
Procedure for the extension of employment contract: Academic staff
(Short version)

Request for extension of contract
(incl. all necessary attachments)

Extension of an existing 
employment contract

Receipt  6 weeks 
before renewal date Supervisor and Dean

Calculation of personnel costs/
enquiry as to whether external 

funding or budget funds available

Release of funds

Involvement of academic staff 
council, Equal Opportunities 

Officer, representative body for 
disabled persons

Conclusion of employment contract

Release  3 weeks 
before renewal date

Involvement 2 weeks 
before renewal date (§ 66, 
Para 3 (1) LPVG)

HR representative Div. 4.2

HR representative 
Div. 2.3 or Div. 4.4




