progress report to the doctoral committee. 

Use the right forms for this. There are three types of progress reports: the doctoral 

application, the special progress report and the ordinary progress report. Most PhD 

students submit the doctoral application in their first year. Progress reports must 

be submitted through the KU Loket “Doctoraatsopvolging [Doctoral progress]“ app. 

It is crucial that you frequently use this application; it provides an overview of all 

the milestones (and deadlines) you must respect during your PhD. 

You must also follow the doctoral programme while doing your PhD. This contains 

a number of compulsory components, called the “truncus communis“. The truncus 

communis is the core element of the doctoral programme and consists of six parts, 

as stipulated in Art. 15 of the doctoral regulations: 

http://www.law.kuleuven.be/home/onderzoek/doctorandiportaal/kandidaten/doctoraatspositie-vinden
http://www.law.kuleuven.be/home/onderzoek/doctorandiportaal/copy_of_informatie-voor-doctorandi/inschrijven-als-doctoraatsstudent
http://www.law.kuleuven.be/home/onderzoek/doctorandiportaal/copy_of_informatie-voor-doctorandi/inschrijven-als-doctoraatsstudent
http://www.law.kuleuven.be/home/onderzoek/doctorandiportaal/copy_of_informatie-voor-doctorandi/toelating-tot-inschrijving
http://www.law.kuleuven.be/home/onderzoek/doctorandiportaal/copy_of_informatie-voor-doctorandi/begeleiding
http://www.law.kuleuven.be/home/onderzoek/doctorandiportaal/copy_of_informatie-voor-doctorandi/type-aanstelling
http://www.law.kuleuven.be/home/onderzoek/doctorandiportaal/copy_of_informatie-voor-doctorandi/type-aanstelling
http://www.law.kuleuven.be/home/onderzoek/doctorandiportaal/kandidaten/doctoraatspositie-vinden
https://www.law.kuleuven.be/home/onderzoek/doctorandiportaal/copy_of_informatie-voor-doctorandi/jaarlijkse-inschrijving-en-voortgangsrapportering#doctoraatsaanvraag
https://www.law.kuleuven.be/home/algemeen/structuur/organen/doctoraatscommissie
http://www.law.kuleuven.be/home/onderzoek/doctorandiportaal/copy_of_informatie-voor-doctorandi/jaarlijkse-inschrijving-en-voortgangsrapportering
http://www.law.kuleuven.be/home/algemeen/structuur/organen/doctoraatscommissie
http://www.law.kuleuven.be/home/onderzoek/doctorandiportaal/formulieren
http://www.law.kuleuven.be/home/onderzoek/doctorandiportaal/copy_of_informatie-voor-doctorandi/jaarlijkse-inschrijving-en-voortgangsrapportering#doctoraatsaanvraag
http://www.law.kuleuven.be/home/onderzoek/doctorandiportaal/copy_of_informatie-voor-doctorandi/jaarlijkse-inschrijving-en-voortgangsrapportering#doctoraatsaanvraag
http://www.law.kuleuven.be/home/onderzoek/doctorandiportaal/copy_of_informatie-voor-doctorandi/jaarlijkse-inschrijving-en-voortgangsrapportering#Bijzondere voortgangsrapportering
http://www.law.kuleuven.be/home/onderzoek/doctorandiportaal/copy_of_informatie-voor-doctorandi/jaarlijkse-inschrijving-en-voortgangsrapportering#Gewone voortgangsrapportering
http://www.law.kuleuven.be/home/onderzoek/doctorandiportaal/copy_of_informatie-voor-doctorandi/lirias-star-doctoraatsopvolging-en-communicatie
http://www.law.kuleuven.be/home/onderzoek/doctorandiportaal/doctoraatsopleiding-2
http://www.law.kuleuven.be/home/onderzoek/doctorandiportaal/doctoraatsopleiding-2/truncus-communis
http://admin.kuleuven.be/rd/doctoraatsreglement/doctoraatsreglement-recht#section-5
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- at least one publication at the international level; 

- teach two doctoral seminars, follow four doctoral seminars (two as a 

disputant); 

- at least one presentation at an international conference; 

- doctoral lectures or other activities that are specific to PhD students; 

- “Scientific Integrity” training; 

- annual progress reports. 

It is important that you complete all these tasks by the end of your PhD programme. 

A list of the many faculty training activities organised for PhD students may be 

found in the online doctoral calendar. 

5.11.3 End of the PhD 

By the end of your PhD you must prepare for the defence of your dissertation. The 

steps you must undertake for this are set out on this page of the portal for PhD 

students. 

A group of assistants have also drawn up a scenario and practical tips for the 

defence of your dissertation. 

If you want to terminate your PhD earlier, then you must inform the doctoral 

committee of this. 

5.11.4 Contact and FAQs 

Here is a list of Frequently asked questions about a PhD programme. 

 

Do you still have questions? 

If so, please contact the PhD administration: 
doctoraat.law@kuleuven.be. 

https://owa.groupware.kuleuven.be/owa/calendar/doctoraat@law.kuleuven.be/Calendar/calendar.html
http://www.law.kuleuven.be/home/onderzoek/doctorandiportaal/einde-doctoraat/procedure
https://www.law.kuleuven.be/aap-bap/intranet/draaiboekverdediging2013/view
https://www.law.kuleuven.be/aap-bap/intranet/submittinganddefendingPhDKULLaw/view
http://www.law.kuleuven.be/home/onderzoek/doctorandiportaal/einde-doctoraat/stopzetting-van-het-doctoraat
http://www.law.kuleuven.be/home/onderzoek/doctorandiportaal/veel-gestelde-vragen
http://www.law.kuleuven.be/home/onderzoek/doctorandiportaal/contactdoctoraat
mailto:doctoraat.law@kuleuven.be
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5.12 Budgets and reimbursements 

The budgetary situation differs, depending on the department, the institute and the 

PhD student. You must therefore always discuss your situation with your 

supervisor or department head. 

5.12.1 Orders 

KU Leuven asks you to avoid advancing funds for expenses. Services or goods 

(outside of the internal warehouses of KU Leuven) must be ordered through the 

SAP system. The SAP purchase order is then sent to the supplier. The supplier 

will then send an invoice to KU Leuven in accordance with the instructions on the 

purchase order. The central Financial Services will then pay this invoice. Contact 

the ATP members in your department (if there are any any) or see your supervisor 

for information about this. 

When a unit within KU Leuven sells goods or services to another unit within the 

university, this transaction is invoiced internally by the selling unit to the buying 

unit. 

5.12.2 Reimbursement of expenses 

KU Leuven asks you to avoid advancing funds for expenses. Should you 

nevertheless have to advance funds, then fill out an expense note for the 

reimbursement of these expenses. You can find these forms in KU Loket > 

Financiën & Aankoop [Finances & Procurement] > Uitgaven [Expenses] > 

Beroepskosten [Professional expenses] > Kostenformulier [Expense form]. The 

budgetary situation nevertheless differs, depending on the department and the 

institute. You must therefore always discuss any expenses with your supervisor or 

department head prior to incurring them. 

If you are travelling for work, then you must purchase your airplane or train tickets 

through Omnia or Keytravel to be eligible for reimbursement. You can find a handy 

list with further instructions and the names of contacts through the following link. 

5.12.3 Compensation for PhD 

The faculty compensates PhD students for completed PhDs (1.000 euros). This 

amount is paid on the account of the supervisor. It must be spent on expenses 

related to the PhD defence, such as the PhD student’s registration fee at the KU 

Leuven, the printing of the PhD thesis, and the costs of the reception. The PhD 

student and supervisor are expected to donate three copies of the trade edition, 

where appropriate, to the faculty. 

https://admin.kuleuven.be/td/aankoop/associatienet/contracten/zakenreizen#section-3
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Via YouReCa, it is also possible to request funding for a one-off invitation from a 

member of the jury or supervisory commission. The relevant information can be 

found on this webpage. You will find the form you need to fill in there. 

5.12.4 Reimbursement for conferences 

 

The budgetary situation differs, depending on the department and the institute. You 

must therefore always discuss your situation with your supervisor or department 

head prior to incurring expenses for participating in a conference. 

You can also rely on external funding, of course. For example, the FWO offers 

funding for participation in conferences. 

5.11.5 Reimbursement for business cards (and other cards) 

If you want to have business cards made, you can do it here.  It is also possible to 

order a range of personalised cards. 

5.13 Grants 

Grants are allocated throughout the academic world. You can obtain various grants 

from different organisations, for a host of purposes. We discuss a number of 

relevant grants for PhD students below. The university also offers support in going 

through several of the application procedures below. 

Firstly, there are the FWO grants. A first important grant in this frame is the FWO 

mandate. If a PhD student can obtain an individual FWO mandate, then the FWO 

will fund his or her research at the faculty for four years, and he or she will become 

an FWO applicant. This PhD student then receives “external funding” (see above, 

AAP-BAP-external funding). On the financial level this is almost the same as 

internal funding. The FWO, however, also pays the student an annual amount to 

fund travel, buy books and so on. Students must submit a research proposal to the 

FWO to obtain an FWO mandate. The fast track of the crash course was developed 

for such a research proposal. The procedure for obtaining a mandate is highly 

competitive and the chances of success are relatively low, but participating is 

always worth your while. The FWO also offers similar mandates to postdoctoral 

researchers. 

In addition to the individual mandates, the FWO also funds complete research 

projects: a professor receives a general grant for an entire project, allowing him 

to appoint PhD students. 

http://www.fwo.be/nl/mandaten-financiering/internationale-mobiliteit/uitgaand/krediet-voor-deelname-aan-een-congres-in-het-buitenland/
http://www.fwo.be/nl/mandaten-financiering/internationale-mobiliteit/uitgaand/krediet-voor-deelname-aan-een-congres-in-het-buitenland/
https://www.kuleuven.be/english/research/associatienet/doc/nf/index
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In addition to these mandates, the FWO also provides grants for international 

mobility, which are designed to provide support for an active participation in a 

conference or a study visit abroad. The chances of success for obtaining such a 

travel credit are much higher than the chances for a full FWO research grant, so 

we definitely recommend participating in the procedure. It is vital that you start on 

time. You can only participate twice in the selection procedure. You can find more 

information on FWO grants on the FWO website. 

Since a short while, the former IWT grants, the grants of the Flemish Institute for 

Innovation by Science and Technology that are relevant for law students, have 

fallen under the umbrella of the FWO. They are now called FWO grants for 

Strategic Basic Research (Strategisch Basisonderzoek, SB). It is worth noting that 

participation in the selection procedure counts as one of the two attempts you can 

make to obtain a grant from the FWO. 

The grants of the Academische Stichting Leuven (ASL) are also worth 

mentioning in this respect. This foundation offers grants (stipends) for active 

participation in international conferences and for study visits abroad. Your chances 

of success are much higher here than with the FWO, so we do recommend that 

you apply for an ASL grant. You can find more information about this on the 

website: 

Various foreign institutions also offer funding for study visits at their institution 

abroad. Various Max Planck Institutes, e.g. the Max Planck Institute for 

International and Comparative Private Law in Hamburg and DAAD, offer additional 

grants to young researchers wishing to conduct research at an Institute or a 

German university. These hefty grants can be easily obtained in certain cases, so 

it is definitely worth enquiring about this. This may, however, influence the amount 

of your FWO grant for the same study visit as the FWO always enquires whether 

there are other sources of funding available. 

You can find a handy overview of research funding for a doctoral programme or 

one of its components on the following website. YouReCa also has a useful 

webpage in this regard. The faculty itself has a dedicated webpage on financing 

research stays and conferences.   

5.14 Stays abroad 

PhD students can stay abroad for a study visit for a shorter or longer period of time 

and/or participate in an international conference. You can find more information 

about how to organise and fund such a stay abroad on this page. You can also find 

more general information on the central KU Leuven level on the following page. 

http://www.fwo.be/
https://www.kuleuven.be/asl/idealab/index.htm
https://www2.daad.de/deutschland/stipendium/datenbank/en/21148-scholarship-database/?detail=50015434
https://www.kuleuven.be/onderzoek/ondersteuning/onderzoeksfinanciering
https://www.law.kuleuven.be/home/intranet/onderzoek/onderzoeksverblijven-en-congresdeelnames-financiering-en-organisatie
https://www.kuleuven.be/internationaal/doctorandi
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To encourage and facilitate (primarily short) international study visits, KU Leuven 

is a member of the LERU portal. Student exchanges within the universities of the 

LERU Group are possible, after selection, without too much red tape. 

Please refer to the information in the section above on “Grants” for the funding of 

your international study visit. 

If your institution or department is reimbursing your travel costs, then you must 

purchase your airplane or train tickets through Omnia or Keytravel to be eligible for 

reimbursement. You can find a handy list with further instructions and the names 

of contacts at the following link. 

 

 

5.14 “Dual  doctorate” 

 

If you work intensively with another university during your PhD, you may be able 

to make a joint PhD. This is a PhD awarded by two (or more) institutions. 

Information about this can be found here.     

http://www.law.kuleuven.be/home/onderzoek/doctorandiportaal/leru/leru_2015
https://admin.kuleuven.be/td/aankoop/associatienet/contracten/zakenreizen#section-3
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6 Covid-19 

General information on measures taken in the context of the coronavirus and useful 

links can be found on the university page on this subject. 

6.1 Research 

On this page you will find the most important faculty information related to PhD in 

times of corona. After all, a number of matters, mainly administrative obligations, 

have been adjusted due to the corona crisis. For example, the regulations 

concerning doctoral seminars have been adapted, with online seminars being 

preferred.  

Be sure to have a look at the university overview of 'frequently asked questions' 

about research during corona. There you will find the most recent corona measures 

with an impact on university research policy. 

Do you have research that is corona-related? Perhaps you could have it included 

in the 'Corona Chronicles' of the Humanities Group. 

6.2 Education 

Also in the field of education, the covid-19 situation asks for a certain or high 

degree of flexibility, since part/all of the education takes place online (to be 

determined by the universities/faculty). Thanks to our teaching staff, there is also 

a Toledo Community 'Online teaching in times of Corona' where useful tools from 

KU Leuven and good practices from our own faculty are shared. If you have 

developed best practices within your own team, you can help your colleagues by 

emailing jeroen.dejonckere@kuleuven.be. Jeroen will then make sure they are 

shared on the Toledo Community.  

 Be sure to have a look at the university overview of 'frequently asked questions' 

about education during corona. There you will find the most recent corona 

measures with an impact on university education policy.

https://www.kuleuven.be/coronavirus/english/Coronavirus-ENG
https://www.law.kuleuven.be/home/onderzoek/doctorandiportaal/doctoreren-in-corona-tijden#colleges
https://www.kuleuven.be/coronavirus/english/FAQ
https://ghum.kuleuven.be/NL2018/corona/sshcoronaresearch
https://p.cygnus.cc.kuleuven.be/webapps/login/?action=relogin&new_loc=%2Fwebapps%2Fblackboard%2Fwebapis%2Fui%2F500.jsp
https://www.kuleuven.be/coronavirus/english/FAQ




 

 

 

ABAP DELEGATION FACULTY OF LAW 
Tiensestraat 4 
3000 Leuven, Belgium 
telephone + 32 16 00 00 00 
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www.law.kuleuven.be/aap-bap 
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