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Appointment Form for Associate Professorships
Part A: Selection Committee Report

The following details are needed for divisional approval of the appointment of (name)………………………………


1. Post name and department: 

[specify post title, department]

2. Date of advertisement: 


3. Selection Committee composition: 

[Give capacity in which each member served: chair, departmental rep, college rep, etc]

4. Gender composition of Selection Committee: 

5. Search process: 
[What measures were taken to identify and attract the most diverse range of potential applicants? If no women appeared on the list of specific potential applicants to be approached and/or if no women applied, an explanation of the steps taken in respect of candidate diversity will already have been required earlier in the recruitment process. If this is the case, for completeness, please reiterate the explanation here.]

6. Number of applications received: 

[Include gender breakdown – information pulled from PXD report RECDEP41.]

7. General comments on overall strength and diversity of applicant pool:
[Note here if any applications were for part-time working or job sharing, any career breaks declared by candidates or atypical careers (years in industry as well as academic) were taken into account]


8. Referencing Strategy: 
[Were references sought for all candidates, or only in respect of longlisted or shortlisted candidates?]

[Complete the parts in grey below where the selection process included longlisting and/or initial interviews]

9. Date of longlisting meeting and committee involvement: 

[If the process included a longlisting stage how did members contribute? Was the whole selection committee involved, or a subgroup?]

10. Diversity of longlist: 

[Where there was a longlisting stage, include gender breakdown. See below re candidate diversity.]

11. Initial Interviews: 

[Indicate if the joint University and College selection process included initial (eg online) interviews of longlisted or shortlisted candidates. List methods and activities used in addition to interview. List interviewee names and genders.]


12. Date of shortlisting meeting and committee involvement: 

[when was the meeting and how did any committee members not present contribute to the shortlist?]

13. Shortlisted candidates and diversity of shortlist: 

[include names and indicate genders. Include candidates not taken forward from any initial interview into the final interview stage, giving reasons non-appointability. If no women were shortlisted, an explanation of steps taken in respect of candidate diversity will already have been required earlier in the recruitment process. If this is the case, please reiterate the explanation here.]

14. Date of interview meeting and Selection process at (final) interview: (note if any shortlisted candidates withdrew and/or if any reserve candidates were interviewed)

[What methods and activities were used as part of the final stage of the joint University and College selection process?]

15. Did the entire selection committee attend all aspects of the final selection:


16. Non-appointable interviewees:
[Give names and reasons non-appointability for each named candidate, with reference to the selection criteria].

	Name 
	Comments

	
	

	
	



17. Appointable candidates , including preferred candidate:
[In order of preference, give comments in the light of the selection criteria on the qualities and performance of the first-choice candidate, the proxime, and all other appointable candidates. Ensure that you set out relative strengths and weaknesses and make clear the rationale for the order of preference].

	
	
	

	
	
	

	
	
	

	
	
	



18. Is the recommended appointee a proxime:

[If so, give brief details of any declined offers]

19. Was the selection committee’s recommendation unanimous:

[If not, provide details] See University Joint Appointment Procedures Sections 16-26 for the guidance to selection panel chairs on voting and on solving disagreements   https://hr.admin.ox.ac.uk/joint-appointment-procedures

20. Date of selection committee’s recommendation:

Committee signatures:
College representatives should let their senior tutor know that this appointment is concluding. The Division will formally ratify the University appointment and then issue its contract. This will note that it is anticipated that the college will elect the appointee to a Fellowship.

[Confirmation that every committee member is content with the report must be provided. Where adding an electronic signature to the report is not practicable, committee members can confirm agreement to the report in a separate email to the department]

1.


2.


3.


4.


5.


6.


7.

Documents to be submitted with Part A (appointment details) and Part B (Selection Committee report):

· Job Description as published
· Complete application of the preferred candidate
· Recruitment references
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Appointment Form for Associate Professorships 
Part B: Appointment Details [please fill all sections of Part A before submission]

The following details are needed for divisional approval of the appointment, and for issue of the contract and commencement onto the payroll. 
1. Appointee name:  
[as given in the application]
2. Post and department: 

[specify post title, tutorial or non-tutorial fellowship, college, department]


3. Start date: (please consider not setting these on bank hols (1st Jan) or weekends)

[Confirm with the college before submitting this form. Please also give the end date for fixed term appointments].


4. Conferment of title: 

[Indicate here if the award of Full Professorial title is proposed including those who has title from current institution. Further material will be necessary to evidence this type of exceptional request- see note]1


5. Salary recommendation (grade and point): 

[Confirm fully with the college before submitting this form.  Occasionally the college offer may lie at a different scale point to that of the University. Indicate here if this is the case. If proposing to appoint above the point normally appropriate to the candidate’s level of experience, details and reasoning should be provided] 2


6. Overscale Salary: 

[Indicate here if an overscale salary is proposed. Initial details and reasoning should be provided as for high salary offers within scale, above. Further material will be necessary to evidence this type of exceptional request- see note]1







7. Startup Package: 

[List any startup provisions that have already been agreed, including any arrangements agreed for studentships, or arrangements to accommodate a current research fellowship etc. Note if the cost exceeds/is likely to exceed the original budget for startup. The startup package should be set out in a formal side letter from the Head of Department to the candidate].

8. May work overseas be required?

[Consider potential for collaborations or fieldwork, and for occasional travel outside Western Europe and the US to conferences].

9. Occupational Health and Potential Health & Safety issues: 

[Confirm duties with H&S implications here. Include items from the hazard list in the Job Description. Include other requirements of the appointee’s particular research programme and consider the potential for lone working].

10. Right to Work: 
UK / or If a visa is required the dept is responsible for submitting documentation to Staff Immigration Team, and liaising with them and the individual.


NOTES:

1. [bookmark: _bookmark2]Agreement for overscale salaries and/or conferment of title upon appointment require additional approvals. This is likely to take some time and additional materials and information will be required. The Department should contact the Academic HR Team Leader for detailed guidance. gwen.booth@mpls.ox.ac.uk.  Consider whether it is possible to suggest that the appointee applies for title via the annual Recognition of Distinction round once they have settled into post. 

2. The most common reasons are that the combined University and College stipends are less than current salary, and/or where industry salaries are a factor in particular fields. Reasoning should include:
· an indication of whether the additional salary is required to secure the candidate’s acceptance
· evidence that the normal stipend for career the candidate’s stage including all college benefits would be significantly below the candidate’s current or prospective salary
· assurance that the award of the higher salary would not lead to unacceptable anomalies within the subject area
· confirmation of whether the candidate would be moving from a fixed-term post to a prima facie permanent one
· [bookmark: _bookmark4]a statement of the consequences if the candidate declines, including comments on the difference in quality between the preferred candidate and any proxime.



Documents to be submitted with Part A (appointment details) and Part B (Selection Committee report):

· Job Description as published
· Complete application of the preferred candidate
· Recruitment references
1
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