APPENDIX E
Sample Advertisement for Staff Bulletin - Departmental Review

Note: Review notices are published in the Review Notices section.   Complete the details at the following link:  http://www.otago.ac.nz/otagobulletin/news/bulletin/.  Publication dates are also listed here – note that you need to send in the notice by 12 noon Friday prior to publication.
The Staff Bulletin allows approx 200 words for a notice – you can just copy and paste this into the text box in the link above.  This wording could also be used to send a general email notice to all University departments or Otago departments as appropriate.

IMPORTANT  NOTICE

REVIEW  OF  THE  DEPARTMENT  OF  <<department name>>
<<review date>>

A Panel has been convened to review the <<department name>>
Convenor:

The Review Panel has been asked to review, evaluate and report to the Deputy Vice-Chancellor (Academic & International) on the quality and adequacy of the Department of <department name>> .

A copy of the full Terms of Reference, list of Panel members or further information may be obtained from the Review Secretary <<name, address, contact details>> or the Quality Advancement Unit web site:  http://www.otago.ac.nz/quality/reviews/index.html

Written submissions

Interested parties are invited to make submissions relevant to the Terms of Reference to the Review Panel.  All submissions will be confidential to the Review Panel.

Such submissions should be sent to <<Review Secretary’s name>>, at the postal or email address above by <<submission deadline>>. Envelopes should be marked “Confidential: Submission for << Review name>>”.  

Oral submissions
Interested parties are invited to make oral submissions relevant to the Terms of Reference to the Review Panel.  Please contact <<Review Secretary’s name>> no later than <<date>> .

