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Academic Promotion Procedure 
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1. PURPOSE 

To outline the process for promotion of academic staff to ensure consistency, transparency and fairness. 

2. SCOPE 

This procedure applies to all continuing and fixed-term academic staff, whether full-time or part-time, who 

seek promotion to: Level B (Lecturer), Level C (Senior Lecturer), Level D (Associate Professor) or Level E 

(Professor).  

This procedure does not apply to: 

• casual academic staff, or 

• honorary appointees, except Conjoint title holder as per the Honorary Academic Titles Policy. 
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3. DEFINITIONS 

Definitions specific to this Procedure are contained in the accompanying Policy.  

4. PROCEDURE 

Academic promotion process
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Applicant consults with supervisor/ HOD

Applicant prepares application

Head of Department prepares Head of Department Report 

Applicant submits application to HR by closing date

Promotion to Levels B and C

Faculty Promotion Committee reviews application

Promotion to Levels D and E

Faculty Promotion Committee reviews applications

Faculty Promotion Committee interviews all applicants Faculty Promotion Committee interviews all applicants

University Promotion Committee reviews applications 
and interviews Executive Deans

Applicants are notified of outcome by Chairs

Promotion effective 
date

 

4.1. PROMOTION ROUNDS 

There is one promotion round per calendar year. The due dates for completed applications to be received by 

Human Resources will be announced in December each year for the following year.  

4.2. PREPARING TO APPLY 

Applicants should discuss their intention to apply for promotion with their academic supervisor and Head of 

Department. Applicants considering applying for promotion to Level E should discuss their intentions with the 

Executive Dean.  
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An applicant from a non-Faculty area will be required to consult with their supervisor or Head of Office to 

nominate the Faculty most suitable to assess the application. The applicant will advise the Academic 

Promotion Coordinator of the nominated Faculty relevant to their discipline.  

4.3. APPLICATION 

For applications to be considered complete, all application documents must be submitted to Human 

Resources by 5pm on the application closing date.  

Incomplete or late applications will not be considered. 

Application documents for promotion 

Document Prepared and submitted by Format 
Application for promotion  
(1 page standard HR Form) 

Applicant By email/system  

Case for promotion  
(Standard template)  

Applicant By email/system 

CV (free-form) Applicant By email/system 

Head of Department Report 
(Standard template) 

Prepared and signed by HOD 
Signed and submitted by the applicant 

By email/system 

Supporting evidence  
(If desired – not mandatory) 

Applicant By email 

Specific requirements for each application document are outlined below. 

4.3.1. APPLICATION FOR PROMOTION 

The Application for Promotion is a short standard HR Form which includes key details about the application, 

including the level of promotion applied for and the points claimed in each of the five criteria for promotion 

(i.e. discovery, teaching, application, integration and leadership/citizenship). A maximum of 3 points can be 

claimed in any category.  

4.3.2. CASE FOR PROMOTION 

The Case for Promotion must illustrate how the applicant meets the criteria for promotion specific to the level 

to which promotion is sought. The Case for Promotion must explain the quality and impact of the 

achievements claimed. As far as possible, evidence should be externally validated.   

The Case for Promotion must be presented in a maximum of 8 numbered A4 pages in 12 point font.  

4.3.3. CURRICULUM VITAE 

The CV provides a factual summary of the applicant’s career achievements and should provide details of 

chosen referees (see 4.3.4 below). There is no prescribed form and applicants are reminded to make career 

achievements as accessible as possible for the review panel. 

4.3.4. REFEREES  

Applicants for promotion are required to provide the name of referees as per the requirements set out below.   

Promotion Level  Minimum Requirements 

Level B and C  At least three (3) peers with whom the applicant currently works (or has recently 
worked – in the last 12 months) in the department, faculty, the University, the 
sector (including other Australian or International universities) or in industry. 
Referees must have direct and recent experience working with the applicant and 
have knowledge of their work.  

 At least two (2) academics with experience and esteem in the applicant’s 
discipline. Referees must have knowledge of the applicant’s work.   

Level D and E  At least three (3) peers with whom the applicant currently works (or has recently 
worked – in the last 12 months) in the department, faculty, the University, the 



 

Last updated: 23 November 2016    4 

sector (including other Australian or International universities) or in industry. 
Referees must have direct and recent experience working with the applicant and 
have knowledge of their work. 

 At least three (3) academics with experience and esteem in the applicant’s 
discipline. Referees must have knowledge of the applicant’s work.  

 At least three (3) junior colleagues or students who can speak to the applicant’s 
leadership and mentorship 

 

There is no requirement to provide referee reports. Similar to a recruitment process, referees will be 

contacted by Human Resources to complete a reference for the applicant. At least 75% of the named 

referees must complete the reference within the required timeframe (2 weeks) in order for the promotion 

application to proceed.  

Applicants should not provide referees with whom they have a familial or personal relationship. Professional 

friendships and collegial relationships are normal and expected.   

It is the responsibility of the applicant to obtain the referee’s agreement to provide a reference before 

submitting their application.  

4.3.5. HEAD OF DEPARTMENT REPORT 

The Head of Department Report is prepared by the Head of Department or, for non-faculty applicants by the 

relevant Head of Office.  

Where the Head of Department is applying for promotion, the Head of Department is to consult with the 

Executive Dean. The Executive Dean will nominate another member of staff to assume responsibility for 

completing the Head of Department Report. 

The purpose of the Head of Department Report is to:  

• detail the standards of performance expected of academic staff in the department; and 

• consider the applicant’s performance against these standards (relative to opportunity, workload 

allocation and nature of appointment).  

 

The HOD report is not a reference for the applicant. 

It is the responsibility of the applicant to: 

• advise the Head of Department of their intention to apply in the current round; 

• provide the Head of Department with a copy of their application, and 

• provide the Head of Department with sufficient time for the preparation of the Head of Department 

Report. 

If the applicant does not agree with or wishes to clarify the comments made by the Head of Department, the 

applicant may provide a response to the Head of Department Report and submit it with their application.  

4.3.6. ADDITIONAL EVIDENCE 

Applicants are not required to provide supporting documentation or materials to support the claims made in 

the Case for Promotion or the details provided in the CV as part of their application.  However, applicants 

may wish to include three to five pieces of evidence with their application.  

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. Applicants are 

encouraged to ensure that their information is up to date in the Research Management System as it may be 

referred to by the Committee during the process.  
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4.3.7. EXTERNAL ASSESSOR REPORT FOR LEVEL E APPLICANTS 

All applications to Level E are assessed by an external assessor. The External Assessor Report is a written 

report prepared by a discipline expert who can provide an objective independent assessment of the 

applicant’s standing in their field of expertise. 

The External Assessor Report is confidential to the Promotion Committee and official observers, and will not 

be shared with the applicant.  

The external assessors must: 

• be external to Macquarie University; 

• have international standing in their discipline area; and 

• be at the level of Professor or an appropriate equivalent standing if outside of the academy. 

The external assessor must not be the applicant’s referee.  

 

The Head of Department is to provide to HR a ranked list of at least three discipline experts on the External 

Assessor Nomination Form. HR will contact the Head of Department upon the receipt of a Level E 

application to request nominations. 

Where the Level E applicant is also a Head of Department, the Executive Dean will identify another member 

of staff to assume responsibility for nominating the discipline experts.  

HR will then choose an assessor on the basis of availability.  

The Academic Promotion Coordinator will:  

• be the contact point for communication with assessors; 

• provide assessors with a copy of the applicant’s case for promotion and CV; 

• request for the assessor’s considered opinion on the quality and impact of the applicant’s work within 

their discipline or field; and 

• circulate the completed external assesses report to the Level E Promotion Committee. 

4.4. ASSESSMENT OF APPLICATIONS 

Applications for levels B and C will be considered by a relevant Faculty Promotion Committee (FPC).  

Applications for levels D and E will be considered by a relevant Faculty Promotion Committee and a 

University Promotion Committee (UPC), as per the table below.  

Level of promotion FPC UPC 

B X - 

C X - 

D X x 

E X x 

4.4.1. FACULTY PROMOTION COMMITTEE 

Terms of reference 

The role of the FPC is to review the applications for promotion for the relevant faculty in accordance with the 

Academic Promotion Policy, interview applicants, and make recommendations as to which applicants should 

be promoted and which applicants should not be promoted: 

• In the case of applications for promotion to Levels B and C, the FPC is required to make 

recommendations to the Vice-Chancellor.  

• In the case of applicants for promotion to Levels D and E, the FPC is required to make 

recommendations that will be further considered by the UPC.  
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Composition 

The FPC shall have the following membership: 

1. Executive Dean Ex Officio (Chair) 

2. Associate Dean or Head of Department from the faculty 

3. External academic member from another faculty 

4. Member of Academic Senate 

5. Academic member from the faculty  

6. Academic member from the faculty 

7. Academic member from the faculty.  

 

The following composition requirements apply:  

• The term of office for members, except ex officio, is two (2) years. 

• All members must be at least at the same academic level as that to which promotion is sought and no 

lower than Level C.  

• All FPCs must include male and female members with gender balance as far as possible. 

• The Executive Dean should make every effort to have appropriate representation from different 

discipline areas.  

Process 

The FPC will review all applications in accordance with the Academic Promotion Policy.   

The FPC will interview all applicants for promotion. The relevant Head of Department may also be invited to 

the committee meeting to address the committee (with or without the applicant present).   

The FPC may request additional evidence from applicants. The FPC should provide advance notice of the 

need to view additional evidence.  

All FPC members must vote either for or against a promotion for each applicant. The vote is by secret ballot, 

however the outcome must be known and recorded. If there are more than three negative votes, the 

applicant will not be recommended for promotion.  

The Chair will prepare a report including: 

• recommendations to promote or not promote for each applicant; and 

• reasons for the recommendations with reference to the relevant criteria.  

 

4.4.2. UNIVERSITY PROMOTION COMMITTEE 

Terms of reference 

The primary role of the UPC is to consider the applications for promotion to Levels D and E together with the 

recommendations from the corresponding FPCs, and to make a recommendation to the Vice-Chancellor as 

to which applicants should be promoted and which applicants should not be promoted.  

Composition 

The UPC for Level D shall have the following membership: 

1. DVC (Academic) – Chair, ex officio 

2. DVC (Research), ex officio 

3. Chair, Academic Senate, ex officio 

4. external academic member from another university 

5. academic member from the Faculty of Arts 

6. academic member from the Faculty of Business and Economics 

7. academic member from the Faculty of Human Sciences 
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8. academic member from the Faculty of Science and Engineering 

9. academic member from the Faculty of Medicine and Health Sciences. 

 

The UPC for Level E shall have the following membership: 

1. Vice-Chancellor (Chair), ex officio 

2. DVC (Academic), ex officio 

3. DVC (Research), ex officio 

4. Chair, Academic Senate, ex officio 

5. external academic member from another university 

6. academic member from the Faculty of Arts 

7. academic member from the Faculty of Business and Economics 

8. academic member from the Faculty of Human Sciences 

9. academic member from the Faculty of Science and Engineering 

10. academic member from the Faculty of Medicine and Health Sciences. 

The following composition requirements apply for all promotion committees:  

 The term of office, except for ex officio members, is two (2) years. 

 All members must be at least at the same academic level as that for which candidates are being 

considered.  

 A staff member cannot be a member of both the FPC and UPC for the same level. 

 Executive Deans are excluded from UPC membership.  

 All UPCs must include male and female members with gender balance as far as possible. 

 

Process 

The UPC will review all applications and the recommendations from the FPC.  

The UPC may interview Executive Deans of the relevant faculties and/or the relevant Heads of Department, 

individually. The purpose of interviews will be to clarify issues and respond to questions by the UPC 

members. 

The UPC will make a recommendation to: 

 promote; or 

 not promote. 

A vote will be taken as to whether or not each applicant should be promoted. The vote is by secret ballot, 

however the outcome must be known and recorded. If there are more than three negative votes, the 

applicant will not be promoted. 

If the UPC’s resolutions differ from the recommendations of a FPC, the Chair of the UPC should provide 

feedback to the Chair of the FPC. 

Is it necessary to explicitly state that the UPC’s decision is the final decision? 

4.5. OUTCOME NOTIFICATION 

Promotion Committee Chairs must advise the outcome of the promotion process face-to-face, by telephone 

or email as soon as possible, and ideally within 24 hours, following the last meeting for each academic level, 

in the following order:  

 

Where an applicant is 

in a Faculty 

Level B and C • Head of Department 

• Applicant 

Level D and E • Executive Dean – why not HOD? They need to budget the 

promoted salary 

• Applicant 

Where an applicant is All levels • Relevant Head of Office / Dean, MGSM 
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from a non-faculty 

area (a central Office 

or MGSM) 

• Applicant 

 

HR will prepare formal outcome notification letters for each applicant. 

 

Unsuccessful applicants are encouraged to meet with the Promotion Committee Chair (or a nominated 

Promotion Committee member) individually to discuss feedback.  Applicants should use this advice, in 

consultation with their performance supervisor, when revising Performance Development and Review plans. 

Applicants are unlikely to be successful in subsequent promotion rounds unless they have addressed 

recommendations from the Promotions Committee.  

4.6. APPROVALS AND EFFECTIVE DATE OF PROMOTION 

The Vice-Chancellor has the authority to review and endorse the determination of the Promotion Committees 

for all academic levels.  

The effective date of promotion to each level will be announced in December every year for the following 

year.  

4.7. APPEALS  

Applicants may appeal against the decision of the Promotion Committee only when: 

 the published academic promotion procedure was not followed; and  

 this failure had a material effect on the decision not to recommend promotion.  

The Promotion Committee’s assessment of the academic merit of an application is final and will not be the 

subject of appeal.  

To appeal the Promotion Committee decision, an applicant must:  

 seek advice and further information, as necessary, directly from the Chair of the Promotions 

Committee on the reason(s) for the decision not to approve the application for academic promotion; 

 detail the allegations that may demonstrate that the University failed to follow the procedures set 

down, that this failure had a material effect on the decision not to recommend promotion, and that, as 

a consequence, the case should be reheard; and 

 submit the appeal in writing to the Director, Human Resources, with the necessary supporting 

information, within 20 working days after receipt of notification of the outcome of the original 

application. 

In exceptional circumstances, such as illness or misadventure, the applicant may request an extension to the 

20 working day appeal submission deadline. The Deputy Vice-Chancellor (Academic) will receive such 

request via the Director, Human Resources, and will make a decision on whether the documented 

exceptional circumstances warrant an extension.  

HR will convene a Committee for appeals that meets the requirements set out in this Procedure.  

Membership of the Appeals Committee will comprise:  

 a Chair nominated by the Vice-Chancellor; 

 the Deputy Vice-Chancellor (Academic), or nominee if the Deputy Vice-Chancellor (Academic) was a 

member of the associated Promotion Committee; and 

 two (2) academic Level E staff members. 
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HR will provide the Appeals Committee with copies of: 

 written statements from the applicant; 

 written statement from the Chair of the associated Promotion Committee(s) and any other person the 

Appeals Committee considers relevant to the conduct of the appeals process; and 

 all promotion application documents submitted to the Promotion Committee(s).  

The Appeals Committee will review the documentation and will make a written determination to the VC, 

giving reasons as to why the appeal is to be: 

 dismissed; or 

 upheld. 

The Appeals Committee will refer an upheld decision back to the original Promotions Committee for 

reconsideration, through the Director, Human Resources. 

The Vice-Chancellor will review and endorse the determination of the Appeals Committee. The Vice-

Chancellor’s decision is final.  

4.8. OUT OF ROUNDS PROMOTION 

There may be legitimate circumstances when a promotion needs to occur outside of the normal promotion 

cycle.   

 

An out of rounds promotion application will be permitted in circumstances of:  

 retention in response to a credible written employment offer at a higher level from a competitor 

institution; 

 retention of high performing academic staff identified as flight risk, regardless of whether or not there is 

an employment offer from a competitor institution. 

An out of rounds promotion application should include: 

 a brief case specifying the exceptional circumstances, level of promotion requested, and if the 

application for promotion will be made in the upcoming round or as an out-of-round promotion; 

 applicant’s CV; and 

 relevant supporting documentation, e.g. job application and letter of offer from the relevant institution 

or references from external experts in the same discipline.  

The business case for promotion must be completed and endorsed by the Head of Department and relevant 

Executive Dean. 

 

Completed applications must be submitted by the Executive Dean to the Director, Human Resources; the 

Deputy Vice-Chancellor (Academic); and the Deputy Vice-Chancellor (Research) for approval.  

4.9. SPECIAL LEAVE 

There may be legitimate circumstances where there should be an exception to the standard rules in this 

Policy.  

 

An applicant may seek special leave when:  

 The applicant has worked for less than 12 months’ at Macquarie University 

 The applicant is seeking accelerated promotion to a level that is more than one level higher than their 
current level (e.g. seeking promotion from level B to level D) 

 The applicant is seeking promotion to several levels at the same time 

 The applicant otherwise does not satisfy the requirements of this policy to apply for promotion 

(excluding casual and honorary appointments)   
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A special leave application should include: 

 a brief case specifying the exceptional circumstances as to why the standard rules should not apply 

and level of promotion requested; 

 applicant’s CV; and 

 relevant supporting documentation (if applicable). 

A special leave application must be endorsed by the Head of Department and relevant Executive Dean. 

Completed applications must be submitted by the Executive Dean to the Director, Human Resources; the 

Deputy Vice-Chancellor (Academic); and the Deputy Vice-Chancellor (Research) for approval.  

The application for special leave will be considered jointly by the Director, HR, the DVC (Academic) and the 

DVC (Research). If special leave is granted, the application for promotion can be lodged and considered 

through the normal application process. Granting special leave does not mean that the application for 

promotion is approved.  

 

If special leave is not granted, the Director, Human Resources will advise the applicant and provide reasons 

for the decision. The decision is final and is not subject to appeal.    

5. ROLES AND RESPONSIBILITIES 

Below is a summary of the key responsibilities of those involved in the academic promotion process. The 

information below does not repeat each and every responsibility referred to in this Procedure.  

5.1. APPLICANT 

 Discuss plans for applying for promotion with their academic supervisor and/or relevant Head of 

Department. 

 Ensure eligibility requirements are met before applying for promotion. 

 Provide their Head of Department with sufficient time to review application and complete the Head of 

Department Report. 

 Liaise with nominated referees, including to advise them of the application timeframes. 

 Submit application in accordance with advertised timeframes and requirements set out in the 

Academic Promotion Policy and Procedure. 

 Make him/herself available to attend an interview for promotion.  

5.2. ACADEMIC SUPERVISOR 

 Provide guidance, information and feedback to staff under supervision in relation to the timing of their 

application for promotion. 

 Engage with the performance development and review process with academic staff under supervision. 

5.3. HEAD OF DEPARTMENT 

 Where a Head of Department is also the applicant’s academic supervisor, they are responsible for: 

- providing guidance, information and feedback to staff under their supervision in relation to the 

timing of their application for promotion; and 

- engaging with the performance development and review process with academic staff under their 

supervision. 

 Review the application for promotion and complete the Head of Department Report. 

 Provide information and/or evidence to supplement an application, if requested by the Promotion 

Committee. 

 Normally participate in the process of providing feedback to unsuccessful applicants, as required by 

the Chair of Promotion Committee.  

5.4. EXECUTIVE DEAN 
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 Act as Chair of the Faculty Promotion Committees.  

 Provide information and/or evidence to supplement an application if requested by the University 

Promotion Committee. 

 Provide feedback to unsuccessful applicants to Levels B and C, and participate in the process of 

providing feedback to unsuccessful applicants to Levels D and E as requested by the Chair of the 

Promotion Committee. 

5.5. CHAIR OF PROMOTION COMMITTEE 

 Ensure applications for promotion are assessed by the relevant Promotion Committee in accordance 

with the Academic Promotion Policy and Procedure. 

 Notify applicants for promotion of the outcome of their application. 

 Provide feedback to unsuccessful applicants for promotion. 

5.6. MEMBERS OF THE PROMOTION COMMITTEE 

 Review all material provided 

 Keep information confidential 

 Disclose any conflict of interest 

 Make an objective and impartial assessment as to the merit of the case 

5.7. HUMAN RESOURCES 

 Coordinate the promotion process in accordance with the Academic Promotion Policy and Procedure.  

5.8. VICE-CHANCELLOR 

 Review and endorse the determination of the Promotions Committees for all academic levels.  

6. KEY RELATED DOCUMENTS 

Academic Promotion Policy 

Academic Promotion Criteria Schedule 

Honorary Titles Policy and Procedure 

Forms and templates 

7. NOTES 

7.1 Contact Officer Academic Promotion Coordinator, Human Resources 

7.2 Implementation Officer Director, Human Resources 

7.3 Approval Authority / Authorities Director, Human Resources  

7.4 Date Approved  

7.5 Date of Commencement  

7.6 Date for Review 
The standard review period is 3 years.  Indicate a shorter review period if 

required. 

7.7 
Documents Superseded by this 

Procedure 

List any policy documents or previous authority superseded by this 

procedure. 

7.8 Amendment History The Policy Unit will complete this section as required. 

 


