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	Memorandum



	To:
	[Insert Head of School/ Director of Research Institute / Director of the Centre for Regional Engagement and Dean Whyalla name here]

	From:
	[Insert promotions committee executive officer name here]

	Date:
	Type here

	Subject:
	Report from the PVC / Head of School / Director of Research Institute / Director of the Centre for Regional Engagement and Dean Whyalla

Applicant – [Insert applicant’s name here]

	
	

	
	


Please find attached the application for promotion submitted by [Insert applicant’s name here].

In accordance with the policy and guidelines on Academic Promotion, it is requested that you provide a report on the attached application as per the guidelines laid out in Section 3, Part 5 of the ‘Information for Academic Staff Applying for Promotion in 2011’ document (relevant excerpt below).

“The Head of School or Director of Research Institute is required to make comment on each application following consultation with other senior members, including Professors, from the applicant's discipline.  In the case of Whyalla, the Director of the Centre Regional Engagement and Dean will provide a report on each application for promotion from academic staff at Whyalla following consultation. 

A template for your report is available on the Head of School website (http://www.unisa.edu.au/hrm/employment/promotion/HOS_report.doc ) to guide you in areas for comment 

A copy of the report will be provided to the candidate at a meeting with the PVC / Head of School, Director of Research Institute or Director of the Centre for Regional Engagement and Dean Whyalla.  The PVC / Head of School, Director of Research Institute or Director of the Centre for Regional Engagement and Dean Whyalla will sign a Head of School report coversheet to indicate that the report has been discussed with the candidate and then will forward it with the report to the Executive Officer. 

The candidate may comment upon the PVC / Head of School, Director of Research Institute or Director of the Centre Regional Engagement and Dean: Whyalla report. Should they wish to do so, it is the applicant's responsibility to forward their comments on the report to the Executive Officer within the time-frame outlined on the comments coversheet.

The PVC / Head of School, Director of Research Institute or Director of the Centre for Regional Engagement and Dean Whyalla report can provide information concerning the negotiated role and the expectations arising from that role agreed during performance management discussions.  This may be relevant where an applicant's negotiated role under performance management results in a focus in a particular area/s of achievement and negotiated commitment results in a changed capacity to perform across all the required areas of achievement.”
The relevant coversheet and return envelope is attached.  Please ensure that you have met with the candidate and provided them with a copy of the report prior to 25 July 2011 and that this report and application is returned to me by no later than 1 August 2011.

(Delete this paragraph if not applicable)
An additional step to the process for promotion to Level D and Level E in 2011 is the confidential Pro Vice Chancellor report.  This may affect reports relating to applications from a Head of School.

Should you have any queries regarding the Head of School Report process please do not hesitate to contact me on [insert promotions committee executive officer telephone number here] or email me at [insert promotions committee executive officer email address here].

[insert promotions committee executive officer name here]

Level [insert level here] Promotions Committee Executive Officer

PVC / HEAD OF SCHOOL REPORT COVER SHEET
Head of School/ Director of Research Institute/ Director of the Centre for Regional Engagement Dean Whyalla Details:

Name:


Division/ Institute/ Unit:


School/ Research Centre:


Telephone contact – Work:
Home:


For further detail on the HofS Report process please refer to Information for Academic Staff Applying for Promotion in 2009.
Verification signature:

The following steps have been undertaken

1. Head of School has undertaken consultation with senior members, including Professors from the relevant discipline.

2. Head of School Report discussed with applicant and copy of Head of School Report provided to applicant by 25 July 2011.

3. Application and Head of School Report attached to this coversheet for return to Executive Officer.




/
/ 2011

Head of School Signature
Date

Please forward this page plus Head of School Report and application to the appropriate Executive Officer by no later than 1 August 2011
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