SCHEDULE F

PROCEDURE FOR APPOINTMENT AND PROMOTIONS

F1. Vacandes

(@ Vacanciesshallbeannouncedbyinternal and/orexternal
advertisement as appropriate.
(b) Suchvacanciesmaybefilledthrough:
(i) SecondmentfromotherCollegesunderaschemeof
staffexchange.
() Technicalassistance.
(i) Arecommendationbythe Principalin consultation
with Head of Departmentasappropriate.
(iv) Applicationbyindividualsontheirowninitiative.

F2. Appointment by Promotion

(@ Promotionshallnormallyproceed from oneranktothe
immediate nextrank, i.e. from Tutorto Senior Tutorto
Principal Tutorto Chief Tutor.

(b) Notwithstandingthenormal progressionasstatedin F2a
any member of the College may apply at any time to be
promoted to any rank for which he/she considers
himself/ herselfqualified.

F3. Submission of Application

(@ Applicationindicatingthe positionsought and the area of
discipline concerned shall be submitted to the Head of
Department with a covering letter copied to the College

Secretary.



(b)

©

The Head of Department shall forward to the Secretary
of College one copy of each application submitted as
confirmation that the application has been received and
the forwarding letter shall be copied to the Secretary of
theCollege.

In the case of any person applying from outside the
Secretary of the College such application shall be sent to
the Secretary of the College who shall refer it to the Head
of Departmentto be processed asin F3b.

F4. Departmental Appointment and Promotions Review
Committee

@

),
©

@

There shall be a Departmental Appointment and
Promotions Review Committee comprising all Heads of
Department in cognate Departments and persons of
Principal and Chief Tutor rank in the Department.

The Departmental Appointment and Promotions Review
Committeeshallmeet atleastoncea Semester.

On receipt of an application the Head of Department
shall refer it to the Departmental Appointment and
Promotions Review Committee for consideration. No
applicationshallbe withheld from the Committee.

The Committee shall consider all applications for
appointmentand promotionsand shall forward thelist of
allapplicationswith its commentsand recommendation
tothe College Appointment and Promotions Committee.

F5. Handling of an Application from the Department

@

Following the recommendation by the Departmental
Appointment and Promotions Committee the Head of
Department shallrecommend to the Principal three



(b)

©

@
©

personstwo of whom shallbe considered for

appointment as External Assessors for an evaluation of

an applicant’s work.

The Secretary of the College shall request each External

Assessorto comment on each publication submitted for

assessment stating its contribution to the candidate’s

academic/administrative/professional standing.

Therequestforan assessmentshallbe accompaniedby:
(i) acopyoftheapplicationincludingcurriculumvitae;
(i) copiesofpublications and other exhibits of the

applicant’s work;and

(iii) criteriaforappointment/promotion.

Nointernal assessmentshallbesent.

An External Assessorshallbe a person of standingin the

applicant’s field but normally not employed by or in any

way connected with the College.

F6. Handling of Applications at the Registry

@)

(b)

©

The Secretary of the College shall maintain a register of
applicationsreceivedin his/herofficeindicating the dates
of receipt and shall bring the register to the attention of
the Appointment and Promotions Committee at least
twice a semester indicating the stage of processing of
each application.

When the processing of an application is completed the
Secretary of the College shall satisfy himself/herself that
everydocumentisin orderand shalllist the applications
for consideration by the Appointment and Promotions
Committee, inviting the candidates for interview where
necessary.

Ineach case of an appointment/promotion the Secretary
of the College shall provide the Appointment and
Promotions Committeewith:



() Theapproved Departmental Committee;

(i) Theapproved criteriaforappointment/promotion;

(i) Thereportsofthe Departmental Appointmentand
PromotionsCommittee;

(iv) Thereportofthe Referees/External Assessors;

(v) Salaryscaleattachedtotheposition.

F7. Criteria for Promotion

@

(b)
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An applicant shall be assessed on the basis of evidence of
continuing performanceinrespect of the following:

(i) Teaching

(i) Scholarship

(i) Research/Contributiontoknowledge

(iv) Academicleadership

(v) Inventiveness,innovationandresourcefulness

(vi) Extensionwork/service totheCollege andthenation

(1) An application shall be supported by publications
including books, refereed articles in journals or
manuscripts, publication of conference proceedings,
systematised teaching materials,and creativeworks, and
patents.

(i) Works accepted for publication shall also be submitted for
consideration in which case an applicant shall not
submitmorethantwoatatime.

The following shall be taken into account by the

Appointmentand Promotions Committee.

(i) ContributiontoCollege Boards/Committees.

(i) National/International recognition. All

first appointments shall be by interview.



