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Guideline for Heads of Department: (as of 1 January 2025)

In accordance with § 81 para. 1 of the University Statutes of 4 December 1998, the head of department is re-
sponsible for the management. He or she has a corresponding right to give an order. Further details on man-
agement are listed in § 15 of the UZH financial guideline. Supervision of the departments is the responsibility of
the Dean.? The department assembly nominates the head of department of each department, usually for a four-
year term of office (sometimes two years), from among the professors and submits the nomination decision to
the Executive Board of the University (UL) through official channels. The UL elects the head of department and
decides on the payment of functional allowances in accordance with the regulations on functional allowances
for professors at the University of Zurich, dated 9 July 2020.

Tasks / Activities of Heads of Department?

The head of department leads the department and represents it internally and externally. In accordance with
the department regulations of the respective department, the head of department is responsible for the follow-
ing tasks:

1. Management Tasks

- Submission of applications concerning department budgets to the Faculty Council

- Distribution of allocated resources within the department

- Management of allocated resources within the department

- Participation in the preparation of appointment negotiations

- Preparing, convening and chairing the meetings of the department assembly

- Selection and management of department employees in the scope of responsibility of the head of
department

- Signing of agreements and contracts that establish the rights and obligations of the department in
accordance with university financial law

- Preparation of the academic report with the support of the management

- Submitting applications for rooms and infrastructure to the Dean

1.1. Strategy and Planning

- Definition of strategic goals and measures within the framework of the guidelines of the Faculty and
the Executive Board of the University

- Compliance with the department regulations

- Coordinating the basis for decisions with the relevant specialist departments

- Submission of proposals as part of the annual development and financial plan (EFP) for the attention
of the Faculty Council

!In addition to departments, this also applies to seminars and clinics, but for the sake of simplicity we will only refer to departments from
now on.

2§75 para. 2 of the University Statutes.

3 The requirements profile for heads of department includes a university degree, doctorate, professorship (several years of experience as a
professor), leadership skills, high management and social skills as well as very good language skills in German and English.



1.2. Communication and Projects

Representation of the department's position in the context of academic reporting and evaluations
Internal communication and public relations

2. Resource and Process Management
2.1. Finances (in accordance with § 15 of the UZH financial guideline)

Authorisation of expenditures and incomes in accordance with §§ 21, 22 and 24 of the financial guide-
line

Development, financial planning and submission of proposals to the Faculty Council

Management of the financial budget of the salaries and running costs (“BE2”) in coordination with the
Faculty Council

Ensuring the appropriate use of resources and budget compliance with accountability to the Faculty
Council

Inspection into all funds allocated to the unit, regardless of their origin

Audit and approval of the annual results

Preparation of a proper personnel and financial situation in the event of the leaving of professors for
the attention of the Faculty Council

Application to open, change and close areas of responsibility

2.2 Professorships

2.3.

In the event of breaches of rules and duties by professors and in cases of conflict between professors,
the head of department endeavours to find an amicable solution with objectives with the persons
concerned

If no solution can be found at this level, the case is referred to the Dean*

Staff

Responsibility for clarifying personnel disputes / conflicts and acting as an escalation level
Responsibility for compliance with the paying out of salaries

2.4. Human Resources Management

Management of directly subordinate employees in accordance with the UZH leadership and manage-
ment principles

4See also section 7 of the guideline on the leadership responsibility of Deans for professors dated 26 April 2020 and
https://www.staff.uzh.ch/en/personal/conflict what to do.html
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Skills / Responsibility / Cooperation
- Responsibility for departmental resources

- Responsibility for compliance with ICS (Internal Control System) requirements
- Obligation to inform the Faculty Council

This is a translation of the original document in German. The translation is provided for information purposes
only and has no legal bearing. Only the German document is legally binding.
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