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APPOINTMENT REGULATIONS 
 
 
FOR KARLSHOCHSCHULE INTERNATIONAL UNIVERSITY KARLSRUHE (BO) 

 
 

Of January 19, 2009, in the version of August 31, 2009 
 

 
On the basis of § 70 para. 2 in conjunction with § 8 para. 5 and § 48 of the Higher Education Act for the 

German State of Baden-Württemberg [Gesetz über die Hochschulen und Berufsakademien im Lande 

Baden-Württemberg (LHG)] of January 1, 2005, in the version of November 20, 2007 (Gesetzblatt. no. 

1 of January 5, 2005, p. 1; December 1, 2005, p. 706; December 19, 2005, p. 794; November 20, 2007, 

p. 505) and §§ 8, 14 and 16 of the Charter of Karlshochschule International University Karlsruhe, on 

August 21, 2009, the University Senate amended the following Appointment Regulations 

[Berufungsordnung (BO)] of January 19, 2009, as follows: 

 
 

Preamble 

 
Appointments are of critical importance to the further development of the University. In times of 

increasing international competition, appointment proceedings involve the selection of the individual 

best suited for a defined chair and the recruitment of the best minds available. Appointments are made 

in keeping with the formation of the intended profile for the University and are consonant with the 

University development plan. 

 
The goal of the Appointment Regulations is to specify procedural arrangements that ensure the 

objectivity, speed and transparency of appointment proceedings. 

 
 
 

§ 1 Appointment Planning / Denomination 

 
Based on the University’s structure and development plan, the dean submits a reasoned proposal for a 

professorship to be advertised. He/she proposes the subject area served by the professorship to be 

advertised (denomination) and involves the Faculty Council (formulation of profile). 

 
 

The Equal Opportunity Officer is involved in all processes of the appointment, beginning with the 

denomination. 

 
 

The denomination must be determined by agreement between the Presidential Board and the Faculty 

and must be oriented around the University development plan. The proposed denomination and the 
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accompanying rationale are submitted to the Presidential Board for adoption of a resolution. 

 
 

In advance of denomination proceedings, a determination must be made as to whether the 

appointment is to be permanent or temporary in nature. If the subject area of the chair to be filled is 

tangential to the subject area of other faculties, then these faculties must be involved in denomination 

proceedings. 

 
 
 
 

§ 2 Advertisement and Further Proceedings 

 
The dean formulates the core text of the position advertisement. The Faculty Council may propose 

supplemental text as part of its statement of position regarding the profile of the professorship. The final 

text and placement of the advertisement are determined by mutual agreement between the dean and 

the relevant member of the Presidential Board. Professorships are advertised publicly and 

internationally pursuant to § 48 para. 2 of the Higher Education Act for the German State of Baden-

Württemberg [Gesetz über die Hochschulen und Berufsakademien im Lande Baden-Württemberg 

(LHG)]. 

 
Incoming applications are recorded and initially collected in the office of the President. Applicants are 

promptly provided with an acknowledgment of receipt that also provides information on the timeline for 

the selection process, or, at a minimum, an indication that information will soon be forthcoming from the 

chair of the respective Appointment Commission. 

 

Once the application deadline has passed, the applications, along with the complete correspondence 

with the candidates, are passed along to the chair of the Appointment Commission; applications 

received later are immediately forwarded along as well. Each application is accompanied by a copy of 

the acknowledgment of receipt sent to the candidate. 

 
 

The list of candidates is transmitted to the head of the Commission in digital form and includes a 

synopsis of the candidates. 

 
 
 
 

§ 3 Membership of the Appointment Commission 
 

 
Preparatory to the proposed appointment, the Presidential Board, by agreement with the faculty, 

constitutes an Appointment Commission under the leadership of a professor member of the 

Presidential Board or a board member of the faculty in which the position is to be filled. If there is a 

departing incumbent in the position to be filled, that incumbent should not be a member of the 
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Appointment Commission. 

 
 

The Appointment Commission consists of 
 

 
1. three members who are professors 

2. an Equal Opportunity Officer (or that Officer’s representative) 

3. two women with relevant expertise 

4. an expert external to the University 

5. a member who is a student 
 

 
Role combination is possible in the event of a membership as set forth under numbers 1, 2 and/or 3 or in 

the event of a membership as set forth under numbers 3 and 4. 

 
 

The group of professors holds a majority of votes on the Commission. 

 
 

The University administration can appoint a suitable professor as non-voting Appointment Officer to the 

Appointment Commission. 

 
 

If the nature of the denomination is such that it affects both faculties, an interfaculty Appointment 

Commission must be constituted. In this case, care must be taken to ensure equal representation of 

both faculties on the Commission. The number of student representatives is doubled. At least two 

professors from each faculty must be members of the Appointment Commission. 

 
 

Reference is had to the presentation and the opportunity for all Commission members to consult all 

application materials through the Commission chair. 

 
 
 
 

§ 4 Inaugural Meeting of the Appointment Commission 
 

 
The chair of the Appointment Commission invites the Appointment Commission to the constitutive 

meeting. At the constitutive meeting, information is provided about the goals and proceedings of the 

Commission and its timeline. A pre-selection should be held. The timeline gives rise to commitment and 

transparency for the entire appointment procedure. 

 
 

Commission members are presented with a synopsis of the applications received, a sample for use in 

assessing the applications, and a matrix for use in evaluating the trial seminar or lecture. 
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§ 5 Closed Meetings and Voting Rules, Confidentiality 
 

 
Meetings of the Appointment Commission are closed to the public. Members of the Presidential Board 

who do not belong to the Commission may participate in meetings of the Commission in a non-voting 

capacity. 

 
 
 

A quorum of the Appointment Committee is deemed to be obtained if more than half of the voting 

members are present. The chair declares whether quorum is obtained at the beginning of each 

meeting. 

 
 

Selection decisions by the Appointment Commission require a majority vote by the members of the 

committee. Voting shall take place by secret ballot if a motion to this effect has been submitted. If 

multiple petitions have been submitted relative to the same matter, the petitions are voted on in the 

sequence in which they were received. Each voting member may vote on every motion submitted to the 

Commission. 

 
 

For each meeting of the Appointment Commission, the Commission chair draws up the minutes 

containing the names of the meeting participants in attendance and the meeting’s principal findings and 

outcomes. The minutes must be signed by the chairperson. Following the meeting, Commission 

members, along with the dean and the President, each receive a copy of the minutes; these minutes 

must be treated confidentially. The dean informs the Faculty Council of the status of the proceedings. 

All persons involved in the appointment process are under an obligation to maintain the secrecy of the 

proceedings. 

 
 
 
 

§ 6 Selection of Candidates by the Appointment Commission Based on Submitted Materials, 

Information 

 
 

Consideration is given to applications received prior to the application deadline. If additional 

applications are received after the deadline has passed, the Commission must decide whether it will 

consider these as well. Applications should be before the Appointment Commission not later than prior 

to its inaugural meeting. 
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The members view the application materials and jointly select those candidates who will be invited for 

interviews. Application materials may be only reviewed by individuals authorized to take part in the 

meetings of the Application Commission. Other members of the University have right of inspection only 

in the event of unanimous consent on the part of the Appointment Commission. 

 
 

The selection is based on the profile description generated as part of the posting process, together with 

the formal recruitment requirements. Applicants who do not meet the formal requirements are informed 

and are not considered as the selection process goes forward. 

 
 

Invitations to the trial seminar or lecture and to the interview should be limited to those applicants who 

meet the legal requirements for an appointment and who fulfill to a high degree the requirements set 

forth in the position profile. The selection must take into account the extent to which an applicant has 

demonstrated experience as an educator as well as experience in the international academic field. 

Current publications and conference papers demonstrate presence in the scientific community, but 

these must also be evaluated in view of possible research initiatives at Karlshochschule International 

University. In addition, the candidates’ social involvement should be reviewed as well, as an indicator 

for integration in the private-sector-based, support-intensive approach to instruction at our University. 

Overall, it should be taken into consideration that the University will conceivably commit itself to the 

individual selected and his/her particular skills for a long time to come. 

 
 

If the Equal Opportunity Officer considers female candidates duly qualified and suited to fill a particular 

vacancy, at her initiative (additional) qualified women are to be invited for interviews. An invitation to 

severely disabled individuals to come for an interview or trial seminar or lecture is non-essential if the 

individual in question is plainly not suited for the position from a professional standpoint. The situation 

must be comprehensibly documented. 

 
 

The individual aspects of assessment instrumental to selection or refusal must be documented in each 

individual case. 
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§ 7 Trial Seminar or Lecture and Interview 
 

 
Trial seminars or lectures and the discussion subsequent thereto must be offered and conducted under 

equal conditions (preparation time, seminar or lecture type, selection of topic). The trial seminar or 

lecture is open to the University public and the invitation to the event is publicly announced within the 

faculty. A reasonable portion of the trial seminar or lecture should be held in a foreign language. 

Arrangements for any technical requirements must be made in a timely fashion. 

 
 

Where trial seminars and lectures are concerned, attention must be paid to the following specific 

factors: 

 

 
• Applicants’ ability to present expertise in a structured and motivating manner and to convey it 

with an application orientation. 

• The ensuing discussion should permit conclusions both of the depth and breadth of the 

candidate’s command of the subject (background knowledge) as well as of his/her willingness 

to broach conflict and deal constructively with other points of view. 

• Students attending should be polled orally as to their vote by the student member of the 

Appointment Commission, the vote is to be noted and expounded upon in writing in the 

appointment report. 

• Members of the Appointment Commission record their assessments in an evaluation matrix. 

 
 

The interview with the Appointment Commission – which is closed to the public – is carried out as part 

of a structured interview based on the criteria specified in the requirements profile. Specifically, the 

following may be addressed: 

 
 
• The candidate’s sense of the University’s positioning and the goals of the faculty. 

• The candidate’s motivation for assuming a professorship at Karlshochschule International 

University Karlsruhe. 

• The candidate’s objectives (future outlooks) and expectations relative to the work the 

professorship involves (workload, development opportunities). 

• Information about working conditions and hours (course load, on-campus presence 

obligations). 

• The candidate’s attitude regarding a change of residence (residence obligation). 

• Period of notice of the candidate’s current position and possible starting date. 

• Creating transparency with regard to questions of remuneration (“W” salary bracket). 
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• Clarification of the type and scope of intended secondary employment. 

• The candidate’s views on the obligations to provide support at our University (customer-

oriented behavior) and on involvement in the usual processes of academic self-management. 

• Questions about the applicant’s educational experience and textbooks and writings written by 

the applicant him-/herself, compilations of the seminars and lectures held in recent years, 

presentation of methods of instruction and learning used to date and envisioned for future use, 

evaluation results of seminars and lectures held to date. 

• Participation in continuing-education activities. 

• Involvement including activities beyond the candidate’s professional duties, e. g. corporate 

contacts, trade associations, other networks. 

• Interest in topics and areas of instruction within the faculty, ideas on the candidate’s own 

positioning and on research initiatives in these areas. 

 
 

Supplemental or different qualified personnel-selection measures are conceivable in this connection as 

well. 

 
 

§ 8 Preparing the List of Appointments 

 
To begin with, an unranked list of candidates is drawn up following the trial seminars and lectures. 

Following an appraisal of the candidates shown on the list in terms of the criteria identified, the 

Appointment Commission issues an appointment proposal typically containing three individual 

appointment recommendations in a particular sequence. 

 
 

Where desired, this sequence can be determined in secret balloting. The proposal is presented in 

written minutes containing information on all of the essential steps of the proceedings. 

 
 

Where there is no unanimity with regard to the composition and sequence of the candidates on the list, 

if a motion is submitted by at least half of the Commission members, a comparative analysis can be 

commissioned by an expert external to the University. Experts external to the University must be 

acknowledged experts in their field and may not have any connections to the backgrounds of the 

candidates on the list (no conflict of interest/impartiality). Experts external to the University may be 

professors or acknowledged experts in the field. In the event, the Commission decides on the expert 

and obtains his/her expertise on the matter. The experts’ reports should propose a solution to the 

question of the sequence of candidates. Once the report is received, the Commission draws up the 

final list based on a simple majority vote. 

 
 

The final recommendation is presented to the Faculty Council along with the materials of the finalist 



12 

candidates and, where indicated, the external expert’s report. 

 
 
 
 

§ 9 Responsibilities of the Faculty Council and Dean 
 

 
The dean states his/her position on the candidates’ abilities and experience in instruction. 

 

The Faculty Council issues its opinion on the proposed appointment set forth by the Appointment 

Commission. If multiple Faculty Councils have been convened, then both Faculty Councils state their 

opinion before a joint Appointment Commission. 

 
 

If need be, the Faculty Council may consult additional members of the Appointment Commission. 

 
 

The dean forwards the appointment recommendation, together with the results of voting by the Faculty 

Council (minutes) to the Presidential Board. The following documents are enclosed along with the 

appointment recommendation: 

 
 
- Text of the position announcement, profile of responsibilities/requirements, 

- Overview of the candidates, 

- List of the candidates not considered, together with comprehensible reasons for rejection, 

including any indicated separate documentation, 

- Final expert opinion of the Appointment Commission with detailed assessments of the 

candidates on the ranked list, incl. a statement of position on instruction by the dean or the 

dean of studies, 

- Rationale for the sequence shown on the list of proposed candidates based on the 

requirements criteria, 

- External expert report(s) where this/these has/have been obtained, 

- Application materials of the candidates on the ranked list, 

- Any special votes taken. 
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§ 10 Participation by Presidential Board, Senate, Management and Ministry of Science, 

Research and the Arts 

 
 

The Presidential Board reviews the appointment recommendation and conducts proceedings pursuant 

to § 8 paras. 1, 3 and 5 of the University Charter. 

 

 

§ 11 Selection of Lecturers 
 

 

The head of the degree program reviews the need to appoint lecturers [Lehrbeauftragte] to cover any 

need for instruction in the degree program that is not met by professors within the scope of their 

contractual teaching load. At least 70% of the overall teaching load in a particular degree program is to 

be met through instruction provided by professors. 

 
 

If the head of the degree program has identified a need, by agreement with the relevant individual in 

charge of the module, he/she submits a proposal to the dean regarding the appointment of a lecturer. 

Public announcement of the position may be waived. 

 
 

If one or multiple applicants has/have been identified, the head of the degree program, with the 

participation of the individual in charge of the module and an additional person experienced in 

personnel-selection matters (Appointment Commission), conducts a selection interview. The selection 

interview should have as its object: 

 
 

- The applicant’s suitability relative to the topic 

- The applicant’s didactic-methodological skills 

- The applicant’s capabilities relative to theory-practice transfer 

- Willingness to become involved in supporting and supervising students 

- Willingness to take part in didactic training and to coordinate with fellow instructors 

- The candidate’s motivation for assuming a lectureship at Karlshochschule International 

University Karlsruhe 

- The candidate’s sense of the University’s positioning and the goals of the degree program 

 

 
If the applicant is to teach in several of a faculty’s degree programs, typically the dean conducts the 

interview together with the heads of the degree programs involved. The same logic applies if the 

candidate is to provide instruction in both faculties. 
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Appointment as a lecturer in a particular module is limited to individuals who 
 

 
- in light of their completed university degree, aptitude as an educator and career experience 

meet the formal, substantive and didactic qualifications provided for under §§ 56 para. 2 in 

conjunction with 47 para. 1 nos. 1 and 2 or para. 4 of the Higher Education Act for the German 

State of Baden-Württemberg [Gesetz über die Hochschulen und Berufsakademien im Lande 

Baden-Württemberg (LHG)], and who, in terms of prior education, capabilities and substantive 

expertise, meet the requirements of the area of responsibility intended for them, 

- offer the security of meeting the requirements of the lectureship in keeping with the qualification 

and competence goals set forth in the module descriptions, from both a substantive and a 

didactic point of view, and 

- are willing to take part in didactic training and to coordinate with fellow instructors. 

 
 

As a rule, new lecturers are prepared for their work through training in didactics of post-secondary 

instruction prior to assuming their position. 

 
 
 
 

§ 12 Appointment of Lecturers 
 

 
If the dean has decided on a particular lecturer [Lehrbeauftragte/r], he/she forwards the appointment 

recommendation to the member of the Presidential Board responsible for personnel questions. This 

individual comes to an agreement with the applicant with regard to the terms and framework conditions 

applicable to the lectureship and concludes a fee agreement with the candidate. One object of this 

agreement is to clarify the candidate’s willingness to participate in didactic training and to coordinate 

with fellow instructors and to participate in student evaluations of instructors, as well as the modalities 

involved in terminating the lectureship in the event of inadequate performance. 

 

 

§ 13 Circulation 
 

 
With an eye to efficiency and effectiveness in the filling of positions, in cases calling for an expeditious 

response, required committee participation in the process may also take place by means of written or 

electronic circular. 
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§ 14 Legal Validity / Effective Date 
 

 
These Appointment Regulations take effect on the day following their publication. 

 

 
Karlshochschule International University Karlsruhe  

Karlsruhe, August 31, 2009 

 
 
 
 
 
 
 
 

 
The President 

Prof. Dr. Michael Zerr 
 
 
 
 
 
 
 
 

Published on:  August 31, 2009 
 
 
 
In the event of any inconsistency between the German and the English version, the German version 

shall prevail. 


