
Procedure in the Human Resources department for the 
appointment of academic staff

(Short version)

Request for appointment 
(incl. all necessary attachments/involvement 

of Equal Opportunities Officer)

Vacancy in the faculty

Request for employment 
documents from applicant

Submission of the employment 
documents requested

Calculation of personnel costs/
enquiry as to whether external 

funding or budget funds available

Release of funds

Involvement of academic staff council, 
where applicable

representative body for disabled persons

Conclusion of employment contract

Receipt  6 weeks
before planned starting date

Release  3 weeks 
before planned starting date

Submission 4 weeks 
before planned starting date

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

Supervisor and Dean

Applicant

HR representative Div. 4.2

HR representative Div. 4.2

HR representative 
Div. 2.3 or Div. 4.4




