Faculty of Humanities

Academic Appointments Procedures
General

1. This document sets out appointment procedures for the Faculty of Humanities and acts as a supplement to the University’s Recruitment and Selection Policy and Guidance: 
https://www.staffnet.manchester.ac.uk/people-and-od/managers-essentials/recruiting-the-right-people/recruiting-staff/ 
And the University guidance on Academic Appointment Panels:

https://www.staffnet.manchester.ac.uk/people-and-od/managers-essentials/recruiting-the-right-people/recruiting-staff/recruitment-selection-guidance/recruitment-planning/roles-and-responsibilities/appointment-panels/
2. Members of Appointing Committees should have undertaken the University’s recruitment & selection and equality & diversity training (see: https://www.staffnet.manchester.ac.uk/staff-learning-and-development/learning-pathways/professional-and-technical-development/recruitment/) and should be chosen to reflect principles of gender and ethnic diversity, as well as a range of experience and expertise. Where a School is unable to meet the requirements for diversity from within its own staff, it may co-opt appropriate additional members from other Schools.  
Appointments 

3. If an appointment (permanent or temporary) is approved by the Vice-President and Dean as being in line with the School’s strategic plan as approved by Faculty Vacancy Review Group, the Head of School shall convene an appropriate appointing committee as detailed below and ensuring that there is an appropriate balance between Teaching colleagues and Teaching & Research colleagues.
Lecturer/Senior Lecturer/Reader (permanent posts)   

	Teaching & Research Appointments
	Teaching Appointments*

	Chair: Head of School or, if unavailable, a Deputy Head of School 

	Chair: Head of School or, if unavailable, a Deputy Head of School

	School Director of Research or Teaching (or nominated deputy drawn from the Faculty Associate Deans)


	School Director of Teaching & Learning (or nominated deputy drawn from the Faculty Associate Deans TLS)

	Head of Division/Department

	Head of Division/Department

	Two or three representatives nominated by Head of Division/Department and approved by Head of School
	Two or three representatives nominated by Head of Division/Department and approved by Head of School


*All proposed Teaching appointments must be approved by the Vice-Dean for Teaching, Learning & Students before an offer of employment is made.

Lecturer/Senior Lecturer/Reader (Fixed-term posts)
Chair: Head of School or nominee, if unavailable, Deputy Head of School or Head of Division/Department
Head of Division/Department (if not in the Chair)
Two to three representatives nominated by Head of Division/Department and approved by the Head of School
(Teaching roles only) - Departmental/Divisional/School Teaching lead e.g. Departmental Director of T&L

All proposed appointments to Teaching posts of more than one year’s duration must be approved by the Vice-Dean for Teaching, Learning & Students before an offer of employment is made.
Professor
	Teaching & Research Appointments
	Teaching Appointments

	Chair: Vice-President and Dean of the Faculty of Humanities, 
or

Academic Member of the Humanities Faculty Leadership Team (not the Head of the recruiting School) 
or
a Policy Vice-President or the Vice-President and Dean of another Faculty*
	Chair: Vice-President and Dean of the Faculty of Humanities
or

 Academic Member of the Humanities Faculty Leadership Team (not the Head of the recruiting School)
 or

a Policy Vice-President or the Vice-President and Dean of another Faculty*

	Head of School

	Head of School

	Head of Division/Department or equivalent


	Head of Division/Department or equivalent

	Up to three School staff from relevant disciplines, including one non-professorial

	Up to three School staff from relevant disciplines, including one non-professorial and at least one of whom must be on a Teaching contract

	One Professor from another School


	One Professor from another School



	One External Assessor in the relevant field

	One External Assessor in the relevant field


	
	(If not covered above) The Vice-Dean for Teaching, Learning & Students or a nominated deputy from the pool of Associate Deans and Directors of Teaching & Learning




*In certain cases, the President and Vice-Chancellor or Deputy President and Vice-Chancellor may act as chair.

4. For each post a Job Description, Person Specification, Further Particulars and advert shall be produced in accordance with the University’s Policy and Guidance on Recruitment and Selection; appropriate advice/input may be sought from a designated member of People & Organisational Development.

5. The normal process shall consist of identifying a long list of candidates, through a mixture of active search and responses to advertisement, (the mix and sequence of these will depend on discipline area, grade of post and individual circumstances), invitation to identified candidates to visit the University to meet members of staff, short-listing, references taken up, invitation to give presentation and interview. For Professorial appointments, the School members of the committee, chaired by the Head of School, will determine a shortlist; the chair of the appointing panel and the Professor from another School will normally only be involved at the interview stage. External Advisers will attend the interviews but will not normally be required to participate in shortlisting, although they can provide advice at the earlier stages by correspondence.

6. For some appointments it will be the intention to try to appoint a specific individual (or group of individuals). In such cases it will not always be appropriate to follow the same procedure as when there are several potential candidates. For posts at or below Readership, the Head of School will consult the Vice-President & Dean, advised by the Head of Faculty People & OD, on the appropriate procedure to be followed. For professorships of this nature, the Vice-President & Dean shall consult the President, advised by the Director of People and Organisational Development, on the appropriate procedure to be followed. 
7. Schools should avoid using the same panel and set of interviews in order to recruit to either a Teaching post or Teaching and Research post from within the same pool of candidates.

8. When a presentation is used as a selection method for recruiting a Chair (Teaching) then schools should ensure that the presentation topic is focused on leadership in the area of teaching and learning. 
9. Departmental/Divisional members of interview committees for Teaching & Research Lecturers, Senior Lecturers, Readers and Professors should ensure that they read a selection of each candidate’s publications and are able to provide an informed view of its quality to other members of the committee.
Roles and Responsibilities during the appointment process
The roles and responsibilities of the various parties involved in the recruitment and selection process can be found here: http://documents.manchester.ac.uk/display.aspx?DocID=24406
The People and OD Partner for the area will provide advice as required. 
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