Convenor’s Actions

The following is provided to Convenors’ as a guide to the process and this list is not meant to be exhaustive.

Level A to Level B 

Committee Business

· Ensure that Committee members have sufficient knowledge of the discipline and the position classification standards.

· Ensure that Committee members are all at Senior Lecturer Level C and above.

· Ensure that a Committee member is EO trained.

· Make every effort to ensure that at least 30% of the members of the Committee are male and 30% are female.

· Consider the University’s procedures in relation to Close Relatives and Close Personal Relationships when appointing members to the Promotion Committee.

· Ensure that  Committee members are available and comply with the timetable.

· Discuss the types of assessment methods and ensure that they are agreed upon.

· Remind all members that promotion papers and the process is confidential.

· Ensure that any potential conflicts of interest have been raised and dealt with satisfactorily.

Review of applications received 


· Assess whether the applications meet the requirements as outlined in section 5 of the guidelines prior to the commencement of assessing applications. If there are any deviations, determine how they will be handled.

Assessment Process

· Ensure that Committee members are available for any training arranged by Human Resources.

· Check that three referee reports have been received one of which must of Head of School.

· Acknowledge that you are accountable for any equity issues in relation to the committee process and decision.

· Ensure that Committee members have sufficient information or the appropriate contextual knowledge to make a reasonable judgement. If not, determine what other information or assistance is needed.

· Clarify whether the Committee wishes to invite the applicant’s Head of Department or another person to provide

information or clarification (note: should the Committee deem that this introduces new information into the

process, the applicant will be provided with that information and given the opportunity to respond in writing).

· Ensure that all Committee members contribute to the discussion on each applicant.

· Ensure that the decision to promote or not promote:

1.  Is fair and evidence based assessment of merit,

2.  Maintains academic standards, particularly in teaching and research, scholarship and creative activity,

3.  Is consistent with the University wide interpretation of classification standards,

4.  Is equitable and timely.

· Ensure that a consensual decision has been reached on each application.

· Ensure appropriate feedback has been discussed in order for the Executive Dean to meet with unsuccessful candidates.
· Ensure that a Faculty Promotions report has been developed which includes all recommendations.

Convenor’s Actions

The following is provided to Convenors’ as a guide to the process and this list is not meant to be exhaustive.

Level B to Level C

Committee Business

· Ensure that Committee members have sufficient knowledge of the discipline and the position classification standards.

· Ensure that Committee members are all at Senior Lecturer Level C and above.

· Ensure that a Committee member is EO trained.

· Make every effort to ensure that at least 30% of the members of the Committee are male and 30% are female.

· Consider the University’s procedures in relation to Close Relatives and Close Personal Relationships when appointing members to the Promotion Committee.

· Ensure that  Committee members are available and comply with the timetable.

· Discuss the types of assessment methods and ensure that they are agreed upon.

· Remind all members that promotion papers and the process is confidential.

· Ensure that any potential conflicts of interest have been raised and dealt with satisfactorily.

Review of applications received 


· Assess whether the applications meet the requirements as outlined in section 5 of the guidelines prior to the commencement of assessing applications.. If there are any deviations, determine how they will be handled.

Assessment Process

· Ensure that Committee members are available for any training arranged by Human Resources.

· Check that three referee reports have been received, one of whom must be external, and one from their Head of School.

· Acknowledge that you are accountable for any equity issues in relation to the committee process and decision. 

· Ensure that Committee members have sufficient information or the appropriate contextual knowledge to make a reasonable judgement. If not, determine what other information or assistance is needed.

· Clarify whether the Committee wishes to invite the applicant’s Head of Department or another person to provide

information or clarification (note: should the Committee deem that this introduces new information into the

process, the applicant will be provided with that information and given the opportunity to respond in writing).

· Ensure that all Committee members contribute to the discussion on each applicant.

· Ensure that the decision to promote or not promote:


1.  Is fair and evidence based assessment of merit,

2.  Maintains academic standards, particularly in teaching and research, scholarship and creative activity,

3.  Is consistent with the University wide interpretation of classification standards,

4.  Is equitable and timely.

· Ensure that a consensual decision has been reached on each application.

· Ensure appropriate feedback has been discussed in order for the Executive Dean to meet with unsuccessful candidates.
· Ensure that a Faculty Promotions report has been developed which includes all recommendations.

Convenor’s Actions

The following is provided to Convenors’ as a guide to the process and this list is not meant to be exhaustive.

Discipline Sub-Committee (D)

Level C to Level D

Committee Business

· Ensure that Sub-Committee members have sufficient knowledge of the discipline and the position classification standards.

· Ensure that Sub-Committee members are all at Associate Professor Level D and above.

· Ensure that a Sub-Committee member is EO trained.

· Make every effort to ensure that at least 30% of the members of the Sub-Committee are male and 30% are female.

· Consider the University’s procedures in relation to Close Relatives and Close Personal Relationships when appointing members to the Sub-Committee.

· Ensure that Sub-Committee members are available and comply with the timetable.

· Discuss the types of assessment methods and ensure that they are agreed upon.

· Remind all members that promotion papers and the process is confidential.

· Ensure that any potential conflicts of interest have been raised and dealt with satisfactorily.

Review of applications received 


· Assess whether the applications meet the requirements as outlined in section 5 of the guidelines prior to the commencement of assessing applications. If there are any deviations, determine how they will be handled.

· Ensure that the application is being considered by the appropriate Discipline Sub-Committee.

· Contact Sub-Committee Members and determine names of appropriate assessors for all applicants.

· Ensure that the applicant has not listed the recommended Assessors as those that they believe are not appropriate to assess their work.

· Ensure that Assessors are not named referees, Departmental colleagues or recent collaborators of the applicant.

· Contact Assessors to determine whether they are willing and available to provide a report in the appropriate time frame, before the formal request is sent.

Assessment Process

· Ensure that Sub-Committee members are available for any training arranged by Human Resources.

· Check that three referee reports have been received, two must be external the other from their Head of School.

· Ensure that two Assessor reports have been received for each applicant.

· Acknowledge that you are accountable for any equity issues in relation to the committee process and decision.

· Ensure that Sub-Committee members have sufficient information or the appropriate contextual knowledge to make a reasonable judgement. If not, determine what other information or assistance is needed.

· Clarify whether the Sub-Committee wishes to invite the applicant’s Head of Department or another person to provide

information or clarification (note: should the Committee deem that this introduces new information into the

process, the applicant will be provided with that information and given the opportunity to respond in writing

· Ensure that all Sub-Committee members contribute to the discussion on each applicant.

· Ensure that Sub-Committee recommendations are made in the following context:

1.  Fair and evidence based assessment of merit,

2.  Maintains academic standards, particularly in teaching and research, scholarship and creative activity,

3.  Consistent with the University wide interpretation of classification standards,,

4.  Equitable and timely.

· Ensure that a consensual decision has been reached on the recommendation of each application.

· Ensure appropriate feedback has been discussed in order for the Executive Dean to meet with unsuccessful candidates.
· Ensure that the Sub-Committee’s recommendations are forwarded to the Convenor, UPC.

Convenor’s Actions

The following is provided to Convenors’ as a guide to the process and this list is not meant to be exhaustive.

University Promotions Committee

Level C  to Level D

Committee Business

· Ensure that Committee members have sufficient knowledge of the discipline and the position classification standards.

· Ensure that the composition of the Committee complies with section 7.7 of the guidelines.
· Ensure that a pool of reserve members have been identified. If a reserve member is required to attend meeting/s ensure they are properly briefed.
· Ensure that a member is EO trained.

· Make every effort to ensure that at least 30% of the members are male and 30% are female.

· Consider the University’s procedures in relation to Close Relatives and Close Personal Relationships when appointing members.

· Ensure that members are available and comply with the timetable.

· Discuss the types of assessment methods and ensure that they are agreed upon.

· Remind all members that promotion papers and the process is confidential.

· Ensure that any potential conflicts of interest have been raised and dealt with satisfactorily.

Review of applications received 


· Ensure that the application has been considered by the appropriate Discipline Sub-Committee.

Assessment Process

· Ensure that Committee members are available for any training arranged by Human Resources.

· Check that Committee members have two external referee reports for each applicant and a Head of School report.

· Check that Committee members have two assessor reports for each applicant.

· Acknowledge that you are accountable for any equity issues in relation to the committee process and decision.

· Ensure that members have sufficient information or the appropriate contextual knowledge to make a reasonable judgement. If not, determine what other information or assistance is needed.

· Clarify whether the Committee wishes to invite the applicant’s Head of Department or another person to provide

information or clarification (note: should the Committee deem that this introduces new information into the

process, the applicant will be provided with that information and given the opportunity to respond in writing).

· Ensure that all members contribute to the discussion on each applicant.

· Ensure that the recommendation to promote or not promote:

1.  Is fair and evidence based assessment of merit,

2.  Maintains academic standards, particularly in teaching and research, scholarship and creative activity,

3.  Is consistent with the University wide interpretation of classification standards,

4.  Is equitable and timely.

· Ensure that a consensual decision has been reached on the recommendation of each application.

· Ensure appropriate feedback has been discussed in order for the Executive Dean to meet with the unsuccessful candidates.
· Ensure that the Committee’s recommendations are forwarded to the Vice-Chancellor.

Convenor’s Actions

The following is provided to Convenors’ as a guide to the process and this list is not meant to be exhaustive.

Discipline Sub-Committee (E)

Level D  to Level E

Committee Business

· Ensure that Sub-Committee members have sufficient knowledge of the discipline and the position classification standards.

· Ensure that Sub-Committee members are all at Professorial level.

· Ensure that a Sub-Committee member is EO trained.

· Make every effort to ensure that at least 30% of the members of the Sub-Committee are male and 30% are female.

· Consider the University’s procedures in relation to Close Relatives and Close Personal Relationships when appointing members to the Sub-Committee.

· Ensure that  Sub-Committee members are available and comply with the timetable.

· Discuss the types of assessment methods and ensure that they are agreed upon.

· Remind all members that promotion papers and the process is confidential.

· Ensure that any potential conflicts of interest have been raised and dealt with satisfactorily.

Review of applications received 


· Assess whether the applications meet the requirements as outlined in section 5 of the guidelines. If there are any deviations, determine how they will be handled.

· Ensure that the application is being considered by the appropriate Discipline Sub-Committee.

· Contact Sub-Committee Members and determine names of appropriate assessors for all applicants.

· Ensure that the applicant has not listed the recommended Assessors as those that they believe are not appropriate to assess their work.

· Ensure that Assessors are not named referees, Departmental colleagues or recent collaborators of the applicant.

· Contact Assessors to determine whether they are willing and available to provide a report in the appropriate time frame before the formal request is sent.

Assessment Process

· Ensure that Sub-Committee members are available for any training arranged by Human Resources.

· Check that Sub-Committee members have two external referee reports for each applicant and a Head of School report.

· Check that Sub-Committee members have two assessor reports for each applicant.

· Acknowledge that you are accountable for any equity issues in relation to the committee process and decision.

· Ensure that Sub-Committee members have sufficient information or the appropriate contextual knowledge to make a reasonable judgement. If not, determine what other information or assistance is needed.

· Clarify whether the Sub-Committee wishes to invite the applicant’s Head of Department or another person to provide

information or clarification (note: should the Committee deem that this introduces new information into the

process, the applicant will be provided with that information and given the opportunity to respond in writing

· Ensure that all Sub-Committee members contribute to the discussion on each applicant.

· Ensure that Sub-Committee recommendations are made in the following context:

1.  Fair and evidence based assessment of merit,

2.  Maintains academic standards, particularly in teaching and research, scholarship and creative activity,

3.  Consistent with the University wide interpretation of classification standards,

4.  Equitable and timely.

· Group the applications on the extent to which their demonstrated expertise:

· meets all the criteria

· meets some of the criteria

· does not sufficiently meet the criteria

· Ensure that a consensual decision has been reached on the recommendation of each application.

· Recommend appropriate feedback for the Executive Dean to discuss with the unsuccessful candidate, and other suggestions and advice for unsuccessful applicants.

Convenor’s Actions

The following is provided to the Convenor as a guide to the process and this list is not meant to be exhaustive.

Vice-Chancellor’s Professorial Promotions Committee

Level D  to Level E

Committee Business

· Ensure that Committee members have sufficient knowledge of the discipline and the position classification standards.

· Ensure that a Committee member is EO trained.

· Make every effort to ensure that at least 30% of the members of the  Committee are male and 30% are female.

· Consider the University’s procedures in relation to Close Relatives and Close Personal Relationships when appointing members to the Committee.

· Ensure that Committee members are available and comply with the timetable.

· Discuss the types of assessment methods and ensure that they are agreed upon including:

whether short-listed applicants will be required to conduct a presentation and/or

present for interview etc.

· Remind all members that promotion papers and the process is confidential.

· Ensure that any potential conflicts of interest have been raised and dealt with satisfactorily.

Review of applications received 


· Check that  Committee members have two external referee reports for each applicant and a Head of School report.
· Check that Committee members have two assessor reports for each applicant.

Assessment Process

· Ensure that Committee members are available for any training arranged by Human Resources.

· Acknowledge that you are accountable for any equity issues in relation to the committee process and decision.

· Ensure that Committee members have sufficient information or the appropriate contextual knowledge to make a reasonable judgement. If not, determine what other information or assistance is needed.

· Clarify whether the Committee wishes to invite the applicant’s Head of Department or another person to provide

information or clarification (note: should the Committee deem that this introduces new information into the

process, the applicant will be provided with that information and given the opportunity to respond in writing).

· Ensure that all Committee members contribute to the discussion on each applicant.

· Ensure that Committee recommendations are made in the following context:

1.  Fair and evidence based assessment of merit,

2.  Maintains academic standards, particularly in teaching and research, scholarship and creative activity,

3.  Consistent with the University wide interpretation of classification standards,

4.  Equitable and timely.

· Ensure that a consensual decision has been reached on the recommendation of each application.

· Ensure appropriate feedback has been discussed in order for the Executive Dean to meet with the unsuccessful candidate. 

