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1. INTRODUCTION
The aim of this guide is to inform the Heads of Department of the Faculty and other stakeholders about the procedure for appointments to positions of assistant professor, postdoc, researcher, associate professor, senior researcher and senior adviser and to instruct the Assessment Committee in their duties.

 
General ministerial rules on advertisement as well as on the form and contents of the recommendation appear from Ministerial Order No 170 of 17 March 2005 on the appointment of academic staff at universities (hereafter referred to as the Appointment Order)  whereas rules on job contents, qualification requirements, etc, follow from the Ministry of Finance Circular Letter  of 13 June 2007 on Job Structure for Academic Staff at Universities including protocol (hereafter referred to the Job Structure). 
 

These rules are supplemented in the following by regulations and additional guidelines made with the aim of bringing into line the implementation of the appointment process according to the rules of the Appointment Order and the statute of the University of Copenhagen.
 

The authority to appoint staff at the University of Copenhagen rests with the Dean, according to Rector’s delegation. 
2. POSITION AT THE LEVEL OF ASSISTANT PROFESSOR (Assistant professor, researcher and postdoc)

2.1 Assistant professor, job contents 
The assistant professorship is a further-education post. The main responsibilities are research (including publication/academic dissemination duties) and research-based teaching (including related examination duties). In addition to research and research-based teaching, the position may include a duty to share knowledge with the rest of society. Furthermore, the job may, to a limited extent, include other duties. The Faculty decides the specific ratio between the various duties. The ratio between the different duties may vary over time but a balance must be struck that allows the assistant professor to enhance his/her qualifications within the areas relevant for the position (typically research and teaching).

2.1.1 Qualification requirements
Appointment as an assistant professor requires PhD qualifications or corresponding scientific qualifications.

 

Supervision is provided as well as the opportunity to enhance pedagogical qualifications with a view to a written assessment of the assistant professor’s teaching qualifications. 

2.1.2 Types of appointment
The assistant professor may either be appointed for a fixed term of up to four years or appointed to a permanent position where the assistant professor is promoted to an associate professorship within the same area  (without the assistant professorship having been advertised). 
2.1.2.1 Temporary assistant professorship
When advertising a temporary assistant professorship, a fixed period may be given for the duration of the position, with the maximum employment period being four years. The advertisement may, however, also merely state an expected employment period with the final duration of the appointment being agreed with the applicant on the basis of the applicant’s qualifications. The Faculty has decided that advertised temporary assistant professorships are normally for a period of four years. This may be deviated from in special cases. An application for dispensation should be submitted to the Dean.
On appointment as assistant professor, merit is given for previous employment as postdoc within a relevant area. 
The assistant professorship may be extended as a consequence of illness, maternity leave or other leave.
 

2.1.2.2 Permanent position
It may be relevant for the department to advertise an assistant professorship as a permanent position if recruitment within a subject area has proved difficult or if the department wants the continuity that a permanent position can provide.
 

When an assistant professorship is advertised as a permanent position, the assistant professor must be transferred to a position as an associate professor when, as agreed with the department, the assistant professor is recommended for assessment as an associate professor and is assessed to be qualified to be transferred to employment as an associate professor within the same subject area as that covered by the advertisement.  It is recommended that the department draws up a job description for the associate professorship which can be used by the assessment committee as a basis for their assessment of whether the assistant professor has completed a satisfactory employment period as an assistant professor.    
The assessment normally takes place within the last six months of the employment. Employees who have qualifications from previous employments within a relevant area may register for an earlier assessment. Assessments may be made a maximum of two times. 
2.2 Postdoc, job contents
The postdoc position is a fixed-term academic position. The job contents will normally predominantly be research. In addition, a certain amount of teaching may also be required. Furthermore, to a limited extent, other duties may be included. The Faculty determines the exact ratio between the various duties. The ratio may vary over time. 
The position does not include enhancement of pedagogical qualifications. Appointment as a postdoc may therefore not on its own qualify for appointment as associate professor/senior researcher. 

2.2.1 Qualification requirements
Appointment as a postdoc requires PhD qualifications or corresponding qualifications. 

2.2.2 Types of appointment
A position as postdoc may be filled on a temporary basis for a period of up to four years.
2.3 Researcher, job contents
The position as researcher is a further-education post. The main responsibilities are research (including publication/academic dissemination duties) and research-based public-sector consultancy. In addition, a certain amount of teaching may be required. Furthermore other duties may, to a limited extent, be included. The Faculty determines the exact ratio between the various duties. The ratio between the different duties may vary over time but a balance must be struck that allows the researcher to enhance his/her qualifications within the areas relevant for the position (typically research, research-based public-sector consultancy and teaching).

The Faculty may in special cases and to a limited extent dispense with the requirement that the position must contain teaching duties. 
2.3.1 Qualification requirements
Appointment as researcher requires academic qualifications at PhD level. 
Supervision is provided as well as the opportunity to enhance pedagogical qualifications with a view to a written assessment of the researcher’s teaching qualifications.
2.3.2 Types of appointment
The researcher may either be appointed for a fixed term of up to four years or be appointed to a permanent position where the researcher is transferred to an associate professorship/position of senior researcher/position of senior adviser within the same area  (without the associate professorship/position of senior researcher/position of senior adviser having been advertised). 
2.3.2.1 Temporary position of researcher
When advertising a temporary position of researcher, a fixed period may be given for the duration of the position, with the maximum employment period being four years. The advertisement may, however, also merely state an expected employment period with the final duration of the appointment being agreed with the applicant on the basis of the applicant’s qualifications. The Faculty has decided that advertised temporary positions of researcher are normally for a period of four years. This may be deviated from in special cases. An application for dispensation should be submitted to the Dean.
When appointing a person as researcher, merit is given for previous employment as a postdoc within a relevant area. 
The position of researcher may be extended as a consequence of illness, maternity leave or other leave.

 

2.3.2.2 Permanent position
It may be relevant for the department to advertise a position of researcher as a permanent position if it has proved difficult to recruit within a subject area or if the department wants the continuity that a permanent position can provide.

 

When a position of researcher is advertised as a permanent position, the researcher must be transferred to appointment as an associate professor/senior researcher/senior adviser when, as agreed with the department, the researcher is recommended for assessment at the level of associate professor and is assessed to be qualified to be transferred to employment as an associate professor/senior researcher/senior adviser within the same subject area as that covered by the advertisement.  It is recommended that the department draws up a job description for the position which can be used by the assessment committee as a basis for their assessment of whether the researcher has completed a satisfactory employment period as a researcher.    
The assessment normally takes place within the last six months of the employment. Employees who have qualifications from previous employments within a relevant area may register for an earlier assessment. Assessments may be made a maximum of two times. 
3. POSITIONS AT THE LEVEL OF ASSOCIATE PROFESSOR (Associate professors, senior researchers)

3.1 Associate professor, job contents
The associate professorship consists mainly of research (including publication/academic dissemination duties) and research-based teaching (including related examination duties). In addition to research and research-based teaching, the position may also include a duty to share knowledge with the rest of society – including participation in the public debate. To this may be added research management, guidance and supervision of assistant professors and researchers and academic assessment work. This position is normally filled on a permanent basis but may also be filled on a temporary basis, for instance by appointing guest associate professors or in connection with special projects. 
The Faculty determines the exact ratio between the various duties. The ratio between the different duties may vary over time.
3.1.1 Qualification requirements
An applicant for an associate professorship is assessed on the basis of the qualifications that appear from the advertisement. His or her research and teaching qualifications must correspond to the level obtained on  the basis of a satisfactorily completed employment period as assistant professor/ researcher/postdoc but may also have been obtained differently. The applicant is required to have received supervision and to have enhanced her/her pedagogical qualifications as well as to have obtained a positive written assessment of his/her teaching qualifications. The appointment may also require other qualifications, for instance in relation to knowledge and technology transfer as well as patenting and cooperation with external contacts.  
3.2 Senior researcher, job contents
The position of senior researcher mainly consists of research (including publication/academic dissemination duties) and research-based public-sector consultancy. The post also, to a certain extent, includes teaching. To this may be added research management, guidance and supervision of assistant professors and researchers as well as academic assessment work. This position is normally filled on a permanent basis but may also be filled on a temporary basis, for instance by appointing guest senior researchers or in connection with special projects. 

The Faculty may in special cases and to a limited extent dispense with the requirement that the position must contain teaching duties.
The Faculty determines the exact ratio between the various duties. The ratio between the different duties may vary over time.
3.2.1 Qualification requirements
An applicant for a position of senior researcher is assessed on the basis of the qualifications that appear from the advertisement. His or her research and teaching qualifications must correspond to the level obtained on the basis of a satisfactorily completed employment period as assistant professor/researcher/postdoc but may also have been obtained differently. The applicant is required to have received supervision and to have enhanced her/her pedagogical qualifications as well as to have obtained a positive written assessment of his/her teaching qualifications. The appointment may also require other qualifications, for instance in relation to knowledge and technology transfer as well as patenting and cooperation with external contacts.
4. SENIOR ADVISER
4.1 Senior adviser, job contents
The main responsibilities of a senior adviser are research-based public-sector consultancy and communication of research results to the authorities, the business world and society in general. To this should be added a duty to keep up-to-date regarding a broad academic subject area and to carry out analyses of broad academic issues and to communicate these in an academically proper manner. Furthermore, the position may include teaching and research.
The Faculty determines the exact ratio between the various duties. The ratio between the different duties may vary over time.
4.1.1 Qualification requirements
An applicant for a position of senior adviser is assessed on the basis of the qualifications that appear from the advertisement. Appointment as senior adviser requires research qualifications at a level which can be obtained on the basis of a satisfactorily completed employment period as assistant professor/researcher or postdoc but which may also have been obtained in other ways. The appointment may also require other qualifications, for instance that the applicant has independently carried out considerable consultancy and communication tasks for authorities, the business world or society in general.
5. APPOINTMENTS WITHOUT ADVERTISEMENT
As a main rule, appointments must be by advertisement, see paragraph 6. However, there are two exceptions to this main rule.
 

5.1 Section 10 of the Appointment Order
The positions mentioned in this guideline may all be filled for up to one year with one year’s extension without having been advertised. However, an expert assessment must be made by one assessor at the level of associate professor or above. The assessment, which is sent via the Head of Department to HR, is made in accordance with the guidelines in the Faculty staff form. However, see para 7.1.2 as regards associate professors and senior researchers in particular.
5.2 Section 9 of the Appointment Order
If an external grant donor has made funds available for the appointment of a person nominated by the grant donor, this person may be appointed without advertisement. However, an expert assessment must be made by one assessor at the level of associate professor or above. The assessment, which is sent via the head of department to HR, is made in accordance with the guidelines in the Faculty staff form. However, see para 7.1.2 as regards associate professors and senior researchers in particular.
6. APPOINTMENTS BY ADVERTISEMENT
Vacant positions are normally filled by advertisement. The advertisement of vacant positions must be published in such a way that the advertisement may be expected to come to the notice of suitable applicants. Advertisement templates can be found on HR’s web pages. For further information please refer to HR’s guidelines on job advertisements.
 

7. ASSESSMENT
7.1. Appointment of Assessment Committee
When the closing date for applications for a position expires, HR sends the form "Skema til forelæggelse for Akademisk Råd" (”Form for Submission to Academic Council”) to the Department. Information on the applicants has been filled into the form beforehand by HR.  The Head of Department fills in the rest of the form as regards suggested members of the Assessment Committee, committee chairman, deadline for the work of the committee as well as addresses of the external members of the committee. The Department’s suggestion for an Assessment Committee is sent electronically to HR. The suggestion should be accompanied by the CVs and lists of publications of the external members in an electronic form.    
It is no longer permitted to ask the Assessment Committee to prioritise the applicants.
7.1.1. Composition/qualification
The Assessment Committee must normally consist of three (exceptionally five) members at associate professor level or above, including two external members (i.e. not employed at the University of Copenhagen), preferably from abroad. Consideration should be given to acquiring a balance between women and men.  The assessors must be experts at associate professor level in the subject area of the position. One of the members is appointed chairman of the committee. There is nothing to prevent the grant recipient in case of externally funded associate professorships from entering the Assessment Committee.
If any doubt arises as to the qualification of a potential committee member, and the disputed point cannot be solved after consulting Appendix 1 “Guidelines for the handling of qualification problems for members of expert assessment committees”, the disputed point must be submitted to HR. 
7.1.2. Specifically for associate professorships and positions of senior researcher 
It has been decided that the Assessment Committee for the positions of associate professor and senior researcher must ALWAYS consist of five members (two internal and three external members). 
One of the two internal members must be selected from the list of Education Committee representatives. The Education Committee representatives are people with special educational insight and their duty is in particular to expose the applicants’ teaching and educational competences. The representatives are full members of the Assessment Committee with the obligations that follow from that. The Education Committee representatives replace the previous separate report from the study boards on the applicants’ teaching and educational competences. The list of Education Committee representatives is sent out together with the list of applicants at the setting up of the committee. The list may also be found on the home page of the Faculty.
Furthermore, the Faculty management decided on 19 June 2007 that all associate professors and senior researchers regardless of type of employment or funding must ALWAYS be assessed by an expert Assessment Committee consisting of five members. The assessment must be made according to the present guidelines.
 
7.1.3. Time limit 

A time limit must be fixed for the submission by the Assessment Committee of their recommendation. As a decision on the appointment to the position must (normally) be made no later than six months after the expiry of the closing date for applications, see Section 7 of the Appointment Order, the Assessment Committee is given a time limit of between two and three months to submit their recommendation. The exact length of the time limit depends on the number of applicants.
The Department must make sure that the members of the Assessment Committee is able to make the assessment within the suggested time limit before the composition of the committee is considered by Academic Council.  

 

7.1.4 Academic Council
According to Section 15(3)2 of the Danish Universities Act, all expert assessment committees must be set up by Academic Council. More detailed guidelines can be found in “Code of practice with supplementary provisions to regulations concerning Academic Council” ("Regelsæt med udfyldende bestemmelser til vedtægten vedrørende Akademisk Råd"). The Head of Department fills in a special form which HR has forwarded to the Head of Department at the expiry of the deadline for applications. This form is sent to Academic Council together with the CVs and lists of publications of the external committee members. Within a deadline of four working days, Academic Council must submit its recommendation to the Dean (HR) whether the composition of the Assessment Committee is acceptable. 

7.2. Procedure

When Academic Council has made a decision on the composition of the Assessment Committee, the Dean (HR) initiates the work of the committee.
 

At the start of the committee work, a copy of the job advertisement, the list of applicants and a set of the applications and related appendices received are forwarded to the chairman and all members of the committee.
7.3. Information of applicants
When a decision has been made about the composition of the assessment committee, the Department informs the applicants in writing of the identity of the members of the Assessment Committee and the further appointment procedure. 
7.4. The work of the Assessment Committee
Before the proper committee work commences, the committee chairman must brief the committee on the formal basis for the work of the committee according to this code of practice. 
 

It is assumed that all members of the committee familiarise themselves with the contents of this guide.  The Assessment Committee must in particular note that the advertisement is the formal basis for the work of the assessment committee and that everybody involved in the matter is under secrecy until the Dean has offered the position to a specific applicant.
Prior to the commencement of the actual assessment, the committee must ensure that the following matters are clarified: 

 
·  Qualification. If there are qualification problems related toone or more of the committee members that were not apparent when the committee was appointed, and these cannot be solved on the basis of Appendix 1 “Guidelines for the handling of qualification problems for members of expert assessment committees”, the disputed point must be submitted to HR.
· Doubt. If the Assessment Committee is otherwise in doubt about the basis on which the work is to be carried out, including the interpretation of the job advertisement, the chairman must submit such matters of dispute to HR before the actual work or the assessment committee commences or as early as possible in the work of the committee.
 

· Time limit. At the start of the committee work, the Assessment Committee is informed of the time limit for submission of the recommendation. The time frame for the work of the committee must be known to the committee members before they agree to take part in the committee work. The Head of Department may grant an exemption from the time limit of the Assessment Committee.
7.5. Contents of the recommendation - general
· The recommendation must be sufficiently detailed, clear and thorough to make it possible to follow the lines of thought from premises to conclusion.

 

· The recommendation must be drafted as an independent document that does not require the reader to consult the applications, much less the applicants’ written works.
 

· The recommendation must be written in a suitable objective form, and every effort must be made to ensure that the recommendation also provides a satisfactory basis for decision for the Head of Department.
· It is incumbent on all the committee members to familiarise themselves sufficiently with the available material that the committee decides to include in its assessment, so that all the applicants are assessed by the committee in its entirety. “Sufficiently” means that a division of work regarding the preparation of partial drafts for the respective applicants will normally be agreed at the committee’s first meeting, and that all the committee members have to be able to take a decision on the overall recommendation of the committee. Should serious disagreement arise about the assessment of individual applicants during the committee work, it may be expedient to allow each member to draw up separate assessments.   
 

· In general, at the final editing of the assessment, the committee should, moreover, eliminate inconsistencies, particularly with regard to weighting, which may be the result of the division of work between members of the committee.
 

· The members of the Assessment Committee, Academic Council, the Faculty Management as well as the administrative staff involved are under secrecy as regards the matter. According to Section 4 of the Appointment Order, no one apart from the members of the committee and, if necessary, a secretary, may take part in the committee work.
 

· The recommendation is not published. Once the recommendation of the Assessment Committee is completed, but before interviews are held, the Department sends a copy of the individual recommendation to the applicant - for his/her information.
7.6. Form and contents of the recommedation
The recommendation is normally written in Danish. If any applicants for the position or members of the Assessment Committee are not fluent in Danish, the recommendation must be written in English. 

 

The recommendation must comprise the following independent parts:
A. Introduction
B. Assessment of the individual applicant
 

7.6.1 A) Introduction
The introduction must contain the following:
 

· Information on the appointment and composition of the Assessment Committee.
 

· Deadline for applications.

 

· A list of the applicants (in alphabetical order) and information on whether any applications have been withdrawn since the Committee was appointed.

 

· Information on possible consideration of material not enclosed.
· Inclusion of additional scientific material.  If, after the expiry of the deadline for applications, an applicant has performed a particular outstanding piece of scholarly work, e.g. a thesis, or has received an academic degree, and the inclusion of the material in the assessment may be of decisive importance to the outcome of the overall assessment,  the Dean may, after consultation with/recommendation from the Assessment Committee, decide that the applicant should be given the opportunity to have his/her material included in the assessment, see Section 6 of the Appointments Order. 
 

If the inclusion of additional material is permitted, a deadline for submission of material is set, of which all applicants are informed. 
 

7.6.2. B) Assessment of the individual applicant
The individual assessments are submitted on separate sheets of paper. Each individual assessment is signed by the chairman and all the members of the Assessment Committee.
 

The assessment of each individual applicant shall include:
 1.      Presentation using relevant extracts of the CV.

1. 2.      Assessment of research qualifications.

2. 3.      Assessment of teaching qualifications.
3. 4.      Assessment of other relevant qualifications.
4. 5.      Concluding overall assessment of the applicant.
5. 6.      Taking up of references.
 If the members of the Assessment Committee agree that one or more of the applicants are not qualified for the position, the Assessment Committee may, in these cases, confine itself to a brief statement of which qualifications have not been met. 

It is recommended that the Assessment Committee should try to keep its assessment of the individual applicant to a length of between two and four pages. 
The following should be noted with regard to the individual elements in the assessment of each applicant:
Re 1. Presentation
The presentation must contain the applicant’s name, year of birth, nationality and academic exams and degrees with a specification of subject, time and place.
 

All relevant appointments, grants etc after completion of the MSc with a specification of type, place and period should also be stated. In addition to this, further education, study periods abroad and other academic activities may be mentioned. Appointments before the completion of the MSc should normally not be mentioned.

 

Re 2. Assessment of research qualifications
Basis, general
Research qualifications are assessed on the basis of the work cited by the applicant and any additional material that the committee wishes to include in the assessment. 
 

Cited works and other qualifications that can be documented are assessed in so far as deemed necessary by the committee to make a recommendation. This means that the Assessment Committee decides how much of the material submitted they find it necessary to include. It is, thus, important for the committee to note that the applicant is not entitled to have all the submitted work assessed.   
 

The applicant´s list of publications is enclosed with the assessment as documentation of the basis of assessment.
 

The applicant´s two-or-three-page memorandum summing up the applicant’s most important scientific work of relevance to the position and the applicant’s contribution to it may also be included in the general basis.
Co-authors’ declarations
An applicant’s share in works that involve several co-authors may be of importance to the final assessment of the applicant. If the committee is in doubt about the applicant’s share, it is incumbent on the committee to gain an overview of the applicant’s contribution. Normally this is done by obtaining co-authors’ declarations. The model for a co-author’s declaration attached as Appendix 5 should be used.  
Categorisation and classification
In many cases the works assessed by the Assessment Committee must be categorised with regard to both form and contents or genre-related characteristics. Typical categorisations would be “PhD or doctoral thesis”, “popular presentation”, “conference paper”, “review”, “teaching material”, etc. Works are normally also classified by type and/or academic discipline. Possible academic relations between the works should be specified. Writings such as translations, lecture notes or other adaptations of an original work may be included in the categorisation of the original work. 
Separate assessment
Works that are considered relevant to include individually are characterised and assessed. If it does not appear from the list of publications, such work should be identified by normal biographical reference, specifying title, possible co-author(s), scope, and date and place of publication. If the work has not been published, the form in which it is available should be specified.

Previous assessments
The assessment of works is the exclusive responsibility of the expert committee. If the committee includes previous assessments of the applicant or of his/her work submitted, such assessments must also be reassessed independently by the committee. It should be aimed at keeping such assessment brief.   It should be emphasized, on the basis of the works, which relevant qualifications the applicant has demonstrated with reference to the position applied for.  
Re 3. Assessment of teaching qualifications
The information is categorised as, for instance, ”teaching at elementary level”, “teaching at high level”, ”supervision or counselling”, ”development of new teaching programmes”, “organisation and assessment of examinations and courses”, “lecturing”, ”participation in exams”, etc.
 

In the assessment, it should be emphasized, on the basis of the documentation, which relevant qualifications the applicant has demonstrated with reference to the position applied for. 
Re 4. Other qualifications
Other qualifications may include duties as a manager, staff representative or administrator, membership of committees and commissions, previous or present employment in non-scientific positions that provide relevant experience, etc.
Re 5. Overall assessment
The overall assessment contains a summary of the assessment of the applicant. This is where the committee states the reasons for its evaluation of whether the applicant is considered to be qualified or not qualified for the position.  
The committee’s evaluation of whether an applicant is qualified or not must be unambiguous and unconditional. The committee should normally not grade its evaluation of the qualification, but expressions such as “not yet qualified” or “not qualified on the available basis” are acceptable.  

 

Applicable criteria are primarily documented qualifications and their more or less central position in the subject area in question, their scientific value, academic breath and, depending on the circumstances, the period used by the applicants to produce the scientific output submitted, etc. 

 

If the committee members do not reach agreement, it must clearly appear who considers the applicant qualified or not qualified, respectively, and separate reasons must be given for each point of view. 
Re 6. References
It is not customary to take up references, but in cases where this is desirable or may be deemed necessary, the Danish Personal Data Act stipulates that references may only be taken up with the express prior consent of the applicant. References are taken up by the chairman of the Assessment Committee or by one of the other committee members with the chairman’s approval. The information obtained must be handled in accordance with the Act and incorporated in the recommendations together with and indication of the origin of the information. 
7.7. Assessment of associate professors appointed on probation
In certain cases an Associate Professor is appointed on probation for up to 18 months if his teaching qualifications are not at the level of associate professor. The probation period should be used by the Associate Professor to obtain the required qualifications. Three months prior to the expiry of the probation period, HR will contact the Department to initiate an assessment of the teaching qualifications at the level of Associate Professor. The assessment of the teaching qualifications will be carried out by an Education Committee representative. 
8. PROCEDURES RELATED TO APPLICANTS AND INTERVIEWS
8.1 Handling of the assessment as regards formal requirements 
The completed assessment signed by all the committee members is sent to the Head of Department. The Head of Department checks whether the assessment meets the formal requirements of the Appointment Order and whether it complies with the provisions set out in this document.
 

If this is not the case, the assessment is sent back for revision or supplementing by the Assessment Committee.
 

Once it has been ascertained that the formalities have been complied with, the Head of Department sends the assessment of the individual applicant to the person in question. By forwarding the assessment to the individual applicant, the applicant must be considered informed about the assessment. 
8.2. Interviews
The Faculty has decided that the holding of interviews is compulsory. Only the Dean can grant exemption from this. The Head of Department decides the composition of the Interview Committee, however, the following group of people seems obvious (subject, however, to the usual question of qualification):  

 

· The Head of Department (Chairman of the Interview Committee)

· The Head of the Research Group
· The Chairman of the Assessment Committee
· In case of externally funded positions, the grant recipient if he/she is not already the Head of the Assessment Committee
· A staff  representative.
· A representative from the relevant study board (positions at associate professor level) 
 

The chairman of the Interview Committee prepares minutes of the interviews. The minutes provide a brief summary of the information that has been appeared from the interview. The minutes must be approved by the members of the Interview Committee. 
8.3. Decision by the Head of Department on appointment
After the interviews have been held, the Head of Department decides which applicant should be recommended for the position. However, an applicant can only be appointed if a majority of the members of the Assessment Committee has considered the person in question academically qualified for the position. 
 

9. FURTHER HANDLING OF THE APPOINTMENT MATTER
As soon as possible after the decision by the Head of Department in the matter, the Head of Department offers the selected applicant the position. A blank staff form is enclosed with the letter. Once this letter may be assumed to have reached the applicant, the professional secrecy as to who has been offered the position ceases to apply. 
 

When an applicant has accepted the position, the Head of Department submits the recommendation for appointment to the Dean. The recommendation, which gives an account of the Head of Department’s decision in the matter, is enclosed with the recommendation of the Assessment Committee, minutes of the interview as well as the staff form duly filled in and signed. HR then prepares a contract of employment. 
Once the recommendation has been received, HR informs the members of the Assessment Committee of the decision in the matter, and at the same time asks the members of the committee to destroy the application material. The Head of Department informs the other applicants about the decision. 
10. FINANCIAL MATTERS 

The holding of meetings in the Assessment Committee and possible subsequent interviews may involve expenses for both the members of the Assessment Committee and for the applicant.

10.1 Members of the Assessment Committee
Pursuant to agreement between the Ministry of Finance and the Danish Confederation of Professional Associations on Remuneration for Members of Expert Assessment Committees at Higher Educational Institutions under the Ministry of Education of 22 June 1993, fees are only paid to external members of the Assessment Committee in connection with appointments to professorships, associate professorships and assistant professorships. In accordance with letter from the State Employers’ Authority of 22 August 2005, assessment of senior advisers is remunerated just like associate professorships.    
The Chairman of the committee in question signs the travel expenses form for external members of the Assessment Committee.
Travelling expenses and hotel expenses, if any, for external members of the Assessment Committee are refunded according to current state rules. As regards travelling expenses, a reimbursement of travel expenses form should be filled in and sent to HR (with original receipts for actual expenses enclosed)
10.2 Applicants
Travelling expenses according to state rules (i.e. not including hotel expenses, per diem allowances, etc) are paid for attending interviews. Expenses for the individual applicant of less than DKK 100 are not covered. 
 

A reimbursement of travelling expenses form should be sent to HR (with original receipts for actual expenses enclosed). Reimbursement of travelling expenses forms are signed by the Head of Department. 

‑‑‑ o ‑‑‑

This code of practice enters into force on 1 January 2007 and applies to positions advertised after this date. 

Per Holten Andersen

Dean
/ Lisbeth Møller

HR Manager

