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Recruitment and Selection Policy - Faculty of Arts and 
Social Sciences (FASoS) 

cwU19.0588 

In line with the HRM policy of Maastricht University, and following earlier consultations 
with the heads of department and the consent of its Faculty Council, the Faculty Board of 
FASoS has updated its Recruitment and Selection Policy as of 4 December 2019. This policy 
document will replace: 

• the ‘Recruitment and Career Policy Academic Staff Faculty of Arts and Social 
Sciences (FASoS) of 16 December 2016, reference cwI16.0338; 

• the ‘Faculty of Arts and Social Sciences Personnel selection procedure’ of 2 March 
2016, reference cwI16.0061; 

• the ‘Faculty of Arts and Social Sciences Selection Pool for UD and UHD Vacancies of 
20 April 2016, reference cwU16.0236.  

This Recruitment and Selection Policy is in line with UM policy and the Collective Labour 
Agreement of Dutch universities (CAO). Upon changes in the latter two, the current 
Recruitment and Selection Policy will be adjusted accordingly.  
 

1. Introduction 

The current policy document aims to create clarity and transparency about the recruitment and selection policy 
for employees at the Faculty of Arts and Social Sciences (FASoS). It describes the relevant policy and 
procedures, including the minimal requirements of appointment for the academic staff tenure (track) (see 
Career Policy FASoS).  
 
The starting point for the recruitment and selection policy is the Faculty’s Strategic Plan, and more particularly 
its Strategic Personnel Plan. The latter sets the frame for the desired number of positions at faculty and 
department level in the light of the financial situation, evolving student numbers, the available expertise and 
external funding acquisition, as well as the composition of its staff in terms of age and gender.  
 
 

2. Recruitment Policy 
  
A. General principles 
 
Following consultation with heads of department, programme directors, research programme leaders, the 
HRM, and the financial department of FASoS, the Faculty Board (FB) will decide on an annual basis on the 
number and profiles of vacancies to be opened. The Board’s decision will be based mainly on the Strategic Plan, 
the Strategic Personnel Plan, the number of students and staff turnover.  
 
The recruitment process will take place in line with the Faculty’s selection procedure as described in section 3 
of this document.  As a general rule, all academic tenure (track) positions will be open to both internal and 
external candidates. In the case of UHD positions, the FB can decide to limit the openings to internal 
candidates. Candidates must meet the criteria for the relevant job opening.  
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B. Permanent positions 
 
In accordance with the CAO of Dutch universities and UM policy, UD, UHD and HL positions normally come with 
the perspective of a permanent appointment, conditional on the incumbent meeting pre-defined criteria.  
In line with the CAO, most internal candidates for UD, UHD and HL positions will be appointed on a 
(conditional) tenure contract, while external candidates will be offered a tenure-track contract. 
The appointment of assistant professors will take place in line with the Faculty’s ‘Tenure Track Policy Assistant 
Professor’. 
 
One of the key features of a university is the interconnection of teaching and research. This is expressed, for 
instance, in the requirement that academic staff on a permanent contract have a PhD and perform both 
teaching and research tasks. In principle, the division of tasks is 60% teaching and 40% research. In consultation 
with an individual staff member and based on the needs of the faculty, this division can be (temporarily) 
changed.  
 
C. Temporary positions 
 
In accordance with the applicable Collective Labour Agreement (CAO) and UM policy,1 positions for PhDs, 
researchers, teaching assistants (docenten 4) and Postdoctoral Lecturers are temporary.  
The appointment of PhDs and researchers is generally based on acquired research grants.  
Teaching assistants, so-called ‘docenten 4’, are generally appointed for a period of 4 years. The appointment of 
teaching assistants will take place in line with the Faculty’s Guidelines for Teaching Assistants.  
  

 
1 See: Guidelines for the Appointment, Salary Grading and Promotion of Academic Staff. Available at: 
https://www.maastrichtuniversity.nl/sites/default/files/en_2005_guideline_130226.pdf 
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D. Overview Recruitment procedure for permanent positions 

 
Preferable Time 
frame 

Procedure Responsibility 

October Following consultation with heads of 
department, directors of study, HRM, 
research programme leaders - and the 
financial department of FASoS, the FB will 
decide on number and profiles of vacancies 
to be opened. 

Faculty Board 

October Following consultation with the director and 
HRM FASoS, the FB will decide on an update 
of the formats for job advertisement 

 

October Drawing up profiles / job advertisements for 
vacancies based on relevant FASoS formats 
and decision on (digital) recruitment channels 
and (digital) networks 

Academic Staff: Head of 
department in consultation with  
HR advisor and research 
programme leaders 
Support Staff: Director in 
consultation with HR advisor 

October VMF (Vacature Mutatie Formulier) 
 
 
 
Decision on the composition and 
appointment of selection committees 
 

Academic Staff: Head of 
department 
Support Staff: Director 
 
Academic Staff: Head of 
department  in consultation with 
the dean 
Support Staff: Director 

November Recruitment / advertising job openings  
Deadline for submitting application: 15 
December 
 

Academic Staff: Head of 
department and HR-advisor 
Support Staff: Director and HR-
advisor 

November Planning selection process based on the 
relevant FASoS selection scheme 

Secretary department 

December/March  Selection process  
Decision on selecting the candidate 

Head of department / Director and 
selection committee in 
consultation with  HR advisor 
Faculty Board 

March / May Meeting with internal candidates not 
selected for the job, including support for 
next career steps. 

Head of department / Director and 
HR advisor 

April/May Meeting with selected candidate to discuss 
the contract letter / terms of employment 

Head of department / Director and 
HR advisor 
HR assistant 

May / June Completing appointment procedure by 
sending contract letter  

HR assistant 

August / September Starting date contract and introduction new 
colleague according to FASoS ‘Handleiding 
introductie nieuwe medewerkers door 
secretariaat en leidinggevende’. 

New colleague 
Head of department / Director 
Secretary of department  
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3. Selection Procedure 
The quality of teaching and research at FASoS is determined by the quality and output of its employees. The 
HRM policy of FASoS aims to facilitate the hiring and fostering of talented staff, while also ensuring their 
sustained commitment to the faculty. The selection of new personnel is a crucial process for maintaining a 
talented, motivated workforce in line with the faculty’s tasks and targets. For this reason, FASoS aims to invest 
in a high quality personnel selection process.   
 
The selection procedure described in this document does not apply to vacancies for full professorships, which 
are subject to policy decided by the Executive Board of the UM. 
 
The vacancy holder – the head of the department to which the vacancy applies, or the managing director when 
it involves a vacancy for Support Staff – will in consultation with the HR-advisor draw up a job advertisement 
based on the relevant FASoS formats. The FB will decide on an update of these formats on an annual basis.  The 
vacancy holder will, also in consultation with the HR-advisor, take a decision on (digital) recruitment channels 
and use her/his own academic network. 
 
At the request of the vacancy holder, the secretary of the department will plan and organise the selection 
process, according to the selection procedure laid down in this document and based on the relevant FASoS 
selection scheme, as soon as possible after posting the job advertisement. 
 
A. General procedure selection committees 
 
The vacancy holder, in consultation with the dean, makes a decision on the composition of the selection 
committee based on the procedure outlined in this document.  
 
For every vacancy, the chair of the selection committee submits a ranking of the top three eligible candidates 
(according to the criteria) to the FB for decision-making. The following information is supplied by mail to the 
dean: 

• Job profile (text vacancy);  
• CV of the top three candidates; 
• Selection criteria and motivation for selecting the candidates.  

 
Every selection committee holds a meeting in preparation of the selection process (preferably combined with 
the meeting to select the application letters.) In this meeting the following issues are discussed:  

• Selection criteria, including the competences required; 
• How to select based on these criteria, including how to select on the competences required; 
• Procedures of the selection process and division of tasks within the selection committee: which 

questions are relevant? Who asks which questions? Are candidates asked to respond to a case, and if 
so, who prepares it? Are candidates expected to give a presentation, and if so, about which subject, 
which criteria should it meet and who prepares it?  

 
The participation of the HR-advisor in the preparation of the selection procedure is optional.  
Every selection committee will hold a meeting to discuss the application letters and decide on whom to invite 
for an interview. As a next step, there is at least one round of selection interviews, usually followed by a second 
round.  
 
Being on selection committee is part of the normal job description of FASoS staff; no Solver hours will be 
assigned for this activity. 
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B.  Selection procedure tenure (track) academic staff vacancies 
 
Academic staff (WP) on tenure track employment are crucial for the output and accomplishments of the faculty 
in terms of teaching, research, academic leadership and administration. This is why the selection of candidates 
for structural WP vacancies will be conducted by a faculty selection commission. 
 
The selection committee is composed as follows:  

• Head of the department involved in the vacancy to be filled (chair); 
• Programme director of the programme most connected with the teaching profile of the vacancy; 
• Chair of the research programme most connected with the research profile of the vacancy; 
• One professor or associate professor from one of the other FASoS departments  
• Optional: the HR-advisor on request of the (chair of) selection committee or the dean;  

 
For reasons of diversity, the selection committee should be composed of at least one woman and one man. If 
necessary in this respect, the committee can be expanded with an extra member. 
It is preferable that the committee is composed of members from three different departments. If necessary, 
the committee can be expanded with an extra member.  
 
For every vacancy, the selection commission holds at least the following meetings: 

• A preparatory meeting to plan the selection procedure (see section 2) / meeting to select application 
letters; 

• First round of selection interviews; 
• Second round of selection interviews. 

During the second round of selection interviews, the candidates must give a presentation.  
 
 
C.  Selection procedure tenure (track) support staff vacancies 
 
As a rule, the selection committee is composed as follows:  

• Managing director FASoS (chair); 
• Cluster coordinator of the cluster of which the vacancy is part; 
• HR advisor; 
• Staff member from the cluster of which the vacancy is part or from an adjacent cluster; 
• Optional: A member from the WP section most directly involved with the post to be filled. 

 
For reasons of diversity, the selection committee should be composed of at least one woman and one man. If 
necessary in this respect, the committee can be expanded with an extra member. 
 
For every vacancy, the selection committee holds at least the following meetings: 

• A preparatory meeting to plan the selection procedure (see section 2) / meeting to select application 
letters; 

• First round of selection interviews; 
• Second round of selection interviews. 

During the second round of selection interviews, the candidates must give a presentation. 
  
 
D.  Selection procedure post-doctoral candidates / researchers 
 
The selection committee consists of three members and is composed as follows:  

• Project leader of the project in which the colleague to be selected will perform research (chair); 
• 1 UD, UHD or HL from the department or research group of which the research vacancy to be filled is 

part;  
• 1 UD, UHD or HL from one of the other FASoS departments;  
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• One of the three above mentioned members of the committee should be a member of the 
department where the colleague will be appointed; 

• For reasons of diversity, there are at least one woman and one man on this selection committee. If 
necessary in this respect, the committee can be expanded with an extra member.  

 
For every vacancy, the selection commission holds at least the following meetings: 

• A preparatory meeting to plan the selection procedure (see section 2) / meeting to select application 
letters; 

• First round of selection interviews; 
• Optional: second round of selection interviews. 

The candidates must give a presentation during one of the interviews. 
  
 
E.  Selection procedure PhD candidates  
 
The selection committee consists of three members and is composed as follows:  

• Project leader of the project in which the PhD candidate to be selected will perform research (chair);  
• Director or a board member of the Graduate School;  
• Promotor or, if the project leader is the promotor, one UD, UHD or HL from one of the other FASoS 

 departments or research groups;  
• One of the three above mentioned members of the committee should be a member of the 

department where the colleague will be appointed; 
• For reasons of diversity, there are at least one woman and one man on this selection committee. If 

necessary, the committee can be expanded with an extra member.  

For every vacancy, the selection commission holds at least the following meetings: 
• A preparatory meeting to plan the selection procedure (see section 2) / meeting to select application 

letters; 
• First round of selection interviews; 
• Optional: second round of selection interviews. 

The candidates have to give a presentation during one of the interviews.  
 
 
F.  Selection procedure Teaching Assistants (D4)  
 
The recruitment and selection process will be conducted line with the Faculty of Arts and Social Sciences 
Guidelines for Teaching Assistants. 
 
In principle, one combined recruitment- and selection procedure for Teaching Assistants (TAs) for several 
Bachelor Programmes will take place once per year. The purpose of the procedure is twofold: 

• To fill-in the necessary teaching capacity at D4 level for the upcoming academic year 
• To create a second list of potential reserve candidates who can be contacted in case of the need for 

additional teaching capacities prior to the next annual procedure. 
 
The selection committee consists of a minimum of 3 members and a maximum of 5 members. The dean 
decides on the composition of this committee. In principle, all the Programme Directors of the BA programmes 
who need new Teaching Assistants, but at least two of them, participate in the selection committee. They 
might delegate and / or add a key figure of the BA programme of which they are the Programme Director.      
 
 
For reasons of diversity, the selection committee should be composed of at least one woman and one man. If 
necessary in this respect, the committee can be expanded with an extra member. 
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For every vacancy, the selection committee holds at least the following meetings: 
• A preparatory meeting to plan the selection procedure (see section 2) / meeting to select application 

letters; 
• First round of selection interviews; 
• Optional: second round of selection interviews. 

 


