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Procedure: Search Committees 
 

SCOPE  
Search committees are used when recruiting  
- Permanent assistant professor (tenure track)  
- Programme for promotion to professor 
- Associate professor and professor appointed for 3 years or more and at a rate of 50 percent or more  
 
ABBREVIATION 
- HR-S = HR Service Centre 

 
MODELS FOR APPROVAL BY THE DEAN (approved by the Executive Management on 2 March 2022) 

MODEL 1 - OVERVIEW MODEL 2 – OVERVIEW MODEL 3 - OVERVIEW 
- Job advertisement. 

- Search Committee’s work and 
application for exemption. 

- Job advertisement. 

- Search Committee’s work and 
application for exemption. 

 

- Shortlisting (only positions as 
tenure track, associate 
professor and professor) 

  

- Assessment. - Assessment.  
- Recommendation for 

appointment and salary.  
- Recommendation for 

appointment and salary. 
- Recommendation for 

appointment and salary. 
MODEL 1 USED BY MODEL 2 USED BY MODEL 3 USED BY 

HEALTH 
- Health Science and Technology 
- Clinical Medicine 
TECH 
- Computer Science 
- Architecture, Design and 

Media 
- Planning 

SSH 
- Sociology and Social Work 
- AAU Business School 
- Politics and Society 
- Law 
- Communication and 

Psychology 
- Culture and Learning 

ENG 
- Built Environment 
- Energy 
- Mathematical Sciences 
- Chemistry and Bioscience 
- Materials and Production 
TECH 
- Electronic Systems 

 

 PHASE EXPLANATION REFERENCE 
 

1.  Department prepares 
preliminary job 
advertisement and sets up 
search committee 

The department prepares the 
preliminary job advertisement.  
The head of department appoints 
members to the search committee. 

Rules for search 
committees, shortlisting 
and assessments, section 
4.4  

2.  Department creates job case 
and sends link to HR-S 

The department creates case in 
Workzone under case group 224:  
- Name: Position   
- Indblik: HR-afdelingen + personale-

VIP-institut.  
 
The department files following in 
WorkZone:  
- Preliminary job advertisement 
- Composition of search committee.  
 
The department emails a link to the 
case to the HR-S indicating that the 
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preliminary job advertisement and 
search committee are ready for 
approval.   

3.  HR-S checks material The HR-S checks the material with 
regard to:  

• Job advertisement with regard to 
the job structure, collective 
agreements, probationary period, 
application deadline.  

• Composition of the search 
committee according to the rules in 
section 4.4.  

Rules for search 
committees, shortlisting 
and assessments, section 
4.4 

4.  HR-S emails head of 
department  

The HR-S emails the head of 
department, Cc: department's 
administrative staff member, that the 
search committee may begin its work.  
 
At the same time, the HR-S sends an 
email with information about deadlines, 
etc., which the head of department can 
forward to the search committee for 
beginning its work. 

Email template 
 

5.  Search committee screens 
market for candidates 

The search committee screens the 
market for potential candidates. The  
Search committee contacts possible  
candidates to get an indication of 
interest.  

Guide for search 
committee  

6.  Search committee reports to 
head of department 

The search committee reports to the 
head of department using the reporting 
template.  
 
If it is not possible to find three relevant 
and interested candidates who as a 
group represent more than one gender:  
- the head of department adjusts the 

job advertisement or  
- Model 1 and 2: the head of 

department applies to the dean for 
an exemption.  

- Model 3: the head of department 
justify why the position is adverted 
any way.  

Reporting template 

7.  Next steps, including 
approval of search 
committee’s work and job 
advertisement by dean 

See the procedure for shortlisting and 
assessments. 

 

8.  When job advertisement is 
approved: Head of 
department or search 

The head of department agrees with 
the search committee on who should 
send a link to the advertisement to 

Guide for search 
committee  
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committee contacts possible 
candidates 

potential candidates to encourage them 
to apply for the position. 

 


