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Procedure Statement

This procedure sets out the application process to be followed in relation to
Purpose . .

academic promotion at UNSW.
Scope All academic staff eligible to apply for promotion
Are _Local Doguments onthis | [ Yes, however Local Documents must be consistent with this (]
subject permitted? University-wide Document
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1. Consultation with the Dean and Head of School

Staff should seek advice from their Head of School before initiating an application for promotion.
Deans and Heads of School cannot withhold an application for promotion.

Applicants should consult with the Dean if they believe that special circumstances are relevant for a fair
assessment of their application.

Staff members who are currently at the Senior Lecturer Level (Level C) or Associate Professor and are
considering future promotion to the higher levels need to consider that the criteria for a successful
promotion requires an Outstanding level of performance in one of the key pillars of performance. As such
consultation with both the Head of School and the Dean is particularly important in terms of future career
strategy and progression.

2. Head of School Report

It is the responsibility of the applicant to ensure that a copy of the application is given to t eaof

) lication is
submitted. In unusual circumstances (e.g. the applicant is the Head of School, e Mead of
School is a recent appointee), it may be more appropriate for someone else g€ previous

Head of School) to write the report.

The applicant has the right to view and sign the Head of School repo icant may provide
written comments to the Head of School report. Any such comments signed by both the
applicant and the Head of School and attached to the initial reggrt. ad of School should not
provide a counter response to the applicant’s comments.

The applicant may choose to waive the right to view the Hea
Promotions Committee (and the University Promotions &
whether the Head of School report has or has not been

ool‘s report. The Faculty
relevant) will be informed as to

The Head of School report will not be made a

Heads of School are required to use the Head @k Schoolreport template that can be accessed on the HR
website. The report is expected to addrgss the o i

2.1. Research

o What would be expected i sdfbline in terms of quality and quantity of publications and how
the applicant has perform iggfhe context of the nature of the role (the expected core
activities) L 4

o What woul & in the discipline in terms of Higher Degree Research supervision and how

the applica rimed
e What w cted in the discipline in terms of research grant funding and how the applicant
has

jon concerning an applicant’s role in joint publications, research grants and Higher
search student supervision and if relevant an applicant’s individual contribution to
laborative team efforts

e evidence of impact, recognition and leadership within UNSW

e The evidence of impact, recognition and leadership at the national and international level. National
recognition is often felt to be commensurate with Level D and international recognition expected at
Level E.

2.2. Education

o What would be expected within the School in terms of teaching and how does the
applicant’s contributions compare to expectations in the School and globally — this might
include the range and amount of teaching including, whether they are teaching courses judged to
be difficult or challenging
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What is the standard of the applicant’s teaching? — this might include comments about course
design and assessment, innovation, use of technology

The effectiveness of the applicant’s teaching, for example, as shown through student feedback,
summative peer review, and in terms of student achievement

What action the applicant has taken to develop their teaching in response to this feedback, as well
as through involvement in development activities

Evidence of impact, recognition and leadership within UNSW

Evidence of impact, recognition and leadership at the national and international level. National
recognition is often felt to be commensurate with Level D and international recognition expected at
Level E. Although it should be recognised that the visibility of achievements in Education be
different from achievements in Research.

2.3. Social Engagement, Global Impact & Leadership

The applicant’s achievements and contributions in social engagement, global i d
leadership roles

There is an expectation that all applicants for promotion (irrespective velWwill have made a
contribution to the governance, strategic direction and planning, capa bui'@ng and/or
development of inclusive cultures within UNSW

Community engagement through contributions to local, natj | communities and/or
through building partnerships with industries, with Governflient o@wiih other organisations

ent in the governance of
h or other activities and/or through
ommunity

Contribution to the profession and or discipline thro )
professional bodies; editing, refereeing, evalug

contribution of professional or disciplinar
Contribution to the learning and teaching e gt within UNSW, nationally and internationally

Specific contributions to the UNSW 5 Strated
leadership, social justice, and part etc

, in areas including knowledge transfer, thought

Contributions to School, Fac rsity “citizenship” through committee membership, taking
on executive roles, contribu oflorking parties, contributing to and driving Open Days and
outreach act|V|t|es indust ent; community engagement etc.

2.4. The Standln rees

As part of the I report, the Head of School is asked to provide a brief written summary
on the standi e re ees nominated by both the applicant and those provided to the Dean (the list
of indepen

2.5.

(o]

tary Head of School Report (optional)

confidential referee reports solicited by Human Resources, the Head of School may
ritten supplementary report to the Faculty Promotions Committee if they wish to comment
ny issues raised in the confidential referee reports.

3. Referees reports

3.1.

Applicant Referees

Applicants should discuss with their Head of School the referees that they propose to
nominate

Applicants should seek the concurrence of referees before confirming the nomination of
referees and should provide their nominated referees with a copy of their application

The Head of School, Dean or anyone directly involved in the assessment process may not be
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nominated as a referee

e Applicants for promotion to Lecturer and Senior Lecturer should provide the names and contact
details of two (2) people who may act as referees

o Applicants for promotion to Associate Professor should provide the names of two (2) people
who may act as referees and all referees nominated by the applicant must be external to the
University

e Applicants for promotion to Professor should provide the names of three (3) people who may act
as referees. All referees nominated by the applicant must be external to the University.

3.2. Independent Referees nominated by the University

e For an application for promotion to Lecturer and Senior Lecturer, the University, the
recommendation of the Dean, will invite one additional referee who would be provide
independent and authoritative advice on the application

mendation
independent

e For an application for promotion to Associate Professor, the University,
of the Dean, will invite two additional referees who would be able t
and authoritative advice on the application

e For an application for promotion to Professor, the University, on ti@re@mmendation of the
Dean, will invite three additional referees who would be p@®Vide independent and
authoritative advice on the application

e The Head of School will prepare, for the Dean’s cgf#Ste a panel of suitable referees.
The panel should include a minimum of twg promotion to Lecturer and Senior

e The applicant should have
been provided to the Dea

l@¥Comment on the suitability of the referees that have
ad of School.

e The Dean will deggerngige Which referees are chosen from the list provided by the Head of

School and will enS@ge ppropriate referees are selected in terms of providing an
independegla of an application

e The emphasi on eWisuring that appropriate and suitably qualified independent referees are
obtained(usu ot former supervisors) with the greatest weight given to those independent
refe m hly recognised peer universities or equivalent institutions

[in ndent referees for promotion to both level D and E must be external to the University

n will advise the Academic Promotions Manager of the name and contact details of the
feree/s selected from the panel

he applicant should not be advised of the Dean’s final selection/selections.

3.3. Viewing of Referees Reports

e Reports from referees will be requested in confidence

e The Head of School and applicant’s observer may view all referee reports prior to attending a
Faculty Promotion Committee meeting

e The referee reports will be made available to such appropriate people by the Academic
Promotions Manager
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e Copies of the reports will again be made available to the Head of School and applicant’s
observer at the interview

o Referee Reports are strictly confidential and members of promotion committees, as well as others
who have the right to view such reports are bound by confidentiality. Under no circumstances should
the contents of confidential referee reports be discussed or made available to applicants.

3.4. Testimonials

Unsolicited personal references and letters of support, aside from those references specifically
requested by the University, will not be considered. Including additional unsolicited letters of support in
an application may detract from the overall assessment of the portfolio and is not recommended.

4. Format of the application
The application should be presented in the following sequence:

1. Completed Application for Academic Promotion Summary form (Form A)

at best
ngagement,

2. The pro-forma executive summary page that highlights the key areas of ¢
illustrate the quality and impact of the applicants’ research, educa
global impact and leadership contributions

3. The case for promotion (10 page maximum of which the Exegutive
page)

e The case for promotion will include a research, educ@tion, $bcial engagement, global impact
and leadership case

mmary page is the first

work and the balance of their
ch, education, social engagement, global

e Applicants should clearly outline the co
contributions across the three key pil
impact and leadership

e Academic staff who have formal ®@gching reSgonsibilities are required to include in their
promotion application a minim
latest versions must be submitt®

e The summative peer rep aching, which may also include a rejoinder, will be sent to the
Academic PromotionsWa y the Office of the Pro-Vice Chancellor Education to be

p®¥ with pages numbered; the application should not be bound but held

togethe ck clip or paper binder

o Eviddlice s be provided within the body of the application to substantiate claims of
it mpact of contributions made

t ISRt necessary for applicants to provide a folder of supporting documentation or materials,
ver, applicants may be called upon at the time of their interview to provide a particular
source of evidence or supporting material, for example, a particular research publication or
teaching evaluations

e Applicants will be informed in advance of the Faculty Promotions Committee meeting if such
supporting evidence is required.

4. Completed Research and Educational Activities Form (Forms B) — Both Form A and B are not
included in the case for promotion page limit.

e The Head of School report, the confidential referee reports as well as summative peer review
reports of teaching are added to the application by the Academic Promotions Manager.
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5. Submitting the application

Academic promotion applications must be submitted in hard copy to the relevant Dean’s unit by the
due date.

Applicants are also required to send an electronic copy of their application (the 10 page application
along with Form B only) to the Academic Promotions Manager in Human Resources.

It is the responsibility of the Dean’s unit to ensure that the application has been signed by the Dean
and that the appropriate number of independent referees (depending on the level of promotion) has
been provided.

The Dean’s unit will ensure that all applications that have been received are submitted to the
Academic Promotions Manager within two working days after the official closing date.

6. Decision-Making Process

This section sets out the Faculty and University decision-making process followed i uls, "o}
academic promotions at UNSW.

6.1. Faculty Promotion Committees (FPC)

In the case of applications for promotion to Lecturer and Senior Lectu theQgPC is required to
make recommendations, with justification, to the Deputy Vice-Chanc ademic as to which
applicants should be promoted and which applicants should notbe pfEno

In the case of applications for promotion to Associate Profes ssor, the FPC is required to
make recommendations which will be further considered by @ Univgrsity Promotions Committee that
will make recommendations, with justification, to the Dep -Clgancellor Academic in the case of
ofessor as to which applicants

¢ At least two members ul fve expertise in reviewing contributions to education.

L/
e At least one (1gam from another Faculty or from another University and approved
i hancellor Academic, whose term of office is for a maximum of two (2)

ith the exception of ex-officio members, the Dean should make every effort to
representation is included from an applicant’s broad subject area.

by the Dep C
years.
o Al er st hold at least the same rank as that for which candidates are being
C red.
ure

esiding Member may co-opt to the committee one further member to ensure
representation from the applicant’s broad subject area, where this is not achieved through the
normal membership.

¢ It may not be possible to constitute a Faculty committee where all applicants’ broad subject
areas are represented, but in special cases where an applicant believes that this is necessary,
then prior consultation with the Dean should be undertaken.

e All committees must include a mix of genders. At least one-third of the FPC should be female
and at least one-third of the FPC should be male.

e No member of an FPC, other than the Dean, may serve consecutive terms. However, at the
discretion of the Dean, a member (or members) may be appointed to serve an additional term in
order to maintain a degree of continuity within the committee membership.

e The Presiding member of the FPC must indicate if any FPC member has a real or perceived

Academic Promotions Procedure Page 6 of 7
Version: 2.1 Effective 21 January 2019 to 4 March 2019



conflict of interest with any applicant. The Presiding Member must appropriately manage that
conflict of interest and document how the conflict of interest is managed.

e A quorum for an FPC is five (5).

Terms of Reference
The FPC will take into account:

e the application documents and any additional materials referred to and made available by the
applicant;

e the Head of School report; and
e confidential reports from referees.
Process
¢ All applicants are provided with the opportunity to be interviewed by the FP

e Members of FPC must provide advance notice of the need to view evid fic
questions that they may have for candidates.

o This is particularly important when some facts in the applicatiof@ee e clarified e.g. the
number of citations or number of students in a course.

o Both the Head of School and the applicant will receiv qugStions at least one day prior
to the interview.

e Applicants may nominate another member of thg fStaff of the University, who has
knowledge and expertise relevant to the [or: attend the interview with the Head of
School as an observer.

o anominated referee is not permi gl as an observer. The Head of School and
observer are not advocatg permitted to introduce new information nor

o The Head of School and 1 ver will meet with the Faculty Promotions Committee
before, during and iew and may take part in the committee discussion but
must not be presgn nfMoting on applicants is conducted.

e Where an aMic ha@ nominated a colleague to attend the interview, then the nominated
colleague must wa@ble to attend the applicant’s scheduled interview in person. No
provisiog Wwij Ne for a nominated colleague to be involved in the interview process

ce in person.

e The rovides applicants with an opportunity to further their claims for promotion
a mefbers of the promotion committees with an opportunity to seek explanations or
fica on matters within a promotion application from the applicant and /or Head of

In the event that applicants receive significant information that they believe is relevant to their
application, after they have submitted their application but before the Faculty Promotion
Committee convenes, they may present an update of no more than one page to the
Presiding Member of the promotion committee at the time of the interview.

e Applicants who are off campus or otherwise unable to attend a prearranged interview have the
option of:

o agreeing to be considered in absentia
o returning to UNSW for the interview at their own expense

o being interviewed by conference telephone or video conference at the expense of the
Faculty
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o deferring their application until a new round when they are available for interview.

e All FPC members must vote either for or against a promotion for each applicant. The vote
is by secret ballot but the outcome must be known and recorded.

o For applicants to Lecturer and Senior Lecturer, no more than one member of the FPC
may vote against promotion for the FPC to recommend promotion.

e For applicants to Associate professor or Professor, no more than two members may vote
against promotion if the FPC is to recommend promotion.

e The FPC reserves the right to consider other data or relevant information beyond the
application, such as, the outcome of grant applications, recent teaching evaluations_or the
assessment of a relevant Faculty Tenure Appointment Committee.

The FPC Report

The Presiding Member, on behalf of the FPC, must prepare a list of applicants and indicag tho
recommended for promotion and those not recommended for promotion with the n ers
included.

e |tis the responsibility of the Presiding Member to provide a justific
recommendations, with reference to the relevant criteria.

e The FPC report should clearly spell out the perceived strengt eaknesses of the
application to justify the FPC recommendation.

e Particularly if the vote is not unanimous, the reason(gjffor t ded opinions should be
made clear.

e The report must be signed by all memb

f t @ Members may have a dissenting report
attached if they wish.

6.2. University Promotions Committee

The primary role of the UPC is to cons
to Professor, together with the recq

gr the appfications for promotion to Associate Professor and
e at|ons from the corresponding FPCs, and to make a
recommendation to the Deputy V|ce- or Academic for promotion to the level of Associate
Professor and to the Vice-Cha otion to the level of Professor as to which applicants
should be promoted and which ts should not be promoted.

There is an expecta%m ards required for promotion to Associate Professor and

Professor are applie across the University.
Composition \

e The UniversWg Prom@tion Committee (UPC) shall have the following membership:
o A OEputygi®-Chancellor, nominated by the Vice-Chancellor — Presiding Member (ex
j
ident, or a Deputy President, Academic Board (ex officio).

t (8) members appointed by the Vice-Chancellor including two (2) members of the
professoriate chosen in consultation with the President of the Academic Board.

o One member who is a senior member of the academic staff from another university.

¢ All members of the UPC must be at least at the level for which applications are under
consideration. However, members of the academic staff from outside the University whose
rank may be below that of the level for which candidates are being considered, but who
possess relevant special knowledge, may be included in the Committee membership.

o Except for ex officio and external members, the term of office of members of the UPC is
three (3) years.

e The term of office of the external member is two (2) years.
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¢ All committees must include male and female members. At least one-third of the FPC should be
female and at least one-third of the FPC should be male.

o Except for ex officio members, no member of the UPC may serve for two (2) consecutive
terms. However, at the discretion of the Vice-Chancellor or the Deputy Vice-Chancellor
Academic, a member or members may be appointed for to serve an additional term in order to
maintain a degree of continuity within the committee membership.

o A staff member may not be a member of an FPC and a UPC for the same promotion level.
e Deans are not eligible for membership for the UPC.
e A quorum for a UPC is ten (10).

e The Presiding member of the UPC must indicate if any UPC member has a real or perc
conflict of interest with any applicant. The Presiding Member must appropriately ma a
conflict of interest and document how the conflict of interest is managed.

Terms of Reference

There will be two (2) UPC meetings each year: One to consider applications f; I igh to Associate
Professor, and a second to consider applications for promotion to Profes Th will take into
account:

the application;

documents and materials referred to and made available b appli®ant;

the Head of School report; and

confidential reports from referees.

Process

e Deans may be interviewed by the com
issues and respond to questions Q

dually. The purpose is specifically to clarify

e A vote will be taken as to whe
three negative votes amon

applicant should be promoted. If there are more than
embers, the applicant will not be promoted.

o |If the UPC’s resolution§ad the recommendations of a Faculty Promotion Committee,
the Presiding Me the UPC will provide feedback to the Presiding Member of the
FPC.

e The Univ
informatj
applicaions.

otl®ons Committee reserves the right to consider other data or relevant
soufces beyond the application e.g. the outcomes of recent competitive grant

s and Effective Date of Promotion

up to the level of Associate Professor will be approved by the Deputy Vice-Chancellor
emic and promotions to the level of Professor will be approved by the Vice-Chancellor. The
jve dates of promotions are set out below:

Lecturer, Associate Professor and Professor: 1 January of the following year.

Senior Lecturer: 1 July of the current year.

8. Feedback to Unsuccessful Candidates

If requested, feedback will be provided by the Presiding Member of the FPC to applicants who
unsuccessfully applied for promotion to Lecturer or Senior Lecturer, and by the Presiding Member of
the UPC to applicants who unsuccessfully applied for promotion to Associate Professor or
Professor. Such feedback normally would als o be conveyed to the Head of School (for applicants
for Lecturer and Senior Lecturer and to Deans for applicants for Associate Professor and Professor).
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Feedback to unsuccessful candidates is for professional development purposes and may not be
used as grounds for appeal.

9. Appeals

There is no provision for an appeal against unsuccessful application other than in cases where the
applicant has reason to believe there has been a significant procedural irregularity.

An appeal on procedural grounds must be made within ten (10) working days of the notification of the
results of an application for promotion.

Appeals must be in writing and directed to the Vice-President, Human Resources. The appeal must
specify the alleged breach of procedures and indicate how it is perceived that the alleged br may
have influenced the promotion outcome.

The Vice-President, Human Resources, in consultation with the relevant Dean and the Dgfput
Vice-Chancellor Academic or Vice-Chancellor, will ensure that the appeal is investigated on
basis of that investigation, may determine either:

o that there was no procedural irregularity and that the appeal has beeg di sef;, or

o that there was procedural irregularity but that there is no evidence that it would
have materially affected the outcome of the application; or

o that there was procedural irregularity and that it may have mat ected the outcome of

the application. In such cases, the application will be re
Promotion Committee for reconsideration, or alternati

ba@®to the appropriate
priate action taken.

The Vice-President, Human Resources shall advise the e outcome of the appeal in writing.

There is no further avenue of appeal within the Ugixersi

10.Faculty Specific Guidelines fogpromo

A number of Faculties have provided nal discipline-specific guides to promotion and these are

available on the HR website at https:/ nsw.edu.au/employee/acad/acadprom.html .

1. Faculty of Law - Faculty sp es for promotion.

2. Faculty of Medicine - Fagu pedific guidelines for Applied Biostatistician

L 4
a
Accountabilities
A

Responsible Offj Deputy Vice-Chancellor Academic
Contact cer Manager, Academic Promotions

Y N

Supporting Information

This procedure supports the University’'s compliance with the following legislation:

Legis@tive Compliance Nil
i

Parent Document (Policy) Academic Promotions Policy

Promotion Forms
Academic Promotion Toolkit

Supporting Documents Academic Performance Expectations

Application of achievement relative to opportunity and performance evidence in
academic promotions.

Related Documents Nil
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Superseded Documents

Academic Promotions Procedure, v2.0

File Number

2017/21852

Definitions and Acronyms

No terms have been defined
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