Ordinance 10

Heads of Academic Departments

1. Role


The head of an academic department shall be responsible to the dean for the following:

a) playing a leading role in the formulation of academic strategy, policy and planning at departmental and faculty level

b) academic leadership in the department

c) maintenance of academic standards in the department

d) championship of research in the department

e) the quality of education and educational support for students in the department 

f) review and development of teaching and learning programmes

g) management, development and support for all departmental staff

h) delivery of the departmental budget as set by the dean and achieving value for money

i) long-term, strategic and operational planning in the department

j) health and safety in the department

k) security in the department

l) risk management

m) management of the department's daily affairs

n) such other matters as the dean shall direct

2. Terms of Appointment


To encourage effectiveness in the role, heads of departments will usually be expected to serve from 1 August for an initial period of four years, although on the recommendation of the dean a shorter period may be agreed.. They shall be required to undertake a prescribed programme of training and development. Heads of Departments may be considered for appointment for further periods of up to four years. Extensions of the initial period for any period for up to 12 months may be authorised by the Vice- Chancellor on the recommendation of the Dean but any further appointment for any longer period should only be authorised after the appointment process set out in paragraph 3  below has been followed.  Remuneration to reflect the responsibilities of the role shall be determined  in accordance with the principles of the University’s job evaluation process.

3. Appointment Process


A job description and person specification for the particular post, consistent with this ordinance, shall be drafted by the Dean with the approval of a Pro Vice-Chancellor.

In the summer term before the final year of a head of department’s term of office (whether the initial or a subsequent period), the Dean shall appoint two senior members of the academic staff as consulters, one of each gender, from outside the department but from within the same Faculty, to undertake a first consultation with all members of the department with the remit of identifying possible candidates for the post and discussing with persons so identified whether they would be willing to be considered for the position. The consulters have a duty to ensure that, as far as is possible, potential candidates of both genders are considered. All members of the department should be notified of the consultation and be invited to indicate to the consulters their willingness to be considered but it should also be made clear that interest can be communicated at any time during the consultation process and others may be encouraged by the consulters to consider the position in the light of the consultation responses.

The consulters will report to the Dean the names of those candidates who are willing to be considered for the post of head of department, together with any other potential candidates identified in the consultation as having relevant skills and experience for the position. All such persons will be invited by the Dean to apply formally for the position with a curriculum vitae and a brief statement setting out their view of the task as head of department.

Those persons so applying for the position will meet with the Dean, together with a ‘recommendation panel’, which must consist of at least two but not more than four other senior persons (which will normally include a Pro Vice-Chancellor, and may include a serving head of department in the same faculty and must include at least one person of each gender). The meeting will enable all issues to be explored including aptitude and suitability and how the position might impact upon the candidate’s research, teaching and career aspirations.

Following meetings with all candidates, the curriculum vitae and statements of those candidates who wish to be considered for the post will be published and circulated to all members of the department. The consulters will undertake a second consultation to seek the views of the members of the department on the candidates so identified. Taking full account of these views, they will submit a written report to the Dean or the results of their consultation and setting out the preferred and acceptable candidates to the department.

The Dean will consider the report with the recommendation panel and, having consulted with the Pro Vice-Chancellor with responsibility for the faculty in which the department lies, shall make a recommendation to the Vice-Chancellor. The report of the consulters must accompany that recommendation. If the Vice-Chancellor approves the person so recommended, the appointment will be reported to Senate and Council. If the Vice-Chancellor has reason to believe that the appointment of that person will not be in the best interests of the University, he or she may invite the Dean, after fresh consultation with the recommendation panel, to recommend an alternative candidate, provided that alternative candidate did make application to the recommendation panel. If the Dean considers that there is no other candidate to recommend, and the Vice-Chancellor remains unwilling to accept the recommendation, then an appointment committee will be established, in the form and in accordance with the procedures set out in Ordinance 12(3). Such an appointment committee may, if it so decides, advertise the post outside the University immediately as well as within it.

11 July 2007

	Head of Department

JOB DESCRIPTION



	Dept / Address:
	

	Academic Faculty/ Support Services Division:
	

	

	Main Job Purpose

	

	The Head of Department is responsible for leading and managing their Department, in relation to both academic and operational matters. 



	Statements of Responsibilities

	

	The head of an academic department shall be responsible to the dean for the following:
(a) playing a leading role in the formulation of academic strategy, policy and planning at departmental and faculty level
(b) academic leadership in the department – including contributing to the identification of priorities and direction of research, teaching and enterprise within the department, and ensuring appropriate strategies are in place to deliver these.
(c) maintenance of academic standards in the department
(d) championship of research in the department
(e) the quality of education and educational support for students in the department
(f) review and development of teaching and learning programmes
(g) management, development and support for all departmental staff
(h) delivery of the departmental budget as set by the dean and achieving value for money
(i) long-term, strategic and operational planning in the department
(j) health and safety in the department
(k) security in the department
(l) risk management
(m) management of the department's daily affairs
(n) such other matters as the dean shall direct


	Relationships and Contacts:

	Your Line Manager:

Please provide your line manager’s job title
	Dean of Faculty



	Line Manager to, where appropriate:

Please provide the job titles of employees directly reporting to you
	All departmental staff (through line managers where appropriate)

	

	Internal Contacts:

	· Departmental staff to provide appropriate motivation, leadership and management, including undertaking recruitment and selection; staff review and development; dealing with difficult personnel issues; etc.

· Where applicable, to play an active part in the Senior Management Team of the Faculty.

· Other Heads of Department across the Faculty, and across the whole organization, including sharing of information; assisting in the identification of solutions to departmental/faculty or organizational problems; etc.

· Faculty Manager, or comparable role, for negotiation on resources such as space, staffing etc.

· Dean of Faculty to discuss, advise and negotiate on departmental matters and issues including budgets/departmental research strategy/education strategy etc; reporting formally via FPARC meetings and Faculty Board where appropriate.

· Faculty Research Director and Faculty Education Director to discuss research and educational issues respectively.

· Staff at all levels across the Support Services such as Finance, Personnel, Research Enterprise Development, Education Support Unit, Secretary’s Office, Health and Safety Office, on issues related to the day-to-day management of the department, negotiating where necessary to seek the most appropriate outcome for the Department/Faculty.

· Senior management of the University, for example when participating in Faculty or University committees; dealing with formal procedures in relation to staff and/or students.

· Departmental undergraduate and postgraduate students including dealing with difficult student issues or formal procedures



	External Contacts:

	· Cognate departments and their HoDs in other Universities in the UK and overseas, on issues related to education or research.

· Funding bodies.

· Learned Societies.

· External Examiners.

· Suppliers

· Heads of Department within Medicine and Dentistry will have extensive and significant contact with staff at all levels within the NHS.

· To represent the Department on national and international bodies related to the relevant profession, or area of education or research.  

· Head of Department of Clinical Veterinary Sciences will have contact with veterinary practices



	Qualifications, Skills, Knowledge and Experience:

	

	· Honours degree
· Ideally educated to postgraduate level
· Knowledge of University policies and processes in relation to education, research, personnel, managing staff, managing budgets health & safety issues
· Experience of managing staff

· A demonstrable ability to lead and motivate staff, and resolve conflict

· A demonstrable team player

· A knowledge and understanding of Health & Safety legislation

· A demonstrable ability to manage a budget and understand the need to maximize income and minimize costs

· Ideally to have an established international track record in research

· Ideally, will have some strategic management experience

· Excellent communication skills
· Ability to manage change


	Work Examples:

	

	1.  Negotiating and Managing a Departmental Budget

A major responsibility of a Head of Department is negotiating and managing the annual departmental budget which may total several millions of pounds.  The process starts with the HoD (or in some departments an appropriate colleague who takes operational responsibility) carefully checking departmental student number (and associated fee income) predictions, indirect income predictions, and staff costs.  This relies on keeping good historical data and having a good understanding of the department’s operating costs.  An initial version of the departmental budget is then constructed by the Finance Office and the HoD must ensure that this is carefully checked (requiring a good knowledge of Income & Expenditure accounting, space costs, Support Service costs, and a range of other attributable costs) against his/her own departmental data.  In consultation with the Dean, the HoD then negotiates a workable budget within the tight financial constraints imposed by the University.  Throughout the academic year the HoD must ensure that the departmental expenditure is carefully monitored, continually making financial decisions to ensure that the department remains within budget.  This normally requires the operation of an appropriate contingency to react to unplanned budget changes brought about by staff changes, changes in predicted income as a result of unforeseen changes in student recruitment or acquisition of external research income, and changing demands on non-salary expenditure as a result of, for example, the need to purchase new computers, repair faulty equipment, support new academic staff, provide travel funds, etc.  Managing the budget position of the department may requires a knowledge of, and use of, many University systems including PIMS (staff database), IRIS (financial database), and the web-based FIS information system.  In addition, the HoD must make financially-sound strategic investments in new staff, new research facilities and new teaching programmes; all requiring considerable skill in medium to long term financial planning and portfolio management, in association with the Dean.

2.  Chairing Departmental Staff Meetings (where appropriate)

Departmental Staff Meetings are probably the principal forum for communicating a wide range of issues to staff within a Department, debating those issues where necessary, and determining any subsequent action or implementation needed.  As Chair of Departmental Staff Meetings, the HoD must ensure that all staff groups are properly represented and an appropriate agenda is circulated before each meeting, together with any relevant supporting material.  Chairing such a meeting in an orderly, focused and concise manner requires a particular skill set.  During the meeting, the Chair will need to address any matters arising from previous meetings and present a Chair’s Report bringing to the attention of staff a wide range of relevant information obtained from attending University meetings (e.g. Senate, HoD Forums, Staff Development Courses, etc), Faculty meetings (e.g. Faculty Board, FPARC, Faculty Research Committee, etc), and/or received in the Department by email or internal mail.  In some cases the information may be simply for report, in which case the HoD must decide the best way to efficiently communicate that information to all relevant staff or students.  In other cases a departmental response may be sought, in which case the HoD must fully understand and familiarize himself/herself with the issue for discussion, present it in an accurate and balanced manner, chair the subsequent discussion in a properly focused way, and finally distill the outcomes of the discussion into an appropriately-balanced departmental view or report.  In yet other cases the information may require subsequent action or implementation to be taken by the Department, in which case the HoD must determine and implement the appropriate course of action.  Whilst many of the specific management duties in a Department may be delegated to committees, sub-committees and individuals, the HoD, perhaps uniquely within the Department, must keep an overview of all activities and ensure that each Staff Meeting item is placed in the correct context.

3.
Managing the Promotion of Academic Staff

HoDs need to have a good understanding of the University’s progression and promotion pathways and procedures and take a pro-active approach in ensuring that the development of their academic staff places them in a sufficiently-strong position to successfully seek progression and promotion.  This necessitates a good staff review and development regime where development in the three key areas of research, teaching and leadership/management are properly discussed and managed on a regular (at least annual) basis.  The HoD will play an important role in ensuring staff are appropriately experienced to progress at the appropriate point in their career, and in encouraging staff to put themselves forward for promotion at an appropriate stage in their career.  During the first stage of the promotions procedure, HoDs chair Departmental Promotion Committees (DPCs) and play a crucial role in ensuring that procedures and discussions are consistent and fair across all candidates and are as transparent as is compatible with confidentiality.  Indeed, chairing the DPC is one of the most important tasks of an HoD.  In particular, the Faculty Promotions Committee (FPC) depend upon HoDs to ensure that curricula vitarum conform to stated requirements, that in the reports on teaching, management and administration, all judgements are backed by evidence, and that assessors write genuinely evaluative assessments of candidates rather than supportive letters designed to impress a selection committee; the quality of the submissions is paramount and this responsibility rests with the HoD.  HoDs also have a duty to ensure that any equal opportunity issues are properly considered and taken into account. After the first and second meeting of the DPC, the HoD must then report back the Committee’s views and recommendations to each candidate, which may require significant staff management skills in tact, diplomacy and encouragement when promotion is not being supported.  For those candidates who are supported by the DPC, the HoD must write a fair and balanced report to the FPC summarising the DPC’s views.  Other issues relevant to academic promotions which the HoD must be fully aware of include the Data Protection Act and Gender and Race Equality issues,

4.  Managing Workloads.  A major responsibility of a Head of Department is to achieve an appropriate balance between teaching, research and other activity within the Department. This will include determining what activity will be undertaken within the department over the coming year and assigning academic and support staff, resources and infrastructure accordingly.  Decisions will include judgements on priorities, timetables, implementation.  In making such judgements, the Head will have to deal with sensitive issues around staffing and roles, the budget, and the strategic direction of the department.  The Head will always have to take due account of workload issues for all staff throughout the process.

5. Personnel Issues.  A large part of many Heads time is taken up with the recruitment and selection of staff; and with dealing with vitally important personnel issues (e.g. performance; conduct; ill health) that are often extremely sensitive and cannot be delegated to others.



	Background Information:

	 

	

	Organisation Chart:

	

	Dean of the Faculty

Head of Department

Departmental Committees (e.g. Management/Planning Committee, Teaching Committee, etc)

Departmental Office           Departmental Manager/Administrator



	Any Other Information:

	

	

	Signatures:

	Role Holder.…………………………………………               Manager.…………………………………………..

Print name ………………………………………….                Print name………………………………………...

Date…..……………………………………………...               Date…………………………………………….…..

Head of Dept / Divisional Director…………..…………………………………………

Print Name………………………………………………………………………………

Date………………………………………………………………………….…………..


�


