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Assistant Dean of Academic Affairs / Research

Succession and Appointment Procedures

Overview

Succession planning will be utilised in filling critical roles needed for the University’s future success. The Academic Assistant Deans (ADAA & ADR) role is both strategically and operationally critical to the University’s continued success. Succession planning will ensure continuity and stability for this critical role and all University Faculties. 

Succession planning will ensure incoming Assistant Deans (ADAA & ADR) are well trained and mentored and are ready to step into these key University positions. Academic staff selected through the succession planning/appointment process will be required to commit to the development and mentoring processes.

Process

Six months prior to the end of the term of office of an ADAA/ADR, the post of ADAA/ADR will be advertised using the policy and procedures for the appointment of Academic staff. The ADAA/ADR position will be advertised internally on the UL vacancy web page. The title of the post will be ADAA/ADR of relevant faculty (no other title is conferred) and the applicable salary scale is the Associate Professor salary scale. The appointment will be made as per the policy and procedures for the appointment of Academic staff. Adverts will make it clear that associate professors and professors who are appointed to the role of ADAA or ADR will retain their current salary.
The appointment will be for a period of three years exclusive of a handover period, which will commence two months prior to the incumbents end of term to facilitate the transition. The handover period will be unpaid.  A letter of appointment will issue from the President’s Office. The ADAA/ADR appointment may be renewed for a further period of up to three years. Approval for renewals will follow the University’s contract renewal process. At the end of the term of ADAA/ADR, staff will revert to their substantive grade.
It is only in exceptional circumstances that somebody will serve as ADAA/ADR for more than two terms. 

The ADAA/ADR-Designate (ADAA-D/ADR-D) will shadow the incumbent ADAA/ADR prior to his/her taking up appointment as ADAA/ADR. This will allow for a smooth transition, detailed briefing and mentoring of the ADAA-D/ADR-D. The outgoing ADAA/ADR will remain in an advisory capacity to the new ADAA/ADR once he/she takes over the academic department for a period of 1 month after the start of the term of office. 

ASSISTANT DEAN ACADEMIC AFFAIRS
As a member of the Faculty Management Team, the Assistant Dean Academic Affairs is required to provide academic leadership and overall management direction for a designated area within the context of the University and faculty strategic plans. The Assistant Dean Academic Affairs is also required to take lead responsibility for the development and successful delivery of a cross-faculty function. 
The Assistant Dean Academic Affairs assists the Executive Dean in the strategic management of the faculty by providing leadership in the development and effective implementation of policies, procedures, practices and targets in relation to academic affairs and by assuming appropriate cross-faculty management responsibilities. 
The Assistant Dean Academic Affairs facilitates and supports programme delivery in the faculty within guidelines established by statutory bodies (i.e. Governing Authority and Academic Council) and other bodies with delegated authority, such as Executive Committee, Management Council and other executive decision-making bodies within the University.

The Assistant Dean Academic Affairs will deputise, as required, for the Executive Dean and will undertake representative roles on behalf of the faculty within and outside the University. 
Period of Appointment: Normally a three-year term with possible extension by agreement.

The outgoing Assistant Dean Academic Affairs will normally be obliged to mentor the newly appointed Assistant Dean Academic Affairs for three months, thus allowing for a smooth transition period.
Representative Work Activities (Role-specific rather than academic staff role)

	Professional and Service Contribution 
	· Be an effective member of the Faculty Management Team.

· Assist and advise the Executive Dean in relation to monitoring the quality and standards of the faculty’s programme delivery work and implementing the University’s academic quality assurance principles and procedures.

· Work effectively with the Executive Dean, heads of department, course directors and staff to foster and support excellence in teaching, learning and assessment and to ensure that the faculty teaching outputs/targets are met. Specifically:

· Take a leadership role in external audit and accrediting processes.

· Make recommendations re. introducing and/or modifying modules and programmes.

· Work across faculties on procedures, academic regulations and joint programmes. 

· Interpret and make decisions (and, where necessary, arbitrate) on academic regulations within the faculty.

· Ensure members of academic staff (new and existing) are familiar with academic regulations and processes, including those pertaining to external examiners and external accrediting bodies.

· Ensure the ongoing development of the faculty’s academic programmes and associated management and administrative functions. Provide advice and support to the Executive Dean on the development of academic programmes.

· Monitor and report on the achievement of specific targets related to teaching, learning, assessment and student support.

· Manage/respond to student complaints and enquiries about regulations and procedures and to other concerns relating to academic affairs, including the appeals process.

· Support and advise the Executive Dean and/or others, as appropriate, on the development of the faculty’s financial plans.

· Take responsibility for maintaining and updating the faculty’s documentation relating to academic affairs. 

· Function as the faculty’s ‘decision-maker’ under the Freedom of Information Act. 

· Support and advise the Executive Dean and/or others, as appropriate, on the recruitment, selection, induction and promotion of staff.

	Relationships and Key Contacts
	· Reports to the Executive Dean. 

· Hold regular operational meetings with the Executive Dean.  

· Deal with a wide range of queries from different constituencies (Executive Dean, staff of the faculty, students, central administration) relating to academic regulations and the quality of programmes.

· Co-ordinate activities with academic and support staff colleagues.  

· Represent the faculty on Academic Council, Academic Council Grading Committee, Academic Regulations Committee and Academic Programme Review Committee.

· Represent the faculty and/or Executive Dean on other committees as nominated by the Executive Dean. 

· Be a member of the Faculty Management Team. 

· Convene, as necessary, and chair course directors’ meetings.

· Be a member of Course Boards.

· In the absence of the Executive Dean, chair the Faculty Board.

· Have contact with government agencies (e.g. HEA), professional bodies and associations. 

	Quality and Standards
	· Have knowledge of and ensure compliance with academic regulations, quality standards and processes in relation to teaching, learning and assessment.  

· Have knowledge of regulatory requirements such as freedom of information, data protection and equal opportunities.

	External Relations
	Contribute to:

· Internationalisation initiatives as outlined in the various UL strategic documents e.g. strategic plan  

· External and communications strategy

· Strengthen external relations at local, regional, national and international levels.

· Build relationships with relevant stakeholders; enhancing the international reputation and profile of UL

	Qualifications/ Experience
	· Extensive expertise and an established record of teaching excellence related to the subject areas of the faculty.

· Knowledge of the key issues and current higher-education policies and debates relating to teaching, learning and assessment, etc.

· Experience as course director or external examiner. 

· Teaching award/portfolio (desirable).

	Key Competencies/ Attributes


	· Leadership and Collegiality: Appreciates the wider view and provides purpose and direction to others. Leads by example. Acts as an advocate for the team. 

· Results Focus: Takes action to make sure things happen. Delegates appropriately.

· Collaborative Working: Builds teamwork. Works collaboratively with team members and colleagues. Treats colleagues fairly and with respect. 

· Managing Change: Introduces and promotes the need for change/new approaches/new content. Understands the concerns of colleagues and communicates the reasons for change. 


ASSISTANT DEAN RESEARCH
As a member of the Faculty Management Team, the Assistant Dean Research is required to provide academic leadership and overall management direction for a designated area within the context of the University and faculty strategic plans. The Assistant Dean Research is also required to take lead responsibility for the development and successful delivery of a cross-faculty function. 
The Assistant Dean Research assists the Executive Dean in the strategic management of the faculty by providing leadership in the development and effective implementation of policies, procedures, practices and targets in relation to research and by assuming appropriate cross-faculty management responsibilities. 

The Assistant Dean Research will deputise, as required, for the Executive Dean and will undertake representative roles on behalf of the faculty within and outside the University, including participating on university-wide committees and contributing to national structures concerned with research. The Assistant Dean Research will promote the provision and interests of the faculty regionally, nationally and internationally. 

Period of Appointment: Normally a three-year term with possible extension by agreement.

The outgoing Assistant Dean Research will normally be obliged to mentor the newly appointed Assistant Dean Research for three months, thus allowing for a smooth transition period.
Representative Work Activities (Role-specific rather than academic staff role)

	Professional and Service Contribution
	· Be an effective member of the Faculty Management Team.

· Assist the Executive Dean in monitoring the quality and standards of the faculty’s research-related activity and implementing the University’s research quality assurance principles and procedures.

· Work effectively with the Research Office, heads of department and members of the faculty to foster and support excellence in research and to ensure that the faculty’s research outputs/targets are met. Specifically:

· Support the development and implementation of the faculty’s research strategy.

· Maintain a strategic overview and support the development, as appropriate, of research centres within the faculty.

· To generate research opportunities, establish close working links with regional and national bodies, including relevant professional bodies, funding organisations and other key stakeholders.

· Promote and support the co-ordination of applications for external funding and awards in respect of research.

· Work collaboratively with the Research Office to promote and oversee the management of all areas of postgraduate research provision within the faculty.

· Represent the faculty on key University research committees and assure that the faculty is appropriately represented on any associated committees.

· Work across faculties on initiatives. 

· To foster effective collaborative links, promote the interests and capacities of the faculty and University with external organisations and employers. 

· Ensure staff (new and existing) are familiar with research ethics, regulations and processes. 

· Monitor the achievement of specific targets related to research.

· Support and advise the Executive Dean and/or others, as appropriate, on the development of the faculty’s financial/research plans.

· As delegated by the Executive Dean, be responsible for research-related budgets allocated to the faculty.
· Take responsibility for maintaining and updating the faculty’s documentation relating to research.

· Support and advise the Executive Dean and/or others, as appropriate, on the recruitment, selection, induction and promotion of research staff.

· Evaluate UL research recognition awards for staff.
· Work effectively with other faculty Assistant Deans and University support services.

	Relationships and Key Contacts
	· Reports to the Executive Dean. 

· Deal with a wide range of queries from different constituencies (Executive Dean, staff of the faculty, students, central administration) relating to research.

· Co-ordinate activities with academic, research and support staff colleagues.  

· Represent the faculty and/or Executive Dean on other committees as nominated by the Executive Dean/VP Research.

· Be a member of the Faculty Management Team. 

· Have contact with government agencies, professional bodies and associations.

	Quality and Standards
	· Have knowledge of research ethics and regulations.

· Have knowledge of health & safety and risk assessment.

	External Relations
	Contribute to:

· Internationalisation initiatives as outlined in the various UL strategic documents e.g. strategic plan  

· External and communications strategy

· Strengthen external relations at local, regional, national and international levels.

· Build relationships with relevant stakeholders; enhancing the international reputation and profile of UL

	Qualifications/ Experience
	· Extensive expertise and an established record of research related to the subject areas of the faculty.

· Extensive knowledge of the academic discipline areas of the faculty. 

· Knowledge of the key issues and current higher-education policies and debates relating to research and research funding, etc. 

· Experience relevant to higher education as evidenced by, for example, public output in research, external examining or professional body involvement.

	Key Competencies/ Attributes


	· Leadership and Collegiality: Appreciates the wider view and provides purpose and direction to others. Leads by example. Acts as an advocate for the team. 

· Results Focus: Takes action to make sure things happen. Delegates appropriately.

· Collaborative Working: Builds teamwork. Works collaboratively with team members and colleagues. Treats colleagues fairly and with respect. 

· Managing Change: Introduces and promotes the need for change/new approaches/new content. Understands the concerns of colleagues and communicates the reasons for change. 


Succession & Appointment Procedures – ADAA&ADR
Page 1 of 8
Document Number CX028.4


[image: image2.jpg]