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1. INTRODUCTION

The purpose of these guidelines is to inform the Faculty of Life Sciences’ heads of department, centre directors, description committees, assessment committees and other parties involved about the procedure for the appointment of professors at the Faculty of Life Sciences.

The guidelines describe the appointment and tasks of the description and assessment committees and the preparation of the description, job advertisement and assessment etc.

A set of general rules has been laid down concerning the advertisement and the form and content of the recommendation. The rules are set out in the Ministerial Order no.284 of 24. april 2008 on the Appointment of Academic Staff at Universities (hereinafter called the Appointment Order),  while the rules governing job content, qualification requirements etc. are set out in the Circular concerning the Job Structure for Academic Staff at Universities which came into force on 1 January 2007 (hereinafter called the Job Structure). 

In the following these rules are supplemented by provisions and supplementary guidelines which have been prepared for the purpose of ensuring that the appointment process is conducted in accordance with both the Appointment Order and the charter of the Faculty of Life Sciences. 

In the guidelines, head of department means head of department/centre director. The faculty management means the pro-dean of education, the pro-dean of research, the faculty director and the dean jointly.

Confidentiality

Heads of department, members of the Academic Council, members of the assessment committee, the faculty management and all other parties involved in the appointment of professors are bound by an obligation to observe confidentiality about the case until it is concluded. The obligation to observe confidentiality comprises the identity of applicants and the number of applicants. Only when the professorship has been offered to an applicant by the dean will the obligation to observe confidentiality cease in so far as the identity of that applicant is concerned. The obligation to observe confidentiality continues to apply in so far as the rest of the candidates are concerned, even after the conclusion of the appointment.

The guidelines are presented in chronological order to reflect the procedure for appointing professorships:

A) Creation/continuation and description of content and job advertisement 








B) Appointment of the assessment committee 





C) Tasks of the assessment committee and recommendation 


D) Job interviews and final decision concerning appointment 






HR presents the cases to the collegial bodies and to the dean, for which reason all original documents must be sent to HR.

2. PROFESSORSHIPS

2.1. Term of appointment and advertisement

The appointment as professor is unlimited in time, unless otherwise determined in connection with the appointment, and vacant professorships must be advertised. 

Pursuant to Section 10 of the Appointment Order, it is possible to appoint a professor for a fixed term of one year without advertising and without appointing an assessment committee and to reappoint such a professor for up to one year. It is a precondition for such appointment, however, that a positive testimonial concerning the qualifications of the candidate in question is obtained from an expert at professorial level.

2.2. Nomination

Pursuant to Section 8 of the Appointment Order, it is possible in special circumstances to appoint a professorship without advertising (by nomination). For this to happen, it is a precondition that an expert assessment committee has furnished a unanimous recommendation that the qualifications of the person in question have been sufficiently documented and that the person is clearly better qualified than any other candidates who might be considered for the post. 

2.2.1. Procedure

The department must, in a recommendation to the dean, describe in detail the special circumstances which may justify the appointment of a certain person for the professorship by nomination. At the same time, the professorship must be recommended for creation/continuation on the basis of the description committee’s detailed description of the content and scope of the professorship. The dean decides whether a nomination procedure should be initiated.

The department then appoints an expert committee which is charged with assessing the qualifications of the person in question, and this assessment is presented to the Academic Council in the usual manner. The committee must consist of three or five persons at professorship level possessing academic competences of a high international standard. Concurrently with this, HR will request HR material from the person in question for use in connection with the assessment.

The procedures governing the work of the assessment committee and the handling of the case in general then follow the usual procedures governing the appointment of professors, cf. below.

2.3. Types of professorships

There are two different types of professorships: professor and professor with special responsibilities.

Moreover, special rules governing the appointment of foreign professors are included in the future Appointment Order. Foreign professors may be appointed without advertisement for a period of up to two years and reappointed for up to one year, provided that a positive academic assessment is received.

Below follows a brief characterisation of the two different types of professorships, including the qualification requirements. An extract from the Job Structure, including a detailed description of the job content and qualification requirements.

2.3.1. Professors

The main duties of a professorship are research (including the duty to publish/disseminate scientific material) and research-based teaching (with associated exam duties). A duty to share knowledge with society at large may also be included. In addition, a professor may be asked to manage research, provide pedagogical guidance, supervise assistant professors and take part in academic assessments. The faculty determines the exact balance between the different responsibilities. The balance between the different tasks may vary over time.

Qualification requirements:

An applicant for a professorship is assessed on the basis of the qualifications stipulated in the advertisement but must also be able to document a high degree of original scientific production at an international level, which documents that the applicant has contributed to developing the academic discipline. Emphasis is also placed on an assessment of the applicant’s ability to manage research and fulfil other management functions, e.g. in relation to the faculty’s cooperation with the outside world. Other qualifications may also be required, e.g. in relation to knowledge and technology transfer and, for example, patenting and cooperation with external parties.

2.3.2. Professors with special responsibilities

The post of professor with special responsibilities involves fixed-term specific functions plus the joint responsibilities associated with professorships. The special responsibilities may last three to five years with the option of a further extension of up to three years 

Normally, the positions are established with a view to appointing particularly talented, preferably younger researchers to develop a subject area which is promising at an international level. The position must be within one of the Faculty of Life Science’s core activities or a selected priority area or an area in which there is a special need for high academic skills as part of the development of a new field of research or education. 

The balance between the different responsibilities may vary over time for the individual holder of the position, although the emphasis will be on one or more of the special responsibilities. The terms of employment may include research management.

At the end of the period, the special responsibilities are discontinued and the employee in question becomes an associate professor at the university.

Qualification requirements:

The qualification requirements correspond to ordinary professorships, although emphasis must be placed on the applicant having the potential to further develop the subject area and being able to document original scientific production at an international level. Special emphasis is also placed on an assessment of the applicant’s opportunities to assume the special functions associated with the specific job. 

3. CREATION/CONTINUATION 

3.1. Creation

3.1.1. Procedure

When a department becomes aware that a professorship at the department will become vacant, the department must, as soon as possible, decide whether it would like the professorship to continue.

Once the head of department has decided to recommend the continuation of the professorship, the head of department will take steps to ensure that a detailed description of the contents and scope of the professorship is prepared as well as a draft advertisement, in accordance with the guidelines set out in section 4.

Once this description has been prepared and approved by the head of department, the head of department will recommend to the dean that the professorship continue. The creation and continuation of professorships is decided by the dean. 

3.1.2. Timing

For an application to be considered as being an application for the continuation of a professorship, the department must have initiated a procedure aimed at continuing the professorship in accordance with the following guidelines:

in case of resignation within two months of the professor’s letter of resignation,
in case of age-related resignation at least one year before the professor is due to stand down on account of age,
in case of death and dismissal within two months of the death of the professor or the notice of dismissal. 

Applications concerning the continuation of professorships which have not been drawn up in accordance with the above procedure will, in terms of grants, be treated as new creations. 

3.2. New creation 

3.2.1. Procedure

When the department decides to create a new professorship, the procedure described in 3.1.1. must be followed. This also applies to professorships with special responsibilities. 

However, the justification for creating a new professorship must typically be more detailed than the one given for the continuation of an existing professorship.

If a professorship is included in the two-year budget, the creation of such a professorship does not require subsequent consideration.

It is important to remember that unless otherwise agreed, the description committees must be appointed within six months of the allocation of funding for professorships. 

The general rule is that the description must be approved by the faculty management within ten months of the allocation of funding of the professorship, and that the appointment procedure can then commence. 

3.3. Extension of professorship with special responsibilities or conversion to ordinary professorship

A professorship with special responsibilities is normally limited to a fixed term of 3-5 years, but with a possible extension for up to 3 years. 

Such extension must be based on an evaluation and will normally only be granted out of concern for continued special strategic aims. It is recommended that considerations concerning an evaluation with a view to an extension be initiated at least one year before expiry. 

The paradigm for evaluation is the procedure for evaluation which has been used to evaluate other time-limited professorships. The professor in question prepares a self-evaluation which is submitted to the head of department, accompanied by the department's comments and justifications. FIU carries out an academic assessment of the case and advises the pro-dean of research. On the basis of FIU’s academic assessment, the faculty management decides on the possible extension of the professorship. If the extension is approved by the faculty management, the funding for the professorship with special responsibilities remains with the department in question and the professor during the period in question. 

Upon the expiry of the professorship with special responsibilities, the professor is as a general rule guaranteed an associate professorship. Unless otherwise agreed with the department in advance, the funding for the professorship reverts to LIFE’s central pool.
In the event that the department wishes to convert a professorship with special responsibilities to an ordinary professorship, the normal procedure for the creation of ordinary professorships must be followed, including the allocation of funding and advertisement. It is recommended that this process be initiated at least one year before the expiry of the professorship with special responsibilities.
A professorship with special responsibilities is NOT automatically converted to a professorship. 

3.4. Rolling two-year professorship planning 

The professorships for which funding has been allocated during one budget round should be filled before the next two-year round commences. This is to ensure that the departments initiate the procedure for the appointment of a professor as quickly as possible after the allocation of funding. In this way, it will to a greater extent be ensured that the professorships tie in with the developmental objectives set for the period.

Schedule:

February – March: Consultation of the departments is prepared and initiated. The departments are asked to: 

Consider the professorships which will expire over the next 4-5 years

Submit proposals and new wishes

Critically assess the criteria for the appointment of professors. 

May: The departments submit their responses and wishes with regard to professorships and development plans for professorships.

May – June: The responses are considered, new overviews are prepared and advice for the management is prepared prior to the two-year budget negotiations.

September – November: Two-year budget negotiations with all departments 
December: Allocation of professorship funding as part of decision concerning two-year budget.

Unless otherwise agreed, the description committees must be appointed within six months of the allocation of funding for professorships. 

10 months after allocation of funding: The description must be approved by the management, and the appointment procedure must commence. 

16-18 months after allocation of funding:

The new professorships should be filled.

February – March: The planning process for the professorships starts again with a call for the department’s responses and wishes with regard to professorships. 
HR reports to the faculty management every year in January and August.

4. JOB DESCRIPTION, ADVERTISEMENT AND SCOUTING BOARD

4.1. Appointment of description committee

The head of department appoints an expert description committee charged with preparing a detailed description of the content and scope of the professorship as well as a job advertisement. With a view to ensuring that the description is based on the broadest and most thorough expert considerations possible, external experts must be appointed to the committee, e.g. from relevant lines of business, collaboration partners in the form of departments and institutes and preferably also from foreign institutions.

Based on the description committee’s document, the head of department prepares a recommendation for the dean concerning the creation/continuation and advertising of the professorship. 

4.1.1. Remuneration

Members of the description committee do not receive remuneration for their work as members of the committee.

4.1.2. Deadline

A deadline for the completion of the description committee’s work is fixed by the department at the time of appointing the description committee. The committee’s work should take no longer than three months.

4.1.3. Competence to act

A potential applicant will not normally be precluded from joining a description committee. In some situations, however, doubt may arise concerning a committee member’s competence to act. Questions which cannot be settled with reference to Annex 1 “Retningslinier for behandling af habilitetsproblemer for medlemmer af fagkyndigt bedømmelsesudvalg” (Guidelines concerning the handling of competence problems in respect of members of expert assessment committees) may be submitted to HR.

4.2. Purpose of professorship descriptions

The description of the professorship serves several purposes:

The description should be seen as a decisive element in the department’s academic and long-term planning.

The description must serve as a guide for potential applicants. The description should be worded in a way which contributes to attracting interest among potential, highly qualified applicants. Be it noted, however, that the description is not a formal supplement to the job advertisement. Applicants thus cannot rely on the description in connection with comments on the expert assessment committee’s recommendation. The only formal basis for the work of the expert assessment committee is the job advertisement which has formed the basis of the application. 

The description serves as a guide for the faculty management in connection with the approval of the job advertisement.

When a newly appointed professor takes up his or her post, the description may, for a short period of time, serve as a guide for the professor and the department when organising the work.

4.3. Content of professorship descriptions

The following outline is not binding on the description committee, but the committee should endeavour to include the points in its recommendation. The committee should hold at least one meeting. The job description must be prepared in English and be limited to 5-6 pages.

	1. Introduction

A brief summary is given of the reasons for seeking to create/continue the professorship.

2. Historical summary (less weighting)

a) Background and development of the subject. Number of staff currently employed in the field of study, number of PhDs, number of doctorates (past five years), list of selected publications (or possibly only number of publications).

b) Main points of scientific activity hitherto, including the most important subjects/areas of research (focus areas) and innovation activities.

c) Approximate number of hours used for various groups of students so far and information about whether teaching has been offered to several lines of study. Optional subjects/dissertations. Indication of whether independent examinations have been held.

3. Content of professorship in terms of research and teaching activities (highest weighting)

A description of the desired research and teaching profile within that part of the subject area which is covered by the professorship.

4. Collaboration, relations and interdisciplinarity

In the past, now and in future – with whom and on what? Both in relation to private and public companies and other universities. Relations with other contiguous subject fields.

5. The professorship’s significance for the Faculty of Life Sciences

The significance of the professorship in general and relations with similar professorships at other universities in Denmark and abroad.

6. Resources

An indication of the resources which have been or are expected to be allocated to the subject field by the head of department, including an indication of whether it is a focus area to which additional resources are expected to be allocated (scientific staff, technical and administrative staff, operations etc.) or whether the subject field is an established field with allocated resources. An indication of the extent of external financing or the expectations to raise external funding, should also be included in this passage.
This section must not set out assumptions or wishes with regard to special (extraordinary) resource allocations for the subject field. Such decisions rest with the head of department only and are also included in the faculty's general budgeting procedures.

7. Qualification requirements for future applicants

The description must be precise and unambiguous and must correspond to the content of the committee’s draft job advertisement and also be in line with item 3. The description should also make clear what personal qualifications are desirable, e.g. interpersonal skills, managerial skills etc.

Research and teaching qualifications should be weighted equally in the assessment of applicants.

8. Appendices to the description, if any

Possible project summary, publications, innovations within the subject field within the past year (cf. item 2) etc.

9. Signature

The description of the professorship must be signed by the chairman on behalf of the description committee. The chairman submits the signed description to the department with a copy to the other members of the description committee.




4.4. Scouting board

The department advertising the professorship is responsible for identifying and contacting scouting board members who are charged with searching the market for potential applicants. Members should preferably be contacted verbally, possibly by telephone, as this method is more binding and at the same time more informal. A scouting board should be able to identify at least five qualified potential applicants and provide advice on how to inform the applicants of the post, e.g. advice on whether one or more of the applicants should be contacted personally. The recommendations of the scouting board must be presented to the faculty management (see Section 4.6).

4.5. Advertisement

4.5.1. Wording of job advertisement

Models and examples of job advertisements can be found on the faculty's website. The models must be used to ensure coherence between the job advertisements posted by the faculty. 

Two job advertisements must be prepared: A complete job advertisement (long advertisement) and a reference advertisement (short advertisement). The advertisements must be written in English. 
The job advertisement must be precise and unambiguous and must correspond to the content of the professorship description as the job advertisement is the only formal basis for the work of the expert assessment committee. The content, but not necessarily the form, of the Danish and the English versions of the job advertisements must therefore be identical. The long job advertisement must contain a link to the job description.

The professorship must not be described so specifically, either in the professorship description or in the job description, that the qualification requirements can, in reality, only be satisfied by one person. The recommendation is for the job advertisement to be worded as broadly as possible.
4.5.2. Advertising

HR arranges for the post to be advertised, for which reason the job advertisements must be submitted to HR in electronic form. When submitting the job advertisements, the department must state where and when it would like the job advertisements to be published. 
Professorships must be advertised internationally and in relevant journals so that they are targeted at potential applicants. The dean may grant an exemption from the requirement for international advertising based on reasons given by the department. 
The post must be advertised in one or two Danish journals and one or two international journals. The long version of the job advertisement will also be posted electronically on the University of Copenhagen website and the Faculty of Life Sciences website as well as on the “Job i Staten” website. Moreover, the department is encouraged to submit the long version of the advertisement to websites, networks, mailing lists etc. 

4.6 Approval by faculty management

The job description and job advertisement must be approved by the faculty management concurrently with the creation/continuation of the professorship. Moreover, the faculty management expects to be told about the recommendation of the scouting board by the head of department and/or the chairman of the description committee.

In the recommendation to the dean, the head of department may suggest changes to the job description or job advertisement, or describe other initiatives which could secure a broader circle of applicants. Following approval by the faculty management, HR will advertise the post, and the head of department is responsible for ensuring that the recommendations of the scouting board are implemented.

5. ASSESSMENT

5.1. Appointment of assessment committee

5.1.1. Composition/competence to act

The head of department proposes the members of the assessment committee as well as its chairman.

The department’s proposal for the composition of the assessment committee must be sent electronically to HR (See section 5.1.4.). The proposal must be accompanied by the CVs and publication lists of the external members in electronic form. Together with the proposal, a deadline must be fixed for the committee's work.

The assessment committee must consist of five members, of whom at least three members must be employed externally to the University of Copenhagen. The committee must be composed of a balanced number of women and men. The members must be experts at professorial level within the field of study covered by the post. One of the members is appointed chairman of the committee. 

One of the two internal members must be selected from the list of the Education Committee (UU). The representatives of the Education Committee are people with particular pedagogical insights, and their task is, in particular, to expose the applicants’ pedagogical and teaching competences. The representatives are full members of the assessment committee and subject to the same obligations. The representatives of the Education Committee replace the separate statements which were formerly obtained from the study boards concerning the pedagogical and teaching competences of applicants. The list of representatives of the Education Committee must be sent out together with the list of applicants in connection with the appointment of the assessment committee. The list can also be found on the faculty website.

The deliberations concerning the composition of the assessment committee should start at the time of the publication of the job advertisement. In practice, the head of department will, after the expiry of the deadline for applications, review the CVs and publication lists submitted by applicants and compare these with the prospective members of the assessment committee with a view to identifying any problems in terms of competence to act.

In case of doubts about the competence to act of a potential committee member, or in case of questions which cannot be settled with reference to Annex 1 “Retningslinier for behandling af habilitetsproblemer for medlemmer af fagkyndigt bedømmelsesudvalg” (Guidelines concerning the handling of problems concerning competence to act in respect of members of expert assessment committees), such questions must be referred to HR.

5.1.2. Deadline 

A deadline must be fixed for the assessment committee’s recommendation. As the decision concerning the filling of the post must (under normal circumstances) be made within six months of the deadline for applications, cf. Section 7 of the Appointment Order, the assessment committee has between two and four months to submit its recommendation. The deadline allowed may depend on the number of applicants. 

Any extension of the deadline for the completion of the assessment committee's work must be reasoned and presented to the dean via HR.

The department must make sure that the members of the assessment committee can draw up the assessment within the proposed deadline before the composition of the committee is considered by the Academic Council.

5.1.3 Academic Council

Pursuant to Section 15(2), no. 3 of the Danish University Act (Universitetsloven), all expert assessment committees must be appointed by the Academic Council. Detailed guidelines are set out in the supplementary rules on the Academic Council (“Regelsæt med udfyldende bestemmelser til vedtægten vedrørende Akademisk Råd”). 

The head of department fills in a special form for the Academic Council, which must be submitted to HR together with the CVs and publication lists of the external committee members. HR then forwards everything to the Academic Council (bedømmelsesudvalg@life.ku.dk). The Academic Council must within 14 days submit a recommendation to the dean (HR), stating whether the composition of the assessment committee is acceptable. In the absence of any comments from the Academic Council, the proposed committee is appointed.

5.1.4 Remuneration

External members of the assessment committee receive remuneration, and any travelling expenses and hotel bills may be reimbursed. See also Section 7: Remuneration/travelling expenses etc.

5.2. Procedure

Once the Academic Council has made a decision concerning the composition of the assessment committee, the dean (HR) will start up the committee work.

At the start of the committee’s work, a copy of the job advertisement, job description, list of applicants and a set of the applications received with appurtenant enclosures will be sent to the chairman and to all members of the committee. 

5.3. Information for applicants

Once a decision has been made concerning the composition of the assessment committee, the dean (HR) informs the applicants in writing of the composition of the assessment committee as well as providing information about the rest of the appointment procedure.

5.4. Work of the assessment committee

Prior to the start of the work of the committee as such, the committee chairman must brief the committee on the formal basis for the work of the committee in accordance with the present set of rules. 

It is assumed that all members of the committee will familiarise themselves with the contents of these guidelines. The members of the assessment committee are asked to note, in particular, that the formal basis for the assessment committee's work is the job advertisement, and until the dean has offered the professorship to a particular applicant, all those involved in the procedure are bound by a secrecy obligation.

Before starting the assessment as such, the committee must ensure that the following matters are clarified:

Competence to act. Might one or more members of the committee lack competence to act, without this having become clear in connection with the appointment of the committee? Questions which cannot be settled with reference to Annex 1 “Retningslinier for behandling af habilitetsproblemer for medlemmer af fagkyndigt bedømmelsesudvalg” (Guidelines concerning the handling of competence problems in respect of members of expert assessment committees) must be submitted to HR.

Readvertising. Having reviewed the applications, the committee must consider whether the readvertising of the post would attract applications from more qualified candidates. 

Doubt. If the assessment committee is generally in doubt about the basis on which the work is to be carried out, or in doubt about the interpretation of the job advertisement, the chairman must contact HR to clarify such issues before the actual work of the assessment committee commences or as soon as possible after commencement of the work.

Deadline. When HR initiates the committee work, the deadline for the recommendation is fixed. The time-frame for the committee work must be known to the committee members before they agree to take part. The chairman of the assessment committee must inform the dean (HR) immediately if it transpires that the deadline cannot be met after all. Any request for an extension must be reasoned. The dean may then grant an extension if dictated by the circumstances. 
Inclusion of additional material. If an applicant has undertaken particularly important scientific work, e.g. in the form of a thesis, or if the applicant has been awarded an academic degree, after the expiry of the deadline, and if the inclusion of such material in the assessment may be of decisive importance to the outcome of the overall assessment, the assessment committee may decide that the applicant should be given the opportunity of having the material included in the assessment. 

NOTE: If the inclusion of additional material is permitted, this applies to ALL applicants. A deadline must therefore be fixed for the submission of additional material, of which ALL applicants must be informed, and all supplementary material submitted by all applicants must be included in the assessment.

Non-conforming application. If an application is non-conforming, i.e. does not comply with the formalities set out in the job advertisement (e.g. failure to enclose list of publications, documentation for teaching qualifications or other documents stated in the job advertisement), the committee can ask the individual applicant to submit the material within a reasonable time-frame. The material submitted must be dated before the expiry of the deadline. Thus, publications, references or other material dated after the expiry of the deadline must not be enclosed as this would amount to the inclusion of additional material (cf. above item).

5.5. Content of the recommendation - general

The recommendation must be sufficiently detailed, clear and thorough to make it possible to follow the thought process from premises to conclusion.
The recommendation must be drawn up as an independent document that does not require the reader to consult the applications or the applicants’ written work.

The recommendation must be written in a suitably objective form, and every effort must be made to ensure that the recommendation provides a satisfactory basis for decision making, also for those members of the collegiate bodies who are not experts in the subject field. Otherwise the relevant academic reference group may ask the assessment committee to rework or supplement its recommendation. 

All committee members are obliged to familiarise themselves sufficiently with the available material which the committee decides to include in its assessment, so that all applicants are assessed by the whole committee. “Sufficiently” means that a division of work will normally be agreed at the committee’s first meeting as regards the preparation of draft part recommendations on the respective applicants, but that all committee members must be able to commit themselves to the committee’s overall recommendation. In cases of strong disagreement concerning the assessment of the individual applicants, it may be expedient to let each committee member prepare separate assessments.

In the final editing of its assessment, the committee should, moreover, eliminate any inconsistencies, particularly with regard to weighting, which may result from the division of work between the committee members.

Members of the assessment committee, the Academic Council and the faculty management must observe confidentiality in respect of the case. Pursuant to Section 4(4) of the Appointment Order, only the members of the committee and possibly a secretary may participate in the committee work. 

The assessment is not made public. Once the assessment committee’s recommendation has been formally considered by the academic reference group, the individual assessments are sent to the relevant applicants.

5.6. Form and content of the recommendation

The recommendation must be written in English. 

The recommendation must consist of the following independent parts:

Introduction

Assessment of each individual applicant 
Conclusion. 

5.6.1tc ".2. Indstillingens indhold" \l 22 Introduction

The introduction must contain:

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 may have been withdrawn since the appointment of the committee

Information about the possible inclusion of additional material.

5.6.2. Assessment of each individual applicant

The assessment of each individual applicant is written as a separate document. Each individual assessment must be signed by the chairman and all members of the assessment committee.

The assessment of each individual applicant must comprise:

Presentation on the basis of relevant extracts from CV

Assessment of research qualifications

Assessment of teaching qualifications

Assessment of other relevant qualifications

Concluding overall assessment of the applicant

Taking-up of references.

If the members of the assessment committee agree that one or more of the applicants are not qualified for the post, the committee can confine itself in such cases to stating briefly which qualification requirements have not been met.

It is recommended that the assessment committee limits the assessment of the individual applicants to 2-4 pages.

As regards the individual elements in the assessment of each applicant, please note:

Re 1. Presentation

The presentation must state the applicant's name, year of birth, nationality and academic exams and degrees, including subject(s), time and place.

Moreover, all relevant appointments, scholarships etc. after obtaining a master’s degree must be mentioned, stating type, place and period. Further education, study trips/exchanges and similar academic activities can also be mentioned. Appointments prior to obtaining a master’s degree should not normally be stated.

Re 2. Assessment of research qualifications

General basis

The assessment of the applicant’s research qualifications is based on work cited by the applicant and any additional material that the committee has wished to include in the assessment. 

Cited work and other documentable qualifications are assessed to the extent deemed necessary for the committee to deliver its recommendation. This means that the assessment committee decides itself how much of the submitted material should be included. It is also important for the committee to note that the applicant is not entitled to an assessment of all the material submitted. 

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

The general basis of the assessment may include the applicant’s two or three-page note referring to the applicant’s most important scientific works of relevance to the post and the applicant’s contributions to these, which the applicant was asked to write. Moreover, the brief description of the applicant’s plans for the development of the subject field, which the applicant has been asked to prepare, is also included.

Co-author statements

An applicant’s share in work involving several co-authors may be of importance to the final assessment of the applicant. If the committee is in doubt about the applicant’s contributions to the work, the committee is obliged to ascertain the applicant’s contribution, normally by obtaining co-author statements. The model co-author statement enclosed as Annex 2 must be used.

Categorisation and grouping

The works assessed by the assessment committee must in many cases be categorised with regard to both their formal and their content and genre-related characteristics. Typical categorisations would be PhD or doctoral thesis, popular presentation, conference paper, review, teaching material, inventions etc. Also, work is normally categorised by type and/or scientific discipline. Possible technical connections between the works are specified. Work in the form of translations, lecture notes or other developments of original work may be included in the categorisation of the original work.

Separate assessment

Work that is regarded as relevant to include individually is categorised and evaluated. If this is not evident from the list of publications, such work should be identified by normal bibliographical reference, specifying title, any co-author(s), scope, place and date of publication. If the work has not been published, the form in which it is available is specified.

Previous assessments

The assessment of the works is the exclusive responsibility of the expert committee. If the committee includes previous assessments of the applicant or the applicant's works that have been submitted, such assessments must also be evaluated independently by the committee. A brief evaluation should be strived for. It must be emphasised which relevant qualifications the applicant, with reference to the work, has demonstrated in relation to the post for which he or she has applied.

re 3. Assessment of teaching qualifications

In connection with appointments to the two different types of professorships, the assessment committee must assess the applicant’s teaching qualifications. 

The information is categorised as, e.g., ‘elementary teaching activities’, ‘high-level teaching activities’, ‘supervision’, ‘development of teaching programmes’, ‘organisation and assessment of exams and courses’, ‘lecturing’, ‘participation in exams’ etc. 

It must be emphasised which relevant qualifications the applicant, with reference to the work, has demonstrated in relation to the post applied for.

The statement should concern the applicants’ teaching qualifications only. 

The assessment must be given in a suitably objective form.

Similar factors pertaining to the individual applicants must therefore be described and assessed in a uniform and systematic fashion in the statement. Moreover, the statement must always contain information about the basis on which it is given. In case of more applicants, they must be ranked in order of priority.

Be it noted that educational studies will generally contribute to qualifying an applicant for teaching activities, but cannot be a decisive factor in relation to the outcome of the assessment of his or her teaching qualifications.

re 4. Other qualifications

Other qualifications may include managerial tasks, professional honorary offices, professional administrative work, memberships of committees and commissions, former or current holding of non-scientific posts that provide relevant experience etc.

Experience with innovation activities, science and technology transfer and collaboration with external parties may be mentioned here.

A brief, general assessment of the applicant’s proficiency in English based on the application and any known publications.

re 5. Overall assessment

The overall assessment is a summary of the assessment of the applicant. This is where the committee states the reasons and grounds for its statement as to whether the applicant is found to be qualified or not for the post. The committee’s recommendation must be limited to the professorship applied for and must never conclude that the applicant is generally competent enough to be appointed to a professorship.

The committee’s statement as to whether the applicant is qualified must be unambiguous and unconditional. The committee should not normally grade its statement concerning the applicant’s qualifications, but the faculty has allowed the following gradings:

The committee may elect to grade its statement concerning the applicant's qualifications positively using such terms as “highly qualified” or “qualified”. However, such grading should be seen in relation to the post and not as a grading of the applicants. 

The committee may elect to grade its statement concerning the applicant's qualifications negatively using such terms as “not yet qualified” or “not qualified on the available basis”.
It is assumed that the “type” of scientific employee wanted is defined through the wording of the job advertisement (and the appurtenant description of the professorship). The committee must therefore not add further assumed wishes on the part of the department to the assessment criteria, but must refer only to the job advertisement.

Applicable criteria are primarily documented qualifications and their more or less central position within the subject field in question, their scientific merit, academic breadth and, depending on the circumstances, how long the applicants have taken to produce the scientific output presented etc. Emphasis must also be placed on the applicant’s description of the development potential of the subject field.

In case of disagreement among the members of the committee, it must be clearly stated who considers the applicant to be qualified or not qualified, and reasons must then be given for the individual points of view.

re 6. References

It is not customary to take up references, but in cases where this is desirable or may be assumed to be necessary, the Danish Act on Processing of Personal Data stipulates that the taking-up of references requires the explicit consent of the applicant in advance. References are taken up by the chairman of the assessment committee or by one of the other committee members subject to approval by the chairman. The data collected must be handled in accordance with the act and must be incorporated into the recommendation together with an indication of their source.

5.6.3. Conclusion

The conclusion must sum up the individual assessments, naming the applicants which are qualified/not qualified. The assessment committee should briefly describe any differences between several qualified applicants.

The conclusion must be signed by all members of the assessment committee.

6. FURTHER PROCEDURE

6.1. Handling of formalities (the academic reference group)

The finished assessment, signed by all members of the committee, must be submitted to the dean (HR). HR carries out a legality check.

The relevant academic reference group under the Academic Council checks that the assessment meets the formal requirements set out in the Appointment Order, and whether it is in accordance with the provisions set out herein. 

If the recommendation does not meet the requirements, it is returned to the assessment committee for revision or supplementing.

As soon as it has been ascertained that the formalities have been satisfied, the dean (HR) sends the assessment of the individual applicant to the person in question. What is sent to the individual applicant is to be regarded as information for the person in question about the assessment. 

The members of the assessment committee, normally represented by the chairman, are invited to take part in the consideration by the academic reference group. If other members of the assessment committee wish to take part in this procedure, HR must be informed. The head of department also participates. The invitees are not entitled to vote.

6.2. Interviews

6.2.1. Mandate for interview committee

The main purpose of the interviews is to obtain information about the applicants over and above the information stated in their applications and in the assessment committee’s recommendation. The Faculty of Life Sciences has decided that interviews are, as a general rule, held in connection with the appointment of professors. This also applies in connection with nominations. The dean may grant an exemption from the holding of interviews. Applications for exemptions must be reasoned.

HR has prepared a mandate for interview committees in connection with professorships (“Kommissorium for samtaleudvalg i fbm. Professorater”), which describes the purpose of the interviews and provides guidance on the content of the interviews.

If the reference group has approved the formalities in the assessment, HR informs the department that interviews can be organised and asks the department to appoint an employee representative. HR appoints the interview committee, coordinates dates and invites the applicants to the interview. 

6.2.2. Choice of applicants for interview

The head of department decides which applicants should be invited for a personal interview. Only applicants who have been pronounced qualified can be invited to an interview.

The faculty has decided that job interviews must be held with all 1-3 qualified applicants. This means that if only one or two applicants are deemed to be qualified, an interview is held with one or both of them, as the case may be. 

In case of more than three qualified applicants, interviews must be held with at least three applicants. The head of department decides how many and who should be interviewed, possibly after consultation with the management group. 
In special cases the head of department may choose not to invite three applicants for interviews; such deviation from the rules must be reasoned in the recommendation to the dean.

6.2.4. Composition of the interview committee

The head of department may supplement the committee with additional members, but the interview committee must as a minimum consist of the following representatives:

Head of department (chairman) 
Chairman of the assessment committee

Pro-dean of either research or education

Employee representative appointed from among the employees – possibly via local consultative committees 

Representative of the relevant study committee

Representative of the relevant academic reference group

6.2.5. Competence to act – head of department

If several applicants have been deemed to be qualified, and the head of department must select applicants for interviews, the head of department must, initially, consider whether there is a risk that he or she is incompetent to act. It is up to the head of department to decide this for himself. In case of doubt, HR should be contacted. 
6.2.6 Competence to act – committee members

At the first meeting of the committee, the committee itself must ensure that no problems exist with regard to their competence to act and that no doubt may arise concerning the members’ competence to act.

Incompetence to act exists in a situation where a given decision can be assumed to be affected by extraneous concerns. Examples include marriage, kinship, sense of loyalty in relation to current employees etc.

6.2.7 Further procedure

On the basis of the assessment and the information obtained in connection with the interviews, the interview committee must prepare a priority-ranked recommendation, which at the same time constitutes the head of department’s recommendation to the dean. The recommendation must clearly state the factors which have been emphasised and any differences between the applicants. The recommendation must be sufficiently detailed, clear and thorough to make it possible to follow the thought process from premises to conclusion.

The recommendation must, together with the academic assessment, provide a sufficient decision-making basis for the head of department to send his recommendation to the dean, and eventually for the dean to decide who should be appointed to the professorship. The head of department signs the recommendation on behalf of the committee.

6.3. Trial lectures

On the recommendation of the assessment committee, prior to the submission of the assessment, the dean may decide that a trial lecture should be held. The holding of a trial lecture may be relevant when it is deemed that the outcome of such a lecture would be of significance to the final decision as to which of the applicants should be preferred for the post. 

A representative of the relevant study committee must be invited to the trial lecture.

6.4. Decision concerning appointment

The recommendation from the head of department is presented to the dean who is advised by the faculty management. The chairman of the assessment committee and the head of department are invited to the meeting at which the faculty management considers the recommendation. On the basis of the faculty management’s consideration of the case, the dean decides on the appointment of the professor. This meeting should include a negotiation of the pay level if expectations are that the applicant should be offered a supplement.

6.5. Concluding tasks

6.5.1. Offer of appointment

The dean (HR) sends a letter to the preferred candidate offering appointment to the professorship. The candidate in question is asked to fill in a staff form and agree a date for taking up the position with the department. It is only when this letter to the applicant is sent from the Faculty of Life Sciences that the obligation to secrecy with regard to the identity of the new professor ceases, and it is only at this time that pay negotiations can start.

6.5.2. Refusal

Following the dean’s decision on the appointment of the new professor, HR sends out letters of refusal to all the other applicants.

6.5.3. Destruction of material

HR informs the members of the assessment committee of the name of the person to whom the professorship has been offered and asks the members of the committee to destroy the material.

7. REMUNERATION/TRAVELLING EXPENSES ETC.

HR effects payment of remuneration at current rates (less Danish tax) to the external members of the committee.

Travelling expenses and any hotel bills are refunded according to the rates of the official trip agreement (Agreement of 30 June 2000 on official trips made between the State Employer’s Authority and a number of organisations). No subsistence allowance is paid in connection with participation in the appointment of professors.

Payment cannot be effected until a travelling expenses form has been submitted together with all original receipts. The travelling expenses form can be downloaded from the accounts office website. These forms must always be used. 

7.1. Description committee

No remuneration is paid to members of the description committee.

Entertainment expenses, travelling expenses and any hotel expenses are borne by the department.

7.2. Assessment committee

The University of Copenhagen offers remunerations for external members of the assessment committee, cf. agreement between the Danish Ministry of Finance and AC concerning remuneration for members of academic assessment committees at institutions of higher education under the Danish Ministry of Education of 22 June 1993. The remuneration covers participation in assessment committee meetings, any job interviews etc. 

Travelling expenses and any hotel expenses are reimbursed against presentation of bills. The chairman of the committee signs the travelling expenses form on behalf of the external members of the committee. The chairman then sends the form to HR together with the original receipts. Please state the name and j. no. of the professorship.

HR forwards the material to the accounts office which then effects payment. 

7.3. Applicants

For applicants interviewed, travelling expenses, including hotel expenses, are reimbursed when such expenses are unavoidable.

The head of department signs the travelling expenses form on behalf of the applicant. The head of department then sends the form to HR together with the original receipts. 

HR forwards the material to the accounts office, which then effects payment. 

Per Holten-Andersen

Dean

/Marianne Nielsen

Acting HR manager

The head of department appoints a description committee.





The description committee prepares a description of the content and scope of the professorship as well as a job advertisement.





The head of department considers the recommendation from the description committee.


The head of department recommends that the professorship be created/continued on the basis of the detailed description and the job advertisement. The department submits its recommendation to the dean via HR.





The faculty management decides on the creation/continuation of the professorship and the job advertisement.





The department proposes members of the assessment committee to HR





HR presents the proposed members of the committee to the Academic Council.





HR appoints the committee.





The relevant academic reference group under the Academic Council considers formalities (the question of whether the assessment meets the requirements set out in the Appointment Order and the guidelines).





Job interviews are held.








On the basis of the assessment and interviews the head of department recommends one applicant for appointment to the professorship.








The dean makes a decision following consultation with the faculty management.





1. Indledning


Anledning til at professoratet søges oprettet/opretholdt resumeres kort.





2. Historisk overblik (mindre vægtning)


a) Fagets baggrund og udvikling. Antal medarbejdere for tiden beskæftiget inden for fagområdet, antal uddannede PhD’ere, antal doktorgrader (seneste 5 år), liste over udvalgte publikationer (eller evt. kun antal af publikationer).


b) Hovedpunkterne i den hidtidige videnskabelige aktivitet, væsentligste forskningsom�råder/emner (indsatsområder) og innovationsaktiviteter.


c) Hidtidigt omtrentligt timetal anvendt for forskellige grupper af studerende samt oplysning om, hvor�vidt undervisningen har været tilbudt flere studieretninger. Tilvalgs����fag/specialer. Angivelse af hvorvidt der har været afholdt selvstændig eksamen.





3. Professoratets forskningsmæssige og undervisningsmæssige indhold (største vægtning)


En beskrivelse af den ønskede forskningsmæssige og undervisningsmæssige profil inden for den del af fagområdet, der dækkes af professoratet.





4. Samarbejdsrelationer og tværfaglighed


Tidligere, nu og i fremtiden - med hvem og om hvad? Både i relation til private og offentlige virksomheder samt andre universiteter. Relationer til andre tilgrænsende fagområder.





5. Professoratets betydning for Det Biovidenskabelige Fakultet


Betydningen i almindelighed samt relationer til tilsvarende professorater ved andre universiteter i Danmark og udlandet.





6. Ressourceforhold


En tilkendegivelse af, hvilke ressourcer der af institutlederen er afsat eller forventes afsat til fagom�rådet, herunder angivelse af om der er tale om et indsatsområde, der forventes tilført yderligere res�sourcer (VIP, TAP, drift etc.), eller om der er tale om et allerede etableret fagområde med allokerede ressourcer.





Afsnittet må ikke indeholde forudsætninger eller ønsker om fremtidig særskilt (ekstraordinær) ressour�ceallokering til området. En sådan beslutning tilkommer alene institutlederen, og indgår i øvrigt som led i fakultets almindelige budgetlægning.





7. Kvalifikationskrav til kommende ansøgere


Beskrivelsen skal være præcis og entydig og skal svare til indholdet i udvalgets forslag til stillingsopslag og være i tråd med punkt 3. Det bør endvidere fremgå hvilke personlige kvalifikationer, der er ønskelige, fx samarbejdsevner, ledelse etc.





Forskningsmæssige og undervisningsmæssige kvalifikationer bør tillægges samme vægt ved bedøm�melsen af ansøgerne.


	 


8. Evt. bilag til beskrivelsen


Evt. projektoversigt, publikationer, innovationer inden for fagområdet inden for de seneste år (jvf. pkt. 2) og andet.





9. Underskrift


Beskrivelsen af professoratet underskrives af formanden for og på vegne af beskrivelsesudvalget. For�manden sender den underskrevne beskrivelse til instituttet og kopi til de øvrige medlemmer af beskriv�elsesudvalget.
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