.1 LONDON SCHOOL

LSDM Faculty Member Appointment Procedure

1. Executive Summary

London School of Design and Marketing (LSDM) may appoint Visiting or Permanent Faculty
members. Detailed policy and procedures for these are set out below. A list of all the Faculty
Members, as maintained by the Head of Academic Affairs (AA), shall be reported to the
Academic Board (AB) annually. Each year, at the Spring Term Academic Board meeting, the
Head of Academic Affairs shall notify the Board which Visiting Faculty member appointments
are due to expire in the next academic year, so that extensions or renewals can be made where
appropriate.

2. Purpose

Visiting and permanent faculty member appointments are made to individuals to participate in
content development, teaching, research activities or engagement with students.

3. Duration

Visiting faculty member appointments shall normally be made when required, for a period of
not more than two academic years and reported to the Academic Board annually.

Permanent faculty member appointments shall normally be made when required and will be
expected to make a regular and ongoing contribution to the student experience.

Appointees may use the title Faculty Member, LSDM or Visiting Faculty Member, LSDM as
appropriate for the period specified in their letter of appointment but must not use this title
after that period without a formal letter of renewal.

4. Nomination

Nominations for Faculty Members and Visiting Faculty Members shall be put forward by the
relevant Course Leader, and include:

e Details about the individual nominated — their name, current or most recent
employer and job title, a CV including publication list and/or evidence of
teaching experience as applicable, and any further relevant details.

e Details about the contribution the nominee is expected to make.

5. Approval

All nominations should be approved by the Academic Board on the recommendation of the
Executive Management Committee and the nomination shall be saved as an annex of the
minutes.

Version: 4 Approved by: Academic Board

Date of Approval: 18/03/2024 Page 1 of 4




.Y LONDON SCHOOL

A formal letter, (annex 2), should be signed off and sent via email from the Executive Director
(ED) to the appointee (cc AA). The letter should indicate all terms associated with the
appointment, including any expected expiry date.

Early termination of a visiting appointment may be made where there is good reason, through
the same channels as for approving the appointment, and communicated to all involved parties
by ED. Reasons may include: violation of any regulation, policies or codes of practice; conflict of
interest; changes in LSDM’s curriculum or delivery model. There is no right to appeal. Faculty
Members and Visiting Faculty members may also terminate their appointment at any time by
providing written notice to the London School of Design and Marketing.

6. Right to work

All individuals nominated for appointment as a Faculty Member or a Visiting Faculty Member
must provide documentary evidence of their right to work before their appointment is
confirmed.

7. Eligibility

No one with a contract of employment with the LSDM or a contract for services with the LSDM
(or who participates in the delivery of a contract for services) shall also hold a faculty member
or visiting faculty member title.

8. Fees Arrangements

Fee arrangements for Faculty Members and Visiting Faculty Members if appropriate will be
agreed with the Executive Director at the time of the appointment. Any such payment should
be charged by the individual and will be paid via invoice rather than through payroll.

9. Compliance with LSDM policies

Faculty Members and Visiting Faculty Members are neither employees nor students. However,
they shall be expected to comply with all policies and procedures of the LSDM during the
appointment. Failure to do so could result in the termination of their appointment.
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Annex 1: List of all Visiting Faculty Members
The List shall include:

Name

Date of expiry

Email

phone

address

course leader sponsor
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Annex 2: Formal letter of invitation

Dear XXX,

Conferment of the Title Visiting Faculty Member

As Executive Director of London School of Design and Marketing, I am pleased to formally offer
you the title of Visiting Faculty Member.

You were nominated by XXXXX, Course Leader of the XXXXX. We very much hope that over
the next two years you will enjoy a productive and enjoyable engagement with the work of this
school.

Please be aware of the following Visiting Faculty Member Policy:
Link to policy

I would be grateful if you could return the enclosed form to confirm your two year
appointment. We also will be delighted to ask you to send us your LinkedIn link and photo.

Please accept my congratulations and best wishes.
Your sincerely

Conferment of the Title of Visiting Faculty Member

I confirm that I am willing to accept the title of Visiting Faculty Member, for a term of two
years, commencing DATE.

Signed:
Name:

Date:

Please return via email or via postal to our address.
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