ACADEMIC PROMOTIONS CHECKLIST

This checklist should be used in conjunction with the procedural documentation.

 The dates in this checklist are estimated. Please enter appropriate dates and people responsible for actions.

	Date
	Action
	Responsible
	Complete?

	Planning

	February
	Level B Promotion Committee
	
	
	
	

	
	· Check membership of committee.  If new members are needed, arrange for a replacement by appointment/election.
	Division HR
	
	(
	

	
	· Contact the Chair of the committee and arrange suitable dates for the committee.
	Division HR
	
	(
	

	
	· Book venue and arrange catering.
	Division HR
	
	(
	

	
	· Send meeting request to committee members to diarise the committee dates.
	Division HR
	
	(
	

	
	Level C Promotion Committee
	
	
	
	

	
	· Check membership of committee.  If new members are needed, arrange for a replacement by appointment/election.
	Division HR
	
	(
	

	
	· Contact the Chair of the committee and arrange suitable dates for the committee.
	Division HR
	
	(
	

	
	· Book venue and arrange catering.
	Division HR
	
	(
	

	
	· Send meeting request to current committee members to diarise the committee dates.
	Division HR
	
	(
	

	
	
	
	
	
	

	March
	· Send meeting request to newly elected/appointed committee members to diarise the committee dates

Level B & C
	Division HR
	
	(
	

	
	
	
	
	
	

	Late February/early March 
	· Arrange workshop for divisional HR Managers (acting as EO to the promotion committee) to outline recent changes to the process.
	HRU
	
	(
	

	
	
	
	
	
	

	March
	· Information for applicants document goes live.
· Call for applications for promotion email sent out.
	HRU
	
	(
	

	
	
	
	
	
	

	April/May
	· Present workshops for applicants
	HRU
	
	(
	

	
	
	
	
	
	

	Beginning June
	· Start to get folders organised for each level (i.e. – labels/dividers/policies etc).
	Division HR
	
	(
	

	
	
	
	
	
	

	June/July
	· Present workshops for new committee members.
	HRU
	
	(
	

	Processing applications

	July 
	Receive application and follow ‘application checklist’
	Division HR
	
	(
	

	
	
	
	
	
	

	Prior to close 
	Return any applications that do not meet the standards
	Division HR
	
	(
	

	
	
	
	
	
	

	July
	Close of applications all levels (4:00pm)
	ALL
	
	(
	

	
	
	
	
	
	

	
	Send memo and copy of application to the Head of School in the internal mail requesting report about 2-3 weeks after closing date
	Division HR
	
	(
	

	
	
	
	
	
	

	August
	Send applications, referee reports and HoS reports for Level B and Level C to committee
	Division HR
	
	(
	

	
	
	
	
	
	

	
	Send out any other late additional reports for Level B & Level C
	Division HR
	
	(
	


	Meetings and deliberations

	September
	Act as Executive Officer to Committee meetings
	Division HR
	
	(
	

	
	
	
	
	
	

	
	Prepare minutes and report for PVC as Chair of promotion committee to VC and Chair of Academic Board making recommendations on who should be promoted.
	Division HR
	
	(
	

	
	
	
	
	
	

	
	Arrange appointment times in calendars for PVC and one other committee member (or EO) for feedback to unsuccessful applicants
	Division HR
	
	(
	

	
	
	
	
	
	

	Notification and approval

	September 
	Send the Vice Chancellor and Chair Academic Board report to Central HR with 2 copies of successful applications. 
	Division HR
	
	(
	

	
	
	
	
	
	

	
	Send to the Vice Chancellor and then forward to Chair Academic Board for signature
	HRU
	
	(
	

	
	
	
	
	
	

	
	Receive signed report from Vice Chancellor and Chair Academic Board.
	Division HR
	
	(
	

	
	
	
	
	
	

	Oct / Nov
	Letters drafted for all applicants and sent to Director HR for signing. This letter also contains a tentative meeting time for feedback to unsuccessful applicants
	Division HR
	
	(
	

	
	
	
	
	
	

	
	Director HR signs letters which are posted directly to applicant. Copy of letter sent to Division HR for personnel file and copy of successful letter sent to payroll.

Advise Division HR Managers same day letters are posted
	HRU
	
	(
	

	
	
	
	
	
	

	
	Advise HofS of promotion outcome.

Memo to SMG noting successful applicants.

Send a scanned copy of VC and Chair Academic Board report with covering letter to the Executive Officer of Academic Board for November’s meeting.
	Division HR
	
	(
	

	
	
	
	
	
	

	November
	One copy of each successful application in personnel files.
	Division HR
	
	(
	

	
	
	
	
	
	

	
	Once payroll receives a copy of the successful promotion letter signed by the Director HR they will then reclassify the applicants current position as at 1st January.
	HRU
	
	(
	

	
	
	
	
	
	

	
	Payroll don’t require a 002 form for this process unless the step is changed from what is stated in the letter from Director HR.
	Division HR
	
	(
	

	Unsuccessful applications

	November
	Confirm times with unsuccessful applicants for feedback
	Division HR
	
	(
	

	
	
	
	
	
	

	Nov/Dec
	A copy of unsuccessful applicants to be returned to applicant.

After feedback (providing there are no appeals) all other copies to be destroyed.
	Division HR
	
	(
	








