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Guidelines for doctoral students’ departmental duties

Background

According to the Higher Education Ordinance, a person who is employed as a doctoral student
may work with education, research or administration for a maximum of 20% of full-time
working hours (Higher Education Ordinance, Chapter 5, Section 2), so-called departmental
duties. Documented departmental duties can then form the basis for extending the
employment period up to a maximum of 365 days full-time. The departmental duties can be
distributed unevenly over the study period. The needs of the department and the doctoral
student's opportunities to undertake any such duties determine the scope of the departmental
duties.

Planning departmental service

Planning of departmental duties is done in agreement between the head of department and the
doctoral student. As far as possible, the work should be planned in advance, preferably for one
year at a time, in accordance with the department's procedures and documentation for duty
planning. It is important that the scope of departmental duties is clearly communicated in the
number of hours per assignment per semester.

If a doctoral student is offered additional departmental work during the current semester
beyond what was planned, the head of department must be contacted and approve the
departmental duties before the work begins.

Documentation, follow-up and decision
The doctoral student is responsible for continuously documenting their departmental duties in
the ISP in Ladok.

Departmental duties are reviewed and approved on a semester basis (in June and December) in
connection with the follow-up of the ISP, with the participation of the doctoral student, main
supervisor, director of studies, HR contact and head of department. Prior to the meeting, the HR
contact person collects information via the head of department on the number of hours of
departmental duties for the past semester for each doctoral student, and then calculates the
percentage of departmental service and the level of study activity.

During the ISP meeting, the information regarding departmental work for the past semester is
checked to ensure that it is correct and that everyone is in agreement. The agreed percentage is
registered in the ISP during the meeting and marked as completed. Furthermore, it is verified
that the planned departmental duties for the next semester have been entered into the ISP and
marked as planned. Decisions regarding completed departmental duties are finalised when the
ISP is approved in Ladok.



What tasks can constitute departmental duties?
Examples of tasks that may constitute departmental duties:

- Teaching and the planning of teaching. Lectures based on the doctoral student's own
research can constitute departmental duties if they are included as part of a course
at master’s or undergraduate level.

- Tutoring or student supervision

- Other tasks allocated by the head of department/immediate manager, e.g. to
arrange study visits or extra administrative tasks

Examples of tasks that are part of the employment as a doctoral student (not departmental
duties):
- Generaladministration, e.g. emailing and managing own expenses
- Development talks with the head of department / immediate manager
- Meetings with the head of department/immediate manager, HR, finance department,
etc., if necessary

Examples of tasks that are part of the doctoral program (not departmental service):
Presenting own research, e.g. at Research Week, research days and seminars.
Participate in joint program activities, e.g. internat

Attend seminars

Participate in meetings with the doctoral student group



