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Annex 1
REQUEST TO DESIGNATE AN HONORARY OR VISITING POSITION

Please complete this form having first read the associated Notes for Guidance.
	Faculty and Department
or
Research Institute
	

	Designation sought:

(Delete the inappropriate descriptors. See Note 4 overleaf)
	Honorary/Visiting Research Fellow
Honorary/Visiting Teaching Fellow  
Honorary/Visiting Enterprise Fellow  

Honorary/Visiting Lecturer or Senior Lecturer
Visiting Professor                  

	Full name, title and contact

address of intended designee:


	

	Intended date of commencement and proposed termination date:
(See note 10 overleaf)
	

	Brief resumé of person’s qualifications, experience, achievements and responsibilities that are of relevance to the proposed association. (If more convenient attach a short CV).


	Brief details of role to be undertaken:



	Each section to be signed:

	1.
	Signed (HoD or RID):


	Date:



	2.  
	Signed (Dean): 


	Date:



	3.  Approved by 
     Deputy Vice-  

     Chancellor

    and forwarded to 
    HR Division
	Signed:


	Date:


OFFICE OF THE DEPUTY VICE CHANCELLOR

DESIGNATION OF HONORARY OR VISITING POSITIONS
NOTES FOR GUIDANCE

Background

1. From time to time faculties, departments, schools or research institutes may wish to designate a nominated individual to hold an “honorary” or “visiting” position (see 4, below) so as to recognise a significant contribution being made by that person to their research, teaching and/or enterprise activities.  
2. These Notes for Guidance set out the procedure that should be followed to complete the formalities of conferring such a position on an individual.  They are intended to keep to an absolute minimum the formal procedures involved, whilst safeguarding the integrity of the process.
Range of Positions

3. The designations most commonly employed are those of honorary (visiting) research fellow, teaching fellow, enterprise fellow, lecturer, senior lecturer or professor.  Whilst it is left to the proposer to suggest which of these titles is most appropriate the decision should have due regard to the range of activities with which the individual engages.  In giving consideration to proposals the Deputy Vice Chancellor will be seeking to confirm, firstly, that the candidate’s qualifications and/or experience are commensurate with the proposed designation and, secondly, that the designation is a reasonable description of their intended range of activities.
4. There is no difference in status or entitlements arising from the terms “honorary” or “visiting”.  Either are acceptable.  However, there may be a “local” preference for using one rather than the other.  (Commonly, but not exclusively, the term “visiting” is used for research-based activities whereas “honorary” is more frequently used for learning and teaching-based activities).  When completing this part of the form please indicate which of the two will apply in the particular case.

5. In the case of designating Visiting Professors the purpose is to recognise persons from industry, commerce, the professions, public services, or other external organisations who make or will make a distinguished contribution to, and enrich the academic life of, the University.
Normally nominees shall already have established a significant working relationship with one or more departments of the University which is reflected in a contribution to research, teaching, enterprise, scholarship, or other aspects of academic or professional development.  The relationship should have the prospect of continuing in the foreseeable future.
Eligibility for consideration of the title of Visiting Professor may be conferred on:

· Full Professors of other institutions;

· Individuals who have achieved a standing in their own career or profession which is recognised to be at least equivalent to full Professor;

· Individuals whose career demonstrates a record of leadership in and a substantial contribution to the development of their field of activity.

It is normally expected that nominees shall be of equivalent standing in their own field to full Professors of the University.

The proposer should also provide the names, titles and addresses of two appropriately senior and experienced external referees who can offer an objective, respected and informed assessment of the applicant’s standing.

Where a candidate already holds full Professorial rank in another institution, external references will not normally be sought.  Heads of Department or Deans should consult the Deputy Vice Chancellor before approaching a candidate to reach a preliminary view on whether external referees will be needed.

If the proposer deems it appropriate to do so a title to be associated with the designation can be put forward.

Status of the Designation and Procedures to be Followed
6. Please note that when made, these associations do not comprise “appointments” to the University and must not be conveyed as such.  It is therefore essential that any correspondence does not compromise the actual relationship between the person involved and the University.  For this reason, the letter that establishes the designation must be issued by Human Resources Division.
7.
The procedures to be followed are that when Deans, Research Institute Directors or Heads of Department wish to recognise individuals through honorary or visiting positions they should complete the form in Annex 1 which should then be forwarded to the Deputy Vice Chancellor.  Having scrutinised it and confirmed its appropriateness the Deputy Vice Chancellor will signify approval and forward it to the Human Resources Division for completion of the process by issuing an appropriate letter to the individual.
Resource Implications

8.
The purpose of the Deputy Vice Chancellor’s approval is simply to validate the appropriateness of the designation in individual cases.  That approval does not carry with it any sanction for the provision of resources.  Accordingly it is very important that the Dean/Head of Department/Research Institute Director gives due consideration to those matters before making the proposal so that there is clarity about any particular resources (laboratories, IT equipment, desk, etc) that will be provided for the individual to undertake their work.  These are matters for the department/faculty/institute to consider from the outset of the arrangement and in such cases the Dean/Head/RI Director should attach a note to the Deputy Vice Chancellor indicating the amount and source of such funding.  These details will not normally form part of the letter from HR.

9.
The one exception to the above paragraph is in respect of access to the resources of 
the University Library in support of the work of designated individuals.  Presenting a 
copy of their letter from HR to Library staff, will enable the latter to establish 
appropriate loan and access arrangements.  It should be noted, however, that due to 
specific licence agreements with some resource providers, access to some electronic 
material may be restricted to employees of the University only.
Duration of Association

10.
The period of designation will not normally exceed three years initially although it can be extended (by re-submission to the Deputy Vice Chancellor) thereafter when deemed appropriate.  

Sometimes the designation is intended to capture a brief visit by an international scholar.  Given the inevitable delays in issuing letters and the vagaries of overseas communication please ensure that the request to the Deputy Vice Chancellor is made in good time before the designation is intended to commence.  This is particularly important in that, in such circumstances, the live period of the designation might be a few weeks, or months, only.
11. These notes and the associated proforma are available at the Deputy Vice Chancellor’s website:  http://www.mmu.ac.uk/sas/director.php 
Deputy Vice Chancellor
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