Division of Education, Arts and Social Sciences
Prizes, Awards and Scholarships Approval Process

Academic Board (4/09) recently approved a number of recommendations concerning the administration of Division based coursework prizes, awards and scholarships.
These changes include refinement of the definition of a prize to better specify the types of prizes acceptable to the University as an appropriate recognition of academic achievement as follows:

· A prize may be established to acknowledge outstanding achievement in a course, group of courses or program

· Selection will be based on academic merit but may be restricted to certain groups of students in accordance with the University's equity objectives

· A prize may take the form of a monetary reward, equipment, book voucher or subscriptions to professional organisations

· The minimum value of all prizes should be $500, in-kind equivalent or some combination of the value of $500.

The definition of Scholarships has been separated in grants and scholarships to more clearly distinguish between those schemes that provide one-off payments and those which support students over a nominated period in a program:

· The minimum value of all grants or scholarships should be $1000 or tuition fee equivalent and funds should be committed for a minimum of three years.

This paper outlines the approval processes for:
1. All new prizes, awards and scholarships

2. amendments to existing prizes, awards and scholarships

3. and proposals to withdraw any prizes, award or scholarship
Each approval type requires approval by School Board, Division Board and Academic Board.
The University has a system (database) to assist this process and the steps are outlined below:
New Prize/Award/Scholarship
1. School to enter details on SCMS

2. Email 'draft' template to Division Manager : Academic Services for editing prior to School Board approval

3. Division Manager : Academic Services will email template back outlining any required amendments, or notifying template is OK to be submitted to School Board for approval

4. If any changes are required to template, go back into SCMS, add changes and generate amended template for submission to School Board

5. Ensure Donor/Sponsor approves details as entered on the new prize template before submission for University approval : Code of Practice: University philanthropic acitvity
6. School Board to endorse the proposal

7. Once approved by School Board, please email the endorsed proposal to Colin Smyth, Division Manager : Academic Services and Lianne Quin for lifting up to Division Board and Academic Board for approval

8. School will be notified of Academic Board approval by Division Manager : Academic Services

9. SAS extract approved prizes information from Academic Board papers and update the University's website, Medici and SCMS

Add New Prize/Award or Scholarship





Amendment Prize/Scholarship/Award:
1. School to enter details on SCMS, highlighting changes
2. Email 'amended' template to Division Manager : Academic Services for feedback prior to School Board approval

3. Division Manager : Academic Services will email template back outlining any required amendments, or notifying template is OK to be submitted to School Board for approval

4. If any changes are required to template, go back into SCMS, add changes and generate amended template for submission to School Board

5. Any amendment should be agreed with the Donor/Sponsor before endorsement by School Board

6. Once approved by School Board, please email the endorsed proposal to Division Manager : Academic Services and Lianne Quin for lifting up to Division Board and Academic Board for approval

7. The School will be notified of Academic Board approval by Division Manager : Academic Services

8. SAS extract amended prizes information from Academic Board papers and update the University's website, Medici and SCMS

Amend Prize/Scholarship or Award on SCMS:






Withdraw Prize/Scholarship/Award:

1. Generate memo via SCMS advising reason for withdrawal (attach template) - print off

2. Have withdrawal approved by School Board

3. Email memo and withdrawal template to Division Manager : Academic Services for forwarding to Division Board and Academic Board

4. School will be notified of Academic Board approval by Division Manager : Academic Services

5. SAS extract the withdrawn prizes information from Academic Board papers and update the University's website, Medici and SCMS.




Reinstatement of Prize/Award/Scholarship
Ensure sponsor/donor approves details as entered on the template before submission for University approval.  Code of practice: University philanthropic activity
· School to email SCMS asking SAS to ‘reinstate’ prize, have it identified as ‘active

· SAS to reinstate / mark on SCMS ‘active’
· Email ‘draft’ template to Division Manager: Academic Services for editing prior to School Board approval

· Division Manager will email template back outlining any required amendments, or notifying template is OK to be submitted to School Board

· If any changes required to template, go back into SCMS, add changes and generate amended template for submission to School Board.

· School Board to endorse the proposal 

· Once approved by School Board, please email the endorsed proposal to Division Manager Academic Services and Lianne Quin for lifting up for Division Board and Academic Board for approval.
· School will be notified of Academic Board approval by Division Manager Academic Services.
· SAS extract the approved prizes information from Academic Board papers and update the University’s website, Medici and SCMS.
Reinstate New Prize/Award or Scholarship





Recipient notification and award presentation:

In practice, schools notify the winners once the recipient information has been approved by Division Board (which usually occurs in March/April) each year. It is up to the school and the sponsor to agree on the arrangements for the presentation including a certificate if desired. You may also wish to liaise with your School Finance Officer with respect to the funding and whether or not it has been made available to the School?

Please refer to the Division’s website for further information regarding Prizes, Awards and Scholarships.  

Further information:
Division Prizes and Awards
University Policy - A-50.4
Contacts: Lianne Quin or Colin Smyth
School amends details in SCMS.  A commnent will be made in SCMS under Notes/Events





School generates and prints AB approval template from SCMS & sends to Division Manager for editing (prior to School Board)





If no changes required, send to School Board for approval


Once approved, email to Div Manager ASU for approval by School Board and Academic Board





School generates Memo and template and send to School Board for approval





School creates NEW Prize/Award or Scholarship in SCMS & approval status set to ‘School Board’





If no changes required, send to School Board for approval


Once School Board approved, email to Div Manager ASU for approval by Division Board and Academic Board





School generates SCMS template and email to Div Manager : Academic Services for editing prior to School Board approval





If changes are required, School amends details in SCMS and a comment is made in SCMS under Notes/Events


Generate new template for submission to School Board.


Once approved by School Board, email to Div Manager ASU for forwarding up to Division Board and Academic Board for approval





School creates NEW Prize/Award or Scholarship in SCMS & approval status set to ‘School Board’





Once template approved by School Board, send to Div Manager : ASU for lifting up to Div Board and Academic Board for approval








If changes are required, School amends details in SCMS and a comment is made in SCMS under Notes/Events


Generate amended template and have approved by School Board.


Once approved by School Board, email to Div Manager ASU for  forwarding upt to Division Board and Academic Board for approval





Division Manager : Academic Services will advise School once template has been approved by Division Board and Academic Board.





SAS will amend details of an existing scholarship/prize/award in SCMS, Medici





Email ‘Withdrawn’ template to Div Manager ASU for forwarding up to Division Board and Academic Board for approval





Division Manager Academic Services will advise School of Division Board and Academic Board approval





SAS will amend details of withdrawal on SCMS, Medici





If changes are required, School amends details in SCMS and a comment is made in SCMS under Notes/Events


Generate new template for submission to School Board.


Once approved by School Board, email to Div Manager ASU for forwarding up to Division Board and Academic Board for approval








School/Lianne email SAS requesting prize/award be reinstated by having it marked ‘active’ on the SCMS








Once  SAS has confirmed prize has been made active in SCMS, generate template, and email to Div Manager Academic Services for editing.





If no changes required, send to School Board for approval


Once approved, email to Div Manager ASU for approval by School Board an dAcademic Board








School creates NEW Prize/Award or Scholarship in SCMS & approval status set to ‘School Board’





School creates NEW Prize/Award or Scholarship in SCMS & approval status set to ‘School Board’





School amends details in SCMS.  A commnent will be made in SCMS under Notes/Events








SAS to reinstate in SCMS, change AB status and tick as active.


Update and publish the details on the University’s website


























SAS uplifts details of new prize onto Web site, Medici etc
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