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MEMORANDUM
To                      All Academic Staff and their Supervisors 

From                 Professor Max Lu, Senior Deputy Vice-Chancellor

Date                   20 January 2012

Subject              Academic Submission Time-table 2012 

It is important that all academic staff discuss their performance with their supervisors each year. This involves reflecting on the previous year, setting objectives for the next year and planning personal and professional development in order to support high performance. 

The University of Queensland Enterprise Agreement 2010 – 2013 requires:

62.2 Each Academic Staff member will meet annually with his/her supervisor to conduct a formal review. An Achievement and Objectives Form will be provided to the supervisor by the staff member.

62.3 Staff who are expecting increment progression, those who are applying or planning to apply for a Special Studies Program (SSP), promotion, continuing appointment or review of probation, will also provide to their supervisor for discussion (in addition to the Achievement and Objectives Form) a full academic portfolio covering achievements in the broad areas of:
(a) teaching and supervision;

(b) scholarship, research and original achievement; and

(c) service to the University and the community.
Annual reviews must be completed no later than 30 June 2012, although some applications require annual reviews to be completed as early as February - see attached submission timetable.  The supervisor notifies the HR Division using Form C Appraisal Summary Report and Record of Assessment that the process has been completed and a record kept.
The submission timelines, guidelines, policies and forms may be accessed through the Career Progress and Appraisal for Academic Staff web page.  Seminars are available to help staff successfully apply for continuing appointment and promotion. Register online through the University Staff Development Program or directly to Academic Career Development.  Promotion seminars will be held in March.
If you have any further questions about annual review, increments, continuing appointment, promotion and SSP, contact your Faculty or Institute HR Consultant/Manager.
Professor Max Lu
Senior Deputy Vice-Chancellor 
