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1 Introduction 
 
The Inholland English Style Guide is an aid for all those who write or edit texts in English or translate 
texts into English for Inholland University of Applied Sciences, and is intended to promote consistency 
in texts produced for both internal and external purposes. The Style Guide describes the specific 
conventions applied by Inholland with respect to English as well as general editorial and stylistic 
guidelines, which also cover aspects such as tone and corporate identity. In addition, the Style Guide 
offers a number of practical writing tips on subjects you are likely to encounter when writing texts for 
Inholland. 
 
One of the most important rules to note when producing material in English is that Inholland applies 
the conventions of British English. This dictates not only particular forms of spelling but also aspects 
ranging from punctuation to specific terminology. At the same time, as an institution with students from 
around the world, Inholland wishes to cater for a readership of non-native English speakers. This is 
why it prefers more mainstream variants over expressions or usage that are markedly British. 
  

1.1 Institutional image 
 
It goes without saying that the use of correct language, spelling and appropriate style play a key part 
in the positive image of our institution. It is therefore vital that all written communication produced at 
Inholland, whether for internal or external use, conforms to a high standard of written English and is 
correct and consistent. This applies to the texts of syllabi, assignments and exam papers but also, for 
example, to anything that is published on the English pages of the Inholland website. For this reason, 
the rules and guidelines contained in this Style Guide are not mere suggestions. They have official 
status and must be adhered to for the sake of a uniform and professional presentation of Inholland to 
non-Dutch audiences. 
 
Various other aspects must also be borne in mind when producing texts for Inholland, including the 
style and tone used to address the readership. This includes considerations such as the formal or 
informal nature of the communication and the target group at which the text is directed. Obviously, the 
style and tone of the Strategic Plan or an annual report are distinctly different from that of a brochure 
for prospective students. The key values of the organisation can also play a part in shaping a text, for 
instance in the form of corporate identity (huisstijl) requirements.  
 

1.2 Target groups 
 
The character of a text should be determined by the purpose and the readers for which it is intended. 
As such, texts that are written for a particular target group should be produced in a similar style. 
Programme brochures are a case in point, where a uniform organisation of the text is crucial to ensure 
clarity and coherence for the target group.  
 
Bear in mind that English texts written on behalf of Inholland are probably going to be read by a very 
international audience, many of whom will not be native speakers of English. Irrespective of whether 
you are addressing students, lecturers, fellow institutions or public authorities, therefore, try to use 
‘international’ English that is as easy to understand for a German or French speaker as it is for an 
American. 
 

1.3 Terminology 
 
In addition to this English Style Guide, Inholland also has a Dutch-English Terminology List 
(Termenlijst) containing many important terms used in the education sector as well as terms that are 
specific to Inholland. The Terminology List is to be used as a reference for all texts written in and 
translated into English in order to ensure the uniformity, consistency and clarity of information. 
 
The Terminology List is accessible in a password-protected secure environment (in Google Docs 
format). It is an organic document to which new terms will continually be added in the course of time, 
based on the English versions of new documents, legislation, developments etc. Suggestions for 
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inclusion in the Terminology List are sent to the central terminology manager at the external translation 
agency, who reviews them, consults relevant experts at the faculties, departments and units 
concerned and awaits approval from the Inholland Communication Department before publishing them 
in the list. This means that the Terminology List is an authoritative document and must be adhered to 
so as to ensure the use of consistent terminology in all Inholland publications. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Foreign or international? 

At Inholland (and in the higher education sector in general) we tend to refer to ‘international 
students’ rather than ‘foreign students’. Although technically correct, ‘foreign’ has a rather 
unwelcoming sound to it. This also applies to ‘international staff’. 

 

Degree programme, study programme, course, curriculum 
 
These terms are easily confused. A degree programme (or simply ‘programme’) is the equivalent of 
opleiding: a multi-year track that consists of several courses (vakken). A course  is a learning unit 
on a specific subject within the programme. A curriculum (leerplan or leerweg) is the set of courses 
to be taken during a specific year of the degree programme.  
 
It is confusing, therefore, to use terms such as ‘course programme’. 
 
Another term for opleiding is ‘study programme’. Strictly speaking, ‘study programme’ also includes 
programmes that do not grant an academic degree, but this distinction is not always made. 
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2 Inholland editorial guidelines 
  
  

2.1 Apostrophes 
 
In English, apostrophes are used to indicate possession and to mark contractions of two words. Note 
that particularly in more formal texts, it is preferable to avoid the use of contractions. 
 

Use:  William’s house    Not: Williams house / the house of William 
 We cannot accept your proposal  We can’t accept your proposal 
 You are cordially invited to attend  You’re cordially invited to attend 

 
Unlike Dutch, English never uses apostrophes to create plurals. 
 
 Use: photos  Not: photo’s 
  NGOs   NGO’s 
  the 1990s  the 1990’s 
 

2.2 Abbreviations 
 
Use abbreviations sparingly. Dutch texts tend to use many abbreviations (for example: o.a., m.b.t., 
e.a.), but this is not standard in English. Particularly in running text, it is preferable to write words out in 
full. If you do abbreviate ‘for instance’ to e.g., make sure not to confuse it with i.e. (‘namely’): 
 

There are various types of funding, e.g. direct government funding and contract research 
funding. 

  
 ‘Hogescholen’ are organisations with a predominantly applied emphasis, i.e. they are not 
 research universities. 
  
Use a full stop for abbreviations but not for contractions that end with the same letter as the full word. 
 
 Professor  Prof. 
 volume  vol. 
 editor  ed. 
 Doctor  Dr 
 
 
 
 
 
 
 
Abbreviations of the initials of personal names are followed by a full stop. 
  
 J.R.R. Tolkien 
 G.M.C. de Ranitz 
 
 
 
 
 
 
 
 

Do not use a full stop for terms of address such as Mr (de heer, Dhr.) or Ms (mevrouw, Mw). It is 
best to avoid using Mrs (mevrouw, Mw), since this abbreviation implicitly refers to the person's 
marital status, which in most cases is irrelevant. 
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2.3 Acronyms  
 
Words and names formed by combining the initial letters of a multipart name or by combining the initial 
letters or parts of a series of words do not take full stops. 
 
 OECD 
 UN    
 USA 
 
Whether you explain what an acronym stands for depends on your target audience. Terms like EU, 
NATO and USA can be expected to be generally known, but in certain cases you may want to explain 
OECD, for instance. 
 

2.4 Amounts 
 
Amounts can be represented in running text in a variety of ways. In general, the main thing is to be 
consistent. If you use figures instead of words, do so everywhere in your text.  
 
In non-financial texts you can either write out the currency in full (five hundred dollars) or use a 
currency symbol (€, $ etc.). In English there is no space between the currency symbol and the 
amount.  
 
Instead of the currency symbol, the official ISO currency codes (EUR, USD etc.) can be used in formal 
and financial contexts (e.g. accountancy reports, financial statements, texts on exchange rates, etc.). 
Note that in English the word ‘euro’ is singular and not capitalised (the same applies to dollar, yen, 
etc.).  
 
 NL:  € 1.000,50    EN: €1,000.50 
         € 10,- / tien euro    €10 / ten euros 
         € 2.500.000 / € 2,5 miljoen   €2,500,000 / two and a half million 
         € 1.3 miljard    €1.3 billion 
 
 
 
 
 

2.5 Brackets 
 
Note that unlike Dutch, English does not use brackets to mean ‘and’ or ‘or’; this (rather confusing) 
Dutch convention will not be understood by English speakers. In these cases it is advisable to write 
exactly what you mean, rather than to rely on this use of brackets. 

Remember that in English, a comma indicates thousands and a full stop indicates decimals. In 
Dutch the opposite applies. 

Names of Dutch school types 
 
The Dutch education system comprises a large number of school types, many of which are 
commonly known by their abbreviation. Here are some examples: 
 
 havo  senior general secondary education (HAVO) 
 hbo  higher education with an applied emphasis (HBO) 
 mbo  senior secondary vocational education (MBO) 
 vwo  pre-university secondary education (VWO) 
 phbo  post-graduate continuing professional education (PHBO) 
 
If you need to use these terms in an English text, use the capitalised abbreviations after having 
explained what they stand for (e.g. in a footnote).  
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NL:  (inter)nationale contacten           EN:  national and international contacts 
 (milieu)technische deskundigen   experts from technology and   

        environmental engineering 
 

2.6 Capitalisation 
 
Names of degree programmes are written with the first letter of each word capitalised. Use of the 
ampersand is permitted. 
 
 Civil Engineering 

Industrial Engineering and Management 
Small Business & Retail Management 
Business Communication  
 

However, do not use a capital in generic references to a school subject: 
 
 I was never much good at mathematics at secondary school. 
 
Capitals should also be used for the names of Inholland documents with an official status, such as:  
 
 - the new Style Guide 
 - the 2014 Remuneration Report 
 - the 2010–2015 Strategic Plan 
 
Also use capitals for: 
 
 - the names of days and months (‘Classes will resume on the first Monday in September’); 
  
 - official holidays, such as: 
   
 Bevrijdingsdag  Liberation Day 
 Dodenherdenking Remembrance Day 
 Eerste Kerstdag Christmas Day 
 Eerste Paasdag Easter Sunday 
 Eerste Pinksterdag Whitsun 
 Goede Vrijdag  Good Friday 
 Hemelvaartsdag Ascension Day 
 Kerstmis  Christmas  
 Koningsdag  King’s Day 
 Nieuwjaarsdag  New Year’s Day 
 Pasen   Easter 
 Pinksteren  Whitsun  
 Tweede Kerstdag Boxing Day 
 Tweede Paasdag Easter Monday 
 Tweede Pinksterdag Whit Monday 
   

2.7 Commas 
 
Although there are many rules that determine whether you should or should not use a comma, the 
simplest and most important rule to remember is that commas serve to clarify the message, avoid 
ambiguity and make sure the reader understands your sentence without have to read it again. 
 
Do not use a comma before ‘and’ or ‘or’ in lists of three or more items, unless it is needed to ensure 
clarity. 
  

The project received funding from the Ministry of Finance, the Ministry of Foreign Affairs and 
the Ministry of Education, Culture and Science. 
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The principal donors of the project are the Ministry of Foreign Affairs, the Ministry of 
Education, Culture and Science, and the Ministry of Justice. 

 
Use a comma before ‘etc.’. Do not use a comma after ‘e.g.’ and ‘i.e.’ 
 
Use comma’s on both sides of an inserted phrase (or use no commas at all): 
 
 You must attend all classes, or sit a preparatory test, in order to qualify for participation. 

You must attend all classes or sit a preparatory test in order to qualify for participation. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2.8 Dashes and hyphens 
 
Use hyphens to separate the words in compound words and phrases. However, do not use them in 
compounds formed with acronyms. 
 
 Use:  2014-2015 academic year 
   non-governmental organisation 
 
 Use:   UN policy  Not:  UN-policy 
   BBC spokesman   BBC-spokesman 
 
Use an en-dash (–), which is slightly longer than a hyphen, to express value ranges, with no space on 
either side. 

 
Monday–Friday, 1pm–3pm 

 
Use an en-dash with spaces on either side to indicate a break in thought or express emphasis in a 
sentence. 
  

Many students in the upper segment of education – which includes Inholland – have a job to 
make ends meet. 

 
 

2.9 Dates and times 
 
Dates should be written out in full and in the format day – month – year, without commas. 
 
 Thursday 1 January 2015 

The rules for using commas in relative clauses are complex, but in nine out of ten cases you can 
be sure that a comma in front of ‘that’ is wrong: 
 

Only papers written in English, that are submitted before the deadline, will be accepted. 
 

The correct version is: 
 

 Only papers written in English that are submitted before the deadline will be accepted. 
 
Note the difference between the following sentences: 
 
 We asked the lecturer to explain the instructions, which were not clear. 
 We asked the lecturer to explain the instructions which were not clear. 
 
Practically everybody will understand the difference, yet many people ignore it when they are 
writing themselves. 
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Avoid short-hand references to dates, as these are confusing. In British English, 12-4-2015 means the 
twelfth of April 2015, whereas in American English it means the fourth of December 2015. 
 
Times should be written using the 24-hour notation. Use a full stop to separate hours and minutes. Do 
not use ‘am’ and ‘pm’. 
 
 9.30 - 15.00 
 
Do not use hr, hrs or the like. 
 

2.10 Italics 
 
Use italics to distinguish foreign words and phrases,  
 

Hogescholen are universities of applied sciences, as distinct from universiteiten (research 
universities). 

 
However, do not use italics for foreign words and phrases that have been anglicised.  
 
 ad hoc 

en masse 
bona fide 
 

Titles of newspapers, books, periodicals and exhibitions are italicised; names of articles are not. 
 
 Financial Times 
 War and Peace 
 

Dutch newspaper de Volkskrant published a controversial interview with a former Harvard 
professor. 
 
Inholland publishes a student magazine, INzine, with news and in-depth interviews. 

 
Italics can also be used to mark emphasis. 
 
 He said there was a rat in the basement. 
 

2.11 Numbers 
 
When you start a sentence with a number, write it out in full: 
 
 Twenty-seven students signed up for the programme. 
 
Numbers up to and including twenty and multiples of ten (thirty, forty) are always written out. Use 
figures for amounts from 21 upwards. When both amounts under and above 21 occur in a single 
paragraph, choose the option that offers the best balance to ensure unity of style. Ordinal numbers 
should always be written out (first, second, third). 
 
Dutch writers tend to be rather careless on this point and will often use figures to refer to numbers, 
even small numbers (e.g., 5 students instead of five students) or use both figures and spell out 
numbers even within a single sentence. 
 

De cursus duurt 4 dagen; iedere dag bestaat uit zes lesuren en 1 plenaire sessie. Na 5 dagen 
wordt de cursus afgerond met een mondeling examen van twee uur. Het vorig jaar hebben 33 
studenten hun diploma behaald. 
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The course lasts four days; each day comprises six hours of teaching and one plenary 
session. After five days the course concludes with a two-hour oral exam. Last year, thirty-three 
students obtained their diplomas.  

 
In numbers, the comma and full stop appear in different positions in English than they do in Dutch. In 
English, a full stop marks decimals (the ‘decimal point’) and a comma marks thousands.  
 
 NL: 100.000 EN: 100,000 
  2,5%   2.5% 
   
Telephone numbers (landlines and mobile numbers) are written with a dash between the dialling code 
and the subscriber number.  
 
 0900 - Inholland 
 0900 - 464 65 52 63  

072 - 518 34 56 
06 - 15 27 97 80 
 

This does not apply to texts that are directed at or include a readership abroad, which should include 
the country code for the Netherlands (+31) and have the ‘0’ of the dialling code in round brackets. 

 
+31 (0) 72 518 34 56 

 +31 (0) 615 27 97 80 
 

2.12 Paragraphs 
 
Unlike Dutch, English does not allow for new subparagraphs that start flush left on a new line 
immediately beneath the previous paragraph. Use the standard English paragraph style in English 
texts, which means: 

 Group related sentences into a single paragraph. 

 Avoid one-sentence paragraphs. 

 Start new paragraphs on a new, indented line or by leaving one blank line between 
paragraphs. 

 

2.13 Quotation marks 
 
Use single quotation marks for direct speech and titles of printed articles, lectures, etc. Double 
quotation marks are only used for quotes within quotes. Punctuation should be placed outside the 
quotation marks, unless the phrase within the quotation marks is an entire sentence. 
 

According to the website, ‘turning knowledge into economic growth is one of our greatest 
challenges’.  
 
‘Visit the website’, he said. ‘There you will read that “turning knowledge into economic growth 
is one of our greatest challenges”.’  

 
Also use single quotation marks to highlight a particular word, phrase or title: 
 
 The European Commission has now officially adopted the ‘Funding for Citizens’ programme.
  

2.14 Spelling 
 
Inholland uses British English spelling, as is customary in the Dutch higher education sector. This 
means you should avoid American spelling, which has become so widespread in popular culture 
however that it may be difficult to recognise. The following examples will help you: 
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 BrE    AmE 

 
labour    labor 
behaviour   behaviour 
colour    color 
flavour    flavour 
honour    honor 
 

 organisation   organization 
 globalisation   globalization 
 democratisation   democratization 

finalise    finalize 
westernise   westernize 

  
centre    center 
kilometre   kilometer 
litre    liter 
 
archaeology   archeology 
anaesthesiologist  anesthesiologist 
aesthetic   esthetic 

 
As a rule, Inholland uses the spelling as listed in the Oxford Dictionary of English, with the exception of 
words ending in -ise/-ize, where the -ise variant is used. 
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2.14 Bulleted lists 
 
Lists can be made up using all sorts of icons and even pictures, but extravagant marks will distract the 
reader from the content. As always, it is important to exercise moderation. Lists will look all the better if 
you use unobtrusive marks. For this reason, in Inholland communications only use dashes and round 
black bullets for lists, or else use a letter or a number: 
  
- Faculty of Communication, Media and Music  
- Faculty of Marketing and Tourism Management  
- Faculty of Business, Finance and Law  
 
• Faculty of Teaching, Learning and Philosophy 
• Faculty of Health, Sports and Social Work  
• Faculty of Engineering, Design and Computing  
 
1. Faculty of Business, Finance and Law  
2. Faculty of Engineering, Design and Computing  
3. Faculty of Agri, Food and Life Sciences  
 
a) Inholland Alkmaar  
b) Inholland Amsterdam/Diemen  
c) Inholland Delft  
 
When the items in a list consist of only one or two words, you should not use any capitals or 
punctuation. 
 
 The International Summer School offers 
 - classes 
 - extra-curricular activities 
 - excursions 
 
When each item in a list is a longer phrase which does not however form an independent sentence, 
use a semicolon without capitals and a full stop at the end of the list. 
 
 The International Summer School is open to: 
 - English Stream students enrolled in a bachelor’s programme in Rotterdam or The Hague; 
 - Dutch students enrolled in a bachelor’s programme in Rotterdam or The Hague; 
 - Exchange students of Inholland partner universities. 
 
When each item in a list is an independent sentence, use capitals and a full stop at the end of each 
item. 
 
 To register for the International Summer School: 
 - Fill in the attached registration form or register online. 
 - Make sure to register before 15 July. 
 - Indicate whether you wish to receive a certificate after completing the Summer School. 
  
Finally, make sure that items in a list all have the same grammatical form. In other words, avoid the 
following: 
 
 The International Summer School has the following objectives: 
 - enabling students to prepare for a degree programme in the Netherlands; 
 - to organise excursions, projects and language training for international students; 
 - Students are trained in specific academic skills.  
 

2.15 Gender issues 
 



 
 

Ontwikkeld door Metamorfose Vertalingen 
Versie 1.0 Pagina 14 van 22 

Dutch writers often resort to ‘hij/zij’ structures to emphasise that both sexes are intended. However, in 
English (as in Dutch) sentences with ‘he/she’ (or ‘s/he’) and ‘his/her’ do not look very attractive. In 
many cases the use of plural forms is a much more elegant and idiomatic solution. 
 

De medewerker is zelf verantwoordelijk voor de kwaliteit van zijn/haar werkzaamheden 
 
Employees are responsible for the quality of their own work. 

 
This is infinitely better than: 

 
The employee him/herself is responsible for the quality of his/her work. 

 
The plural solution would of course be awkward if this sentence occurred in, say, a personal 
employment contract. In that case, however, you would know the sex of the candidate and could either 
use ‘he’ or ‘she’. 
 
Another option is to use the ‘singular they’. In this case, ‘they’ (and ‘their’) is used as a gender-neutral 
reference to a single person: 
 

Each faculty is led by a director who holds final responsibility for education, research and 
contract activities within their faculty.  

   
The gender issue also extends to the choice for gender-neutral words. To many people, a word like 
‘chairman’ sounds odd if it is in fact a woman who chairs the meeting. In cases such as this, it is best 
to use an acceptable neutral alternative (if available): 
 
 chairman  chair 
    chairwoman  
    chairperson 
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3 Conventions specific to Inholland 
 

3.1 The name Inholland 
 
The official English name of Hogeschool Inholland is Inholland University of Applied Sciences. With 
effect from 1 September 2010, the name is no longer written with three initial capital letters. The name 
Inholland can also be used on its own, provided you have already mentioned the full name before in 
the same text. Elaborations of this name are always written with one initial capital, which also applies 
to our ‘sub-brands’, as follows: 
 
 Inholland Haarlem  

Inholland The Hague 
 Inholland Academy 
 Inholland Select Studies 
 
Web addresses 
In web addresses inholland is always written in lower-case letters, as are additions (subdomains). 
 
 www.inholland.nl 
 www.inholland.nl/haarlem 
 

3.2 Email addresses 
 
Similarly, email addresses at Inholland are written in lower-case letters, including those containing 
personal names or departmental names. Note the preferred spelling of ‘email’! 
 

3.3 In-combination names 
 
Various projects, events and media bear names that refer to Inholland. Preferably, these names are 
written in a way that reflects the Inholland style using only an initial capital. 
 
 Insite 
 Incareer 
 Indebate 
 Expedition InChina 
 

3.4 Locations 
 
Whenever reference is made to one of Inholland’s locations, this location is specified as follows: 
 
 Inholland Haarlem 
 Inholland The Hague 
 
When listing locations, always do so in alphabetical order, as follows: 
 

Inholland University of Applied Sciences has principal locations in Alkmaar, 
Amsterdam/Diemen, Delft, Haarlem, Rotterdam and The Hague. (Classes are also held at 
course locations in Dordrecht and Hoofddorp.) 

 
Where the text concerns a specific location (an address), however, it is also acceptable to write, for 
instance: 
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 The event will take place at Inholland University of Applied Sciences in Diemen. 
 
Here, the location on Wildenborch is implicit. For clarity’s sake, the website differentiates between 
Inholland Diemen, Inholland Amsterdam and Inholland Amstelveen. 
 

3.5 Faculties (Domeinen)  
 
Faculties (domeinen) are administrative units that operate across various Inholland locations and that 
encompass related degree programmes. Each faculty is led by a director who holds final responsibility 
for education, research, contract activities, finances and operational management within their faculty. 
The word ‘faculty’ is only capitalised when used as part of the full, official name; for example, the 
Faculty of Communication, Media and Music. For the names of the other faculties, see the 
Terminology List. 
 

3.6 Degree programmes 
 
For the official English names of degree programmes, consult the most recent version of the 
Programme Overview included in the ‘Documents Adopted by the Executive Board’. This overview 
provides the official names of degree programmes in both Dutch and English as laid down by law in 
the Central Register of Higher Education Programmes (CROHO). The CROHO register also has an 
online database: https://apps.duo.nl/MCROHO.  
 
Always consult the CROHO register to ensure that: 

 only official English names are used in recruitment material and other communications; 

 programmes are only offered in the forms authorised (full-time, part-time, work-study); 

 specialisations and minors are not presented as being degree programmes; 

 degree programmes and programme tracks are not offered at locations for which they are not 
registered in CROHO. 

 

3.7 Subject clusters (Profielen) 
 
Subject clusters (profielen) are written with the first letter of each word capitalised. 
  
 Culture & Society 
 Economics & Society 
 Nature & Health 
 Nature & Technology 
  
 
 
 
  

https://apps.duo.nl/MCROHO
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4 Titles and degrees 
 

4.1 General 
 
The degrees awarded to graduates confer the right to use the associated title, for instance BEc for 
‘Bachelor of Economics’ or MA for ‘Master of Arts’. These titles stand for a specific level of academic 
attainment and are recognised both in the Netherlands and internationally. Bachelor’s degrees 
awarded by Inholland University of Applied Sciences grant admission to a wide range of master’s 
programmes and other follow-on programmes in the Netherlands and abroad. 
 
Job titles or positions should only be capitalised when used as a prefix to a name. 
 
 Professor Bob Brown 
 Bob Brown, professor of Biology 
 the professor, Bob Brown 
 
 
 
 
 

4.2 Inholland employees 
 
On business cards and in correspondence, Inholland employees should always state their title or 
degrees insofar as they are relevant to their post. Unlike Dutch, English only permits the use of one 
title before a name; the title used is that denoting the highest qualification. Dutch titles such as mr. and 
ing. may be substituted with the English degree abbreviation following the name (without a comma). 
 
 Use: Ms G.M.C. de Ranitz MA  Not: Ms drs. Jet de Ranitz 
  Ms Brown LLM     Ms mr. Brown 
  Mr Green BSc     Mr ing. Green 
  Prof. L.E.C. van der Sluis   Prof. Dr. L.E.C. van der Sluis 
 
Do not use any personal titles (Mr, Ms, Mrs) immediately in front of an academic title. 
 
 Use: Prof. L. Janssen Not: Mw Prof. Dr. L. Janssen 
 
Titles and degrees are also stated in official institutional publications. Staff members’ first names and 
surnames are always written out, possibly including any middle initials, but never using only initials 
followed by the surname. 
  
 Use: Gerben J. Bentinck Not: G.J. Bentinck 
      G. (Gerben) Bentinck 
 
  

Do not use the title drs. in any English text. It does not exist in English and will confuse your 
readers. You can either leave it out altogether or, if you feel the title is relevant, use MA or MSc, as 
applicable, after the name of the person concerned. 
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5 Tone and style 
 
The tone of a text is determined partly by the extent to which that text is formal or informal in nature. 
The target group for which it is intended and the context in which it will be used also help to dictate the 
most appropriate tone and style. Examples of formal texts are annual reports and the evaluations used 
in accreditation procedures. Guides and brochures issued by Inholland for the purpose of promoting 
our programmes to prospective students are more informal. When writing informal texts, authors are 
sometimes tempted to use spoken language; however, correct usage is equally important in informal 
texts as it is in formal documents. For instance, it is preferable not to use contractions (write: ‘do not’ 
instead of ‘don’t’, ‘cannot’ instead of ‘can’t’, etc.). 
 
 
 
 
 

5.1 Second and third person 
 
On the whole, it is preferable to address readers directly in the second person (‘you’). This is more 
appealing and friendlier in tone. For example,  
 

You should hand in your paper before 1 June  
 
would normally be preferred over 
 

Students must hand in their papers before 1 June 
 
Whichever form is used, however, always take care to apply it as consistently as possible. 
  
Inholland prefers to avoid the use of ‘we’ in texts as this may cause confusion about who is being 
referred to: the institution, a faculty, a group, etc. Instead, specify the subject. 
 
 Inholland cordially invites you to… 
 The Media & Entertainment Management programme wishes to… 
 The project group is researching… 
 
  

Irrespective of whether your text is formal or informal, and whether it is intended for students, official 
bodies or the general public, always make sure that it is professional in tone and in content. 
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6 Sender’s details 
 

6.1  General 
 
As an Inholland employee you will occasionally (or often) write emails and the like in English on behalf 
of the institution. In this context, there are two clear guidelines: 
 
- Inholland prefers a personal approach in such communications. In other words, you should always 

use your own name and avoid the impression that a department or desk is the actual sender. 

- The order in which you present the sender’s details is from small to large units: personal name, 
degree programme, faculty, institution. 
 

6.2 Digital signature 
 
The purpose of a digital signature is to make it easier for people to contact you. This means that your 
digital signature should only contain information that contributes to that goal. Do not use your digital 
signature to make a personal statement, with fancy colours, unusual fonts, etc. The digital signature is 
essentially a business tool, and its layout should reflect this.  
 
Below is an example of a standard digital signature of an Inholland employee: 
 

Title First name Surname 
Position 
Degree programme, cluster or department 
Name of faculty or unit 
Inholland University of Applied Sciences (+ location) 
Room number 
Street + number 
City 

 
T: +31 (0)6 123 456 78  
E: e-mail@inholland.nl  

 
I am usually absent on Mondays and Fridays  

 

Note: Do not use illustrations or logos in your digital signature. As a result of Outlook configurations 

and spam filters, such illustrations are often not shown, or not shown correctly. 

 

 

 

 

 

 

 

 

  

Complex job titles 
 
Many Dutch institutions use job titles such as ‘Manager External Relations’. In English it is better to 
change this word order: 'External Relations Manager’, i.e. first the area/department and then the 
rank. 
 
 Use:  Director of Internationalisation   Not:  Director Internationalisation 
  or Internationalisation Director 
 
  Facilities Department Manager   Manager Facilities Department 
 
Alternatively, you can use a comma to separate the job holder from the area or department: 
 
 Berend van Dalfsen, editor, Internal and External Communication 

mailto:e-mail@inholland.nl
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7 Corporate identity 
 
The way in which you present your text is one of the factors that determine how effectively you will get 
your message across among your target group. A simple and balanced layout will make your text 
more accessible. Visual accents such as bold type or italics for headings, quotes, etc. will help to 
highlight and clarify the structure of your text.  
 
Below are a number of practical rules and tips that you should keep in mind when writing texts on 
behalf of Inholland. Further details about the new Inholland corporate identity can be found on a 
special website, http://www.inhollandhuisstijl.nl/ (in Dutch). The website includes everything you need 
to know about logos, colours and photography, and offers a variety of relevant files and guidelines for 
downloading. 
 

7.1 Font 
 
The readability of a text is determined in part by the font used. Arial is the standard font used at 
Inholland, as prescribed by the corporate identity rules1. Arial is easy to read and available at virtually 
every PC. You can emphasise a particular word or phrase by using bold type or italics. Other tools to 
highlight sections of your text include the use of different font sizes and capitals. However, as regards 
the use of different fonts, the less you do so the better. Too much variety in the fonts used will make 
your text look disorganised. 
 
You may wish to use an extra colour, for example to highlight titles or headings. However, too many 
different colours at the same time actually have the opposite effect. The basic rule, therefore, is that 
letters should be black and that you may use one, and only one, extra colour to accentuate the 
structure of your text.  
 

7.2 Type page 
 
Since we read from left to right, texts are usually aligned on the left. If you also align your text on the 
right, the type face will look more balanced, but note that texts of this kind tend to be more difficult to 
read. For this reason Inholland University of Applied Sciences has decided to only align texts on the 
left. Other types of alignment may be used for communications with brief texts, such as posters or 
invitations. In this case, consistency is required.  
 
Paragraphing, including the use of blank lines, is another tool that will make your texts easier to read. 
Effective paragraphing will enhance the natural rhythm of the text and clarify its structure. For more 
details, see the Paragraphs section under the Inholland editorial guidelines.  
 

7.3 Footnotes and acknowledgment of sources 
 
It is best to use footnotes rather than end notes. A footnote appears at the bottom of the same page, 
preventing the reader form having to move back and forth through your document. To separate 
footnotes from the body text, you can write them in a smaller font size and/or in italics. To 
acknowledge a source used in your text, make a footnote in accordance with the above rules. 
 

7.4 Quotations 
 
In most cases, the purpose of quotations is either to animate the text or to reinforce an argument. To 
distinguish a quote from the rest of the text, use single quotation marks or write the quote in italics.  
 
Further rules and recommendations on the use of quotations and sources can be found in the ‘Verwijs 
Wijzer – Studentenhandleiding voor correcte bronvermelding & plagiaatpreventie’ (Dutch only). 

                                            
1 The font used in printed documentation is Bureau Grot, but this is not available to Inholland employees. In all 
office applications (email, Word, Excel, PowerPoint, etc.), therefore, you should use Arial. 

http://www.inhollandhuisstijl.nl/
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7.5 Templates 
 
Under ‘Inholland documenten’ you will find various Word templates that provide you with the basic 
structure for memos, correspondence, meeting reports, etc. These templates automatically generate 
the correct layout, including the Inholland logo and full address details. This will give your document a 
professional look, inspires confidence and will make it easier for the reader to recognise it as an 
Inholland document. 
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8 Further reference 
 
Nuffic 
 
Nuffic (the Netherlands organisation for international cooperation in higher education) has an 
accessible website with a wealth of information on higher education in general, and internationalisation 
in particular. One of the most practical Nuffic tools is the Glossary with hundreds of terms in the field of 
Dutch secondary and higher education and their English equivalents or counterparts. 
 
 
IATE 
 
IATE is the official multilingual terminology database of the European Commission, which includes an 
immense number of terms on European policies on a range of themes, from medicine to education. 
The IATE database is freely accessible, very user-friendly and includes the official terminology as 
used in European legislation. It features an extensive higher education section, including many terms 
from the Dutch education system. 
 
 
European Commission English Style Guide 
 
A very extensive manual for authors and translators, with detailed information about writing in the 
context of the European Union and EU legislation as well as practical editorial sections. While this is a 
very rich source, obviously it is less specifically geared to the Dutch context. In the case of 
contradictions, the Inholland Style Guide prevails.  
 
 

***** 
 


