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HUMAN RESOURCE SERVICES 
Call for applications and organise promotion information sessions for potential applicants 

and supervisors. 

 
 

 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

SUPERVISOR 
Where supervisor is not Head of School, provide the application summary to Head of 

School and meet to discuss applicant’s indicative case for promotion.  

APPLICANT 
Within 3 weeks of call for applications: (a) attend information session, (b) arrange meeting 
with supervisor &, (c) prior to meeting, provide to supervisor: 

• A summary of their case for promotion;          * A bibliography;              
• Student evaluations (at least three reports over a range of years) 
• Teaching load for previous and current year. 

Strongly encouraged to provide most recent Performance Planning and Review report. 

SUPERVISOR 
Within three weeks of initial meeting with applicant, provide feedback, including advice 

on areas to strengthen the application, or that application is considered premature.   

HEAD OF SCHOOL/DIRECTOR 
Provide the application summary to Pro Vice-Chancellor and Dean and meet to discuss 

applicant’s indicative case for promotion.  

HEAD OF SCHOOL/DIRECTOR  
Where Head of School is not supervisor, provide feedback on applicant’s indicative case 

for promotion to supervisor.  

SUPERVISOR (normally Head of School/Director) 
Within 4 weeks of call of applications: (a) attend supervisor training session; (b) meet 

with applicant to discuss case for promotion 

SUPERVISOR 
Prior to preparing Supervisor’s Report, provide 

application to, and consult with, senior colleagues. 
 
 

APPLICANT 
Submit application in pdf and hard copy to Human Resource Services and Supervisor by 

closing date.

SUPERVISOR 
Provide Levels D and E applicants with list of potential supervisor nominated 

assessors. Submit completed Supervisor-nominated Assessor form to Human 
Resource Services. 

HUMAN RESOURCE SERVICES 
Seek assessors’ reports, providing electronic 

application, guidelines and proforma. 
 

 

SUPERVISOR 
Where supervisor is not Head of School, provide 
Supervisor’s Report to Head of School for signing.   
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HEAD OF SCHOOL/DIRECTOR 
Provide Supervisor’s Report to Pro Vice-Chancellor 

and Dean for signing. 
 week 14 

HUMAN RESOURCE SERVICES 
Assessors’ reports received in HRS. 

 
 week 16  

 
 
 
 
 
 

PRO VICE-CHANCELLOR AND DEAN/DIRECTOR 
Sign Report attesting that a complete & accurate 
report has been provided against all criteria for 

promotion. Return to Head of School/supervisor to 
provide to applicant for signing. 

HUMAN RESOURCE SERVICES 
Arrange for Promotion Committee members  

to attend information session on Committee processes 
 

 
 
 
 
 

APPLICANT 
Applicant to read and sign School report(s). Rebuttal 
may be submitted; copy to be provided to supervisor 

and, if relevant, senior colleague. 

 
 
 
 
 

SUPERVISOR 
Submit signed School report(s) to Human Resource 

Services by closing date. 
 week 16  

week 18  

HUMAN RESOURCE SERVICES

Provide Promotion Committee: 
• Applications  
• School reports 
• Any rebuttals submitted by applicants 
• Assessors’ reports 
• Previous unsuccessful feedback

 
 
 
 
 
 
 

week 20/21
APPLICANT

Submission of additional material to HRS by closing date.  
 
 
 
 

week 20
HUMAN RESOURCE SERVICES

Provide Promotion Committees with applicants’ additional material and 
outstanding assessors’ reports 

 
 
 
 
 

weeks 21 and 22

ACADEMIC PROMOTION COMMITTEE

Meet to consider applications. Decision made on applications, including 
feedback on unsuccessful applications.  

 
 
 
 
 
  

week 26

HUMAN RESOURCE SERVICES

Provide Committee’s recommendation on applications to Vice-Chancellor for 
approval.  On Vice-Chancellor’s approval, notify applicants, supervisors, 

Heads of Schools and Pro Vice-Chancellor and Deans of outcome of 
applications.  

 
 
 
 
 
 
 
 
 
*  For appointments to a Centre outside a Faculty, if a supervisor is a senior colleague, the Centre Director will 

read & sign Supervisor’s Report. If supervisor is Centre Director, Report is read & signed by PVC/Dean most 
closely aligned to Centre.  

** Supporting documentation and relevant forms can be found at http://www.une.edu.au/hrs/promotion.php. 
 


