
Adjunct Process (Div EAS HR)

Local Area completes ‘Honorary Academic Title 

(Adjunct) Application Form and submits to  School 

Board for approval – see *Important Note*

Approved? NO

YES

Local Area makes necessary 

changes to form OR advises 

applicant that the Adjunct 

application is not supported

Division Executive Officer distributes the adjunct 

application and CV to Division Executive for approval

HR checks the ‘Adjunct Application’ for completed and 

accurate information then sends to the Division Executive 

Officer

Approved? 

YES

NO

Is it Associate 

Professor/Professor 

level ?

Council Services & 

Chancellery distributes the 

Adjunct Application and CV to 

the Senior Honorary Titles 

Committee for Approval

NO

Division Executive 

Officer provides 

confirmation of 

approval to Div-

EAS-HR 

Division Executive Officer 

creates a ‘Memo to the Senior 

Honorary Titles Committee’ 

with PVC Approval and sends 

it to Div-EAS-HRTeam 

HR creates the Adjunct Relationship Deed (ARD) and arranges 

for PVC to sign the ARD. Creates Cover Letter ‘Confirmation of 

New Adjunct’ and sends the letter to the Adjunct for signing, 

together with the ARD and the Adjunct ‘Quick Guide’ 

YES

Approved? NOYES

Council Service & 

Chancellery send 

Confirmation of Approval 

to DIV-EAS HRTeam with 

a CC to the Executive 

Officer 

Council Service & 

Chancellery send 

Notification to HR  

that application has 

not been approved 

with a CC to the 

Executive Officer 

Adjunct signs ARD and returns to Div-

EAS-HR for finalising

HR completes 002adj form and sends to payroll.

Then emails confirmation to school that Adjunct Relationship is approved 

with a reminder that the School/Institute will need to arrange IT access 

<START HERE>

Division Executive 

Officer provide 

notification to HR 

HR provides 

notification to the Local 

Area

HR sends the memo to 

Council Services & 

Chancellery (with the Adjunct 

Application and CV attached)

Local Area send the application together with the 

applicants CV to Div-EAS-HRTeam 

HR advises the Head of 

School/Local Area that 

the Adjunct Application 

is not supported 

*Important Note* 

Significant delays may 

occur during this process if 

the application form is not 

complete and accurate, as 

the committee will be 

required to call for further 

information.

Pro Vice Chancellor and Vice 

President Approval

Approved? 

YES

NO

http://www.unisa.edu.au/eas/humanresources/resources%20for%20staff.asp
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