
THE APPOINTMENT PROCESS  
AT THE DEPARTMENT OF CLINICAL MEDICINE

This memo describes the appointment process for tenured and fixed-term (temporary) academic career-track positions  
and academic positions with the character of career-track positions at the Department of Clinical Medicine. The process will be 
described with particular emphasis on the aspect of staff inclusion. This means there will be special focus on describing how staff 
involvement takes place in connection with appointments at the Department of Clinical Medicine.

Academic organisation of the Department of Clinical Medicine
The Department of Clinical Medicine is academically organised as follows:
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The organisation and the close collaboration with Aarhus University Hospital (AUH) has significance for how the day-to-day work 
from the moment the position is advertised until the position is finally filled is carried out in practice.

As a rule, the department head discusses which positions are to be advertised with the department management team (Mana-
gement Forum), including how to prioritise these, if necessary. The discussions will always be based on the department’s strategic 
focus areas and strategic recruitment considerations. On the basis of the discussion in the management forum, the department 
head decides which positions should be recommended for advertisement and submits this information to the dean.

At the Department of Clinical Medicine, requirements and wishes for specific appointments typically arise in the local academic 
environments. For this reason, the local academic environment also requests approval of the job advertisement.

The procedure will be described in detail in the process summary below.

At the Department of Clinical Medicine, the local academic environment is defined as the fully local and at times smaller 
research group, department, etc. This reflects the very diverse requirements for appointments that exists at the Department of 
Clinical Medicine. As a rule, the local academic environments will be represented in a management context by the speciality 
medical area’s professor and chair. However, in the case of the regional hospitals, the representative will be the academic  
coordinator in collaboration with the speciality medical area’s professor and chair. In the case of shared positions with AUH,  
the local academic environment ensures (via the speciality medical area’s professor and chair) that the job advertisement, 
recommendation and appointment take place in a dialogue with AUH. In all cases, the local academic environment cannot act 
without being involved in a dialogue with the entire managerial structure, including the speciality medical area’s professor and 
chair/the academic coordinator and with the management forum. The department head ultimately makes a decision on the job 
advertisement.

HEALTH

AARHUS     
UNIVERSITY                        AU



2 THE APPOINTMENT PROCESS AT THE DEPARTMENT OF CLINICAL MEDICINE

PROCESS SUMMARY: EMPLOYMENT IN CAREER-TRACK POSITIONS

The process summary also includes – with relevant modifications – positions that are not advertised in accordance with  
the Appointment Order’s sections 7 (search committee/appointment without advertisement), 8 (earmarked grants) and 9  
(appointment and renewal for up to one year).

JOB ADVERTISEMENTS

Department of 
Clinical Medicine

 

Job advertisements for the Department of Clinical Medicine are sent from the academic  
environments to the Management Forum via Maria Bøndergaard Røjkjær (mbr@clin.au.dk)  
at the department secretariat, and in Maria’s absence, via Linda Ibsen (libs@clin.au.dk).

In general, job advertisements should be prepared in accordance with a template that has been 
drawn up by the department secretariat/HR, and which is also accompanied by the following 
information to the department secretariat:

1. How proper staff and student involvement is ensured. Upon submission of the advertisement,  
the local academic environment must indicate that it has been involved in the preparation  
of the job advertisement.

2. Job advertisements for appointments within a given field must be discussed with a representative 
group of the department’s associate professors and professors.

3. When submitting the advertisement, the local academic environment must have decided 
whether it wishes for interviews to be held once the assessment is available, and if this is the 
case, they should specify the persons to be considered for any appointment committee.  
The composition of appointment committees within a given field must also be discussed with  
a representative group of the department’s associate professors and professors.

The management forum may always request that the local academic environment holds interviews 
once an assessment is available.

In the case of joint positions with AUH, the local academic environment ensures – via the he  
speciality medical area’s professor and chair – that the job advertisement, recommendation and 
appointment take place in a dialogue with AUH.

The Management 
Forum (consisting 
of the department 
head and the  
five professor, 
centre chairs)

The Management Forum discusses the incoming requests for job advertisements submitted by  
the local academic environments at their fortnightly meetings. The Management Forum also  
undertakes the prioritising of these requests (if necessary) and provides the grounds for any  
decisions to reject such requests from the local academic environments.

The department head The department head consults with the dean at the departmental meetings before initiating the 
process regarding the advertising and appointment process for all types of career-track positions.

The department head subsequently approves the job advertisement on the basis of the department 
secretariat’s qualification.

With regard to the Appointment Order’s section 7 on appointment without advertisement), section 
8 (earmarked grants) and section 9 (appointment and renewal for up to one year), the academic 
text is approved. An academic text must, as a rule, be similar to a job advertisement, so that the as-
sessment committee receives sufficient and relevant information about the position and the field/
medical speciality in which the applicants must be assessed.

APPLICATION

Applicant The applicants submit their application via AU’s website. 
 
For appointments in accordance with the Appointment Order’s sections 7 (appointment without 
advertisement), 8 (earmarked grants) and 9 (appointment and renewal for up to one year), HR 
sends a link to the candidate with a view to uploading relevant material for the assessment.

A general checklist for the appointment process for career-track positions is presented below.
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APPOINTMENT OF ASSESSMENT COMMITTEE

Management Forum Once the deadline for applications stated in the job advertisement has expired and  
the applicants are known, the Management Forum requests(via the departmental secretariat) 
that the relevant academic environment present proposals for members of the assessment 
committee.

The local academic environment must discuss the proposal for the assessment committee  
within a given field of study with a representative group of the department’s associate  
professors and professors.

The department head recommends the assessment committee for approval by the dean  
(via the department secretariat).

The dean The dean approves and appoints the assessment committee

The Academic  
Council

The academic council is consulted (via HR) about the assessment committee’s composition.

ASSESSMENT

Assessment 
committee

The assessment committee assesses the applicants’ academic level and states whether the 
candidates are qualified/not qualified for the position in question.

HR HR validates the assessments and ensures that the assessment committee has filled in all the 
items contained in the assessment. Any comments on the assessment are sent by HR to the 
department secretariat, which clarifies any outstanding issues with the department head and/
or chair of the assessment committee.

The department head The department secretariat submits the assessments received for approval by the department 
head.

APPOINTMENT

Management Forum The Management Forum delegates to the local academic environment the responsibility for inviting 
applicants to interviews, if it is found that interviews are relevant and if these have been decided 
upon in connection with the announcement. The decision regarding selection for the interview takes 
place on the basis of the assessment committee’s assessment. The local academic environment 
makes a recommendation (via the department secretariat) to the department head as to whom 
they wish to be members of the appointment committee. The department head subsequently  
approves and appoints the appointment committee.

In the case of joint positions with AUH, the local academic environment ensures (via the speciality 
medical area’s professor and chair) that the job advertisement, recommendation and appointment 
take place in a dialogue with AUH.

Appointment  
committee  
(if a committee has 
been appointed)

The appointment committee convenes and holds interviews and the “chair” of the assessment  
committee obtains any references.

Management Forum The Management Forum delegates to the local academic environment the recommendation of 
candidates for appointment, subject to the local academic environment having discussed the  
recommendation for appointment with a representative group of the department’s associate  
professors and professors. The local academic environment makes a recommendation  
(via the department secretariat) to the department head stating whom they wish to appoint.

The department head The department head recommends (via the department secretariat) the appointment to the dean. 

The recommendation must contain information on the number of applicants, the number of  
interviewees, agreement/disagreement concerning the assessment of applicants and  
the academic environment’s grounds for the recommendation.

The dean The dean decides whether the recommendation for appointment can be approved and ensures 
that the quality targets and rules are followed.
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