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The 
Review 

Visit

• Be available for 
meeting with the Panel 
and for answering any 
queries during the 
review.

4 - 6  
weeks

• Send completed Self 
Review to Secretary

• Meet with Review 
Convenor and 
Secretary

8 weeks

• Compile list of 
stakeholders and send 
to Review Secretary to 
invite submissions

Five 
months

• Confirm the Terms of 
Reference

• Complete the 
Proposal form and 
obtain approval

From 
one year 

prior

• Select panel members
• Confirm availability
• Set review dates and   
confirm with panel   
members

• Start drafting the Self    
Review document

Timeline of action points prior to the Review Visit 
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UNIVERSITY OF OTAGO: INTERNAL REVIEWS 

REVIEW PROPOSAL FORM 
(UPDATED  AUGUST 2022) 

Area under Review:  Insert name of Dept/Programme/Centre here 

School:  If relevant, insert name of School here  

Division:  Select a Division 

Terms of Reference:  Select ToR   Non-standard ToR 

attached:  ☐ 

Clinical Insert: ☐ 

 

 

Self Review Coordinator: Insert name. 

 E:  name @otago.ac.nz T: phone number 

  

Contact Person: Insert name 

 E: name@otago.ac.nz T: phone number 

 

 

Approval: signatures required for approval of review details above, ToR, and Panel members listed on page 2. 

 

(If appropriate) 

Dean of 

School/Director 

Select as 

appropriate 

 

Signature: 

 

 

Print name: 

Date: 

PVC/COO/DVC 

 

 

Signature: 

Date: 

 

 

Return a hard copy of this form, signed by the above, to Megan Wilson, Quality Advancement Unit.  

Send a Word version of this form with completed Panel member details to m.wilson@otago.ac.nz 

 

QAU to obtain final approval 

Deputy Vice-Chancellor (Academic) signature: 

 

 

 

 

 

Date:   Received by QAU:  

 

Review dates:  Start: Thursday, 3 January 2019  End: date picker 

mailto:m.wilson@otago.ac.nz
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Review Panel Members:  Please ensure all contact details are complete and correct. 

If the Review does not require all positions listed below, please indicate by N/A in the Title/Name box. 

Position Title and Name Full Postal Address Contact Details 

Convenor   Tel: 

Cell: 

Email: 

International   Tel: 

Cell: 

Email: 

 

A maximum of four appointments which should include representatives for the Tertiary or industry/sector (NZ External), Otago 

staff from the same and/or a different Division, and mana whenua and/or tangata whenua  

 Note that one person might represent more than one of these positions – state this below.  

 Please indicate if any panel members are eligible to receive an honorarium as per the QAU Payment Policy. 
 

Position on panel e.g.  

NZ External 

  Tel: 

Cell: 

Email: 

 

Position    Tel: 

Cell: 

Email: 

 

Position   Te: 

Cell: 

Email: 

Position   Tel: 

Cell: 

Email:  

 

Graduate*   Tel: 

Cell: 

Email: 

 

Notes:  

 Refer to the Review Guidelines for more information on the composition of the Panel.  

 Review Secretary to be appointed by QAU. 

 The DVC (A) may amend the Panel as required. 

 *A recent graduate is preferred (max. of 3 years out) but if appropriate a current senior student may be appointed.  

  

Additional notes e.g. disclosure of conflict of interests:  

 

 

 

https://www.otago.ac.nz/quality/reviews/information/otago731428.pdf
https://www.otago.ac.nz/quality/reviews/information/index.html


 

 

 

Framework  

 

A review is an opportunity to critically analyse the goals and objectives of a Department1 and to receive 

affirmation that current plans and priorities will have long term benefits for students and staff, and to 

ensure that Department strategy is aligned with University strategy.  It is designed to help the area being 

reviewed plan its future direction, set strategic goals and identify the challenges it will face.   

 

The key part of the review is the Self Review, in which the Department is expected to address the following 

questions in the context of the Terms of Reference: 

 

Current State  

 

• What is the current situation of the Department? 

• What does the Department do well? 

• How does the Department contribute to the wider goals of the Division (and School when 
applicable) of which it is a part? 

• How do the activities of the Department support the University in the delivery of its strategic goals, 

as outlined in Vision 2040, and in the University’s Māori Strategic Framework, Pacific Strategic 

Framework, and Sustainability Strategic Framework? 

 

Future State  

 

• Where does the Department want to be in five to ten years time? 

• What does the Department need to do to get there? 

• What challenges face the future development of the Department? 

• What changes might be required to strengthen the Department’s contribution to University and 
Divisional goals and priorities? 

• What can the University and Division do to support the Department to achieve its goals? 
 

Alignment with the University’s Strategic Imperatives 

 

The core activities of university departments are grouped under four broad headings: (1) Teaching and 

Student Support, (2) Research, (3) External Engagement and (4) Organisational Resources, which in turn 

are aligned to the University’s Strategic Imperatives from Vision 2040.   

 

The Terms of Reference are generic and may be customised by the Department and Pro-Vice-Chancellor to 

emphasise or add individual items within each heading.   

 
1 The term ‘Department’ covers all academic units, Centres and Schools; a departmental review will also include 
named degrees as applicable). 
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FRAMEWORK 
  

  
December 2022   

  



 

 

 

Generic Terms of Reference  

 

Teaching and Student Support 
In relation to Teaching, to review, evaluate and identify opportunities for development over the next 

five years of:  

• the papers and majors – including the range and scope; relationship of curriculum to that of cognate 

disciplines; effectiveness of processes for determining core curriculum, relevance to students, 

employers, programme objectives, national and international trends; effectiveness of processes for 

curriculum review and for the development of new papers, in the context of available resources; 

effectiveness of processes for the revision and rationalisation or replacement of existing papers; 

distance teaching, Summer School, inter-disciplinary papers 

• research-teaching nexus – recognising, promoting and reinforcing the interdependent nature of 

research and teaching 

• pedagogy – quality and excellence in teaching, sustained development in teaching practice including 

innovative teaching, use of new technologies; mentoring of confirmation staff; effectiveness of 

programme delivery 

• course advising – ensuring appropriate learning pathways that are clearly articulated to students 

• clarity of learning pathways – including admission criteria, pre-requisites and progression through the 

programmes of study – ensuring that students have adequate prior learning to undertake and progress 

through the programmes   

• assurance of learning – effectiveness of processes to ensure development of Graduate Profile 

attributes in students 

• assessment – range and effectiveness of assessment methods; monitoring of student progress; nature 

of feedback; guidance on academic integrity. 

 

In relation to Student Support and Welfare, to review, evaluate and identify opportunities for 

development over the next five years of:  

• provision of academic guidance and advice to students  

• pastoral care and support; sympathetic management of student issues, and prompt reference to 

University services for specialist support within the student lifecycle 

 

Research 
In relation to Research, to review, evaluate and identify opportunities for development over the next 

five years of: 

  

DEPARTMENTAL REVIEWS 

TERMS OF REFERENCE (Generic) 
  

  
December 2022   

  

disabilities 

• identifying and addressing problems raised by students 

• responsiveness to Māori and Pacific students 

• responsiveness to students with 

• an inclusive department that respects cultural differences and celebrates diversity  

• responding to the University’s Code of Conduct 

• provision and use of information technology services. 



 

 

• research strengths and clusters – including scope of research activities; support for research; strength 

of research culture; processes for identifying emerging areas of research; identification of research 

strengths; strategic research planning including research quality and for PBRF; links and collaborations 

between staff, between departments and with other organisations nationally and internationally (refer 

to the Research Impact Framework)  

• benchmarking and external assessment of research quality, both nationally and internationally 

• development of research capacity - including Research Masters and PhD completions, support for 

early-career researchers and mentoring of confirmation staff 

• activities aimed at supporting Goal 2 of the Māori Strategic Framework (Te Ranaghau Māori: Māori 

Research) 

• engagement with the international research community - including editorships on international 

journals, ability to recruit high quality researchers and attract international visitors 

• (where relevant) effective encouragement of inter-disciplinary research and collaborations 

• research-teaching nexus – recognising, promoting and reinforcing the interdependent nature of 

research and teaching 

• staff research – including productivity and quality; PBRF; balancing workloads; conference 

opportunities; supporting early career researchers; supporting academic freedom and integrity2 

• resourcing – including planning for purchase and replacement of research equipment. 

    

(Where appropriate) In relation to Research Contracting, to review, evaluate and identify opportunities 

for development over the next five years of: 

• reputation and closeness of relationships with funding sources and community engagement; 

familiarity with the priorities that guide research funding  

• new or strengthened opportunities for research engagement, consultation and collaboration with iwi 

Māori and Pacific communities  

• success in securing and delivering research outcomes within contracted limits 

• planning for staff continuity and sustainability of income flows from contract research. 

 

In relation to Research Degree Students, to review, evaluate and identify opportunities for development 

over the next five years of: 

• students studying for research degrees – including success in attracting high quality Māori, Pacific and 

international applications; quality of supervision; planning for successful completion rates and times 

• admission criteria, induction and support materials; scholarships 

• opportunities for exchanges of ideas with research staff and other research degree students 

• opportunities to develop experience in teaching, publication and seminar/conference presentation  

• facilities for student interaction; adequate study/research space and computing facilities. 

 

External Engagement 
In relation to Service and Community Engagement, to review, evaluate and identify opportunities for 

development over the next five years of:  

• staff participation in and contribution to Departmental and University service 

• the importance of community engagement to the success of the department or programme. e.g. 

professional societies and associations locally, regionally, nationally and internationally 

 
2 Integrity refers to the recognition that research and how it is carried out reflects certain standards of behaviour as articulated in 

the University’s policies on ethical practices in research, research consultation with Māori, intellectual property rights for both 

staff and students, and responsible practice in research.   



 

 

• the quality of relationships with regional and national governments and policy agencies, professional 

associations, major employer groups and relevant industry groups 

• identify and explore opportunities for greater interaction, consultation and collaboration with iwi  

• links with alumni groups 

• (where appropriate) the importance of professional/clinical practice and experience for staff teaching 

and research. 

 

In relation to Professional/Clinical Practice (as appropriate), to review, evaluate and identify 

opportunities for development over the next five years of:  

• the recognition of the importance of professional/clinical experience for staff in these areas  

• workload - the processes for ensuring an appropriate workload balance for staff in these areas, 

including the use of an effective workload model.  

 

Organisational Resources 
In relation to Organisational Culture, to review, evaluate and identify opportunities for development 

over the next five years of: 

• cultural norms that foster joint effort towards shared goals  

• integrating the University’s guiding principles and core values including intellectual independence and 

academic freedom; collegiality and collaboration; ethical standards; equity 3  and social justice; 

stewardship of the University’s reputation, assets and intellectual capital; and staff values (as 

articulated by Kā Mātāpono) 

• alignment to Divisional and University plans and policies, including commitment to the goals of the 

University’s Māori Strategic Framework and Pacific Strategic Framework and its honouring of the 

Treaty of Waitangi 

• sustainability – demonstrating practices across all core activities that promote sustainability, reduce 

the Department’s environmental footprint, improve resource efficiency and enhance the quality of life 

on campus.  

 

In relation to Administration and Operational Processes, to review, evaluate and identify opportunities 

for development over the next five years of: 

• structure and management – including committee structures, the processes and procedures for 

ensuring effective co-ordination of activities; leadership in regard to developing and maintaining 

professional standing and academic reputation; liaison with the Library, ITS and other central services; 

• planning – including identifying, considering and responding to problems and challenges; awareness 

of the constraints acting on the University’s resources  

• monitoring and evaluation – including effective use of surveys at University and other levels, 

consultation and liaison with staff, students and other members of the university and wider 

community, incorporating feedback into planning, core activities and operations, identifying and 

making improvements to the core activities 

• workload - the processes for ensuring an appropriate workload balance for all department staff, 

including the use of an effective workload model for academic staff 

• physical and IT resources, including planning for purchase and replacement of equipment used for 

research and/or teaching 

• Health and Safety protocols; Risk, Assurance and Compliance procedures. 

 

 
3 For example: Rainbow Tick or Disabilities 



 

Updated January 2024 by PVC Health Sciences Office 

 

CLINICAL INSERT FOR TERMS OF REFERENCE 2025 

Updated January 2024 

 

In relation to Professional/Clinical Practice (as appropriate), to review and evaluate: 

 

 Appropriate recognition of the contribution of professional staff/clinicians working in academic 

departments; 

 Recognition of the importance of professional/clinical experience for staff in academic 

disciplines. 

 

 

In relation to Joint Campus/ Health New Zealand |Te Whatu Ora entities: 

 

 Appropriate responsibility for and oversight of facilities which are shared with other entities e.g. 

DHBs 

 Staffing processes which ensure appropriate balances of academic and professional 

contributions to the health system where appropriate 

 Appropriate processes for communication and liaison in relation to health system contributions 

 Presence of good governance relationships with Te Whatu Ora/Health New Zealand entities as 

they affect academic and clinical staff and service responsibilities 

 

 

In relation to teaching and academic clinical activities: 

 

 Availability of appropriate clinical teaching placements and learning experiences for students 

 Processes for ensuring appropriate standards of professional and academic supervision, support 

and services, and professional registration and maintenance of competencies of staff. 

 

 

Otago Medical School 

 

As all Departments within the Otago Medical School contribute to the MB ChB programme, this should 

be addressed specifically in the Terms of Reference for the review.  The Division has agreed that the 

following Terms of Reference are required. 

 

 Describe your plan for teacher development. 

 How does the department gain and respond to feedback on the modules within the MBChB 

course, to which your department contributes? 

 What is your department doing to promote curriculum (including assessment) integration 

and collaboration with other departments, schools, and campuses? 

 



 

UNIVERSITY OF OTAGO: INTERNAL REVIEWS 

INFORMATION FOR PROSPECTIVE PANEL MEMBERS 2025 
(updated Feb 2025) 

 

 

This flyer outlines the role of reviews within the University and the responsibilities of Panel Members 

in a review.  It is intended to help you make an informed decision about whether to take on this role. 

If you choose to accept the role, you will receive an official letter of invitation together with the Review 

Guidelines and other necessary documents.  You should make yourself familiar with the contents and 

discuss anything you are unsure of with the Convenor or the Review Secretary.  The Review Secretary 

will be your main point of contact for the Review and will send you any necessary information. 

 

The Role of Reviews 

 

The primary purpose of the internal review process is to ensure top quality academic and 

administrative services across the University and to effect on-going improvement in all University 

activities. To this end, each aspect of the University’s operations is reviewed a minimum of once every 

ten years on a rolling schedule.  The review process is managed by the Quality Advancement Unit 

under the overall direction of the Deputy Vice-Chancellor (Academic). 

 

The Review  

 

The review is an in-depth peer assessment conducted by a panel of senior members of the University 

of Otago, experts from other universities in New Zealand and overseas, and members of relevant 

employer and professional groups as appropriate.  The Panel is selected by the Unit under review and 

approved by the Head of Division, the Quality Advancement Unit and the Deputy Vice-Chancellor 

(Academic). 

 

The process begins with a Self Review written by the Unit under review.  The review is then advertised, 

and stakeholders are invited to make oral and written submissions.  Standard but amendable “Terms 

of Reference” give context, focus and consistency to all aspects of the Review Panel’s investigations. 

The review itself is usually held over three days.  The Panel submits the final Report to the Deputy 

Vice-Chancellor (Academic) 6–8 weeks after the review. When released by the Deputy Vice-Chancellor 

(Academic), the Report becomes a public document within the University. 

 

The Commitment Required 

 

Prior to the review visit you are expected to read the review documents (self-review report is usually 

sent out at least 4 weeks prior to the review).   For the review visit itself, you should plan to arrive in 

Dunedin the day before the review begins. You may be expected to attend a pre- review dinner on the 

evening before the scheduled review and you will be required to stay through to the end of the review.   

Your involvement in drafting of the report may continue for several weeks after the review until the 

final review report is submitted to the University. 

 

International Panel Members 

 

You may be invited to join the Panel as a remote member to participate via Zoom.  Please be aware 

of the time zone difference when you are considering this invitation and ensure that you will be 

available for most of the review period.  We can usually schedule key meetings at a time that will work 

but this might mean early starts in some cases. 

 

 

 

  



 

Confidentiality   

 

All aspects of the review process are confidential to the Review Panel.  The final and “released” Report 

is the only aspect of the review that is available to interested parties.  This confidentiality is critical to 

the integrity of the process and is strictly upheld. 

 

Costs 

 

All costs related to the review visit (flights, taxi, accommodation, meals, etc.) will be covered by the 

University of Otago (within the "moderate/reasonable" limits of the University’s travel policy).  

 

For information on honorarium payments and eligibility criteria, refer to the ‘Policy on Payment of 

Panel Members” https://www.otago.ac.nz/quality/reviews/information/panel 

If you have any questions, please contact us at the Quality Advancement Unit: 

Megan Wilson, Reviews Manager, Tel: 03 479 6528  m.wilson@otago.ac.nz 

Juliet Anderson, Reviews Coordinator, Tel: 021 279 0166  juliet.anderson@otago.ac.nz  

Dr Megan Gollop, Reviews Coordinator, Tel: 021 279 1778  megan.gollop@otago.ac.nz 

 

Further information is available at 

www.otago.ac.nz/quality/reviews 

 

https://www.otago.ac.nz/quality/reviews/information/panel
mailto:m.wilson@otago.ac.nz
mailto:juliet.anderson@otago.ac.nz
mailto:megan.gollop@otago.ac.nz
http://www.otago.ac.nz/quality/reviews
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UNIVERSITY OF OTAGO: INTERNAL REVIEWS 
INFORMATION FOR PROSPECTIVE GRADUATE PANEL MEMBERS 2025 
Updated Feb 2025 

 

 

This flyer outlines the place of a Review within the University and the role of the Graduate 

representative on a Review Panel.  It is intended to help you make an informed decision about 

whether to take on this role. 

 

The Quality Advancement Unit co-ordinates the University's ongoing cycle of internal academic 

and administrative Reviews.  Further information can be found at www.otago.ac.nz/quality.  You 

can also contact the Quality Advancement Unit (see below for details).   

 

Why do we have Reviews? 

The term 'quality' has generally come to mean that the University can reach the goals that it has 

set itself as an institution; that it not only says that it provides high levels of expertise and 

commitment to its stakeholders, but that it can also prove it and that, where necessary, processes 

will be put in place to address weaknesses via improvement initiatives. 

 

This process ensures that students receive a qualification that stands up both nationally and 

internationally and that standards are maintained and improved.  It also allows staff and students 

the opportunity to voice their aspirations and concerns to an impartial Panel. 

 

The role of the student/graduate representative 

You can find out about the usual composition of Review Panels in the Review Guidelines for Panel 

Members at www.otago.ac.nz/quality.  Panels consist of senior members of the University of 

Otago and experts from other universities in New Zealand and internationally.  The Graduate 

Panel Member brings a different perspective to the Review than other Panel Members.  They are 

often the only Panel Member with an intimate knowledge of the unit being reviewed and are in a 

position to draw on those experiences and those of their peers.    

 

If you are not enrolled at Otago, you may be eligible for an honorarium payment.  Please refer to 

the ‘Policy on Payment’ at https://www.otago.ac.nz/quality/reviews/information/panel  

 

If you choose to accept the role as a Panel Member, you will be expected to read documentation 

prior to the Review, participate in the Review visit and contribute to the final Review Report. 

 

“Don’t underestimate your value on a Review Panel!  I was quite worried going into the Review.... 

surrounded by extremely experienced academics.  But belonging to the Department under Review 

gives you a lot of insight.  Don’t be afraid to speak up.  And enjoy yourself!” 

 

Professional development 

 You will be working with specialists in your field from New Zealand and internationally and 

you will have excellent networking opportunities!  

 You will be able to include in your CV the fact that you have participated in a formal 

University committee. 

 Being a Review Panel member is an excellent opportunity for you to find out more about 

the University and how it works. 

 

“It was a really good time to do some networking...the external reps were both highly regarded 

scholars in my field and I now feel confident asking them for advice on my research.” 

http://www.otago.ac.nz/quality
www.otago.ac.nz/quality
https://www.otago.ac.nz/quality/reviews/information/panel
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“Being involved in the Review process was probably the single most useful exercise for 

understanding how the University works that I have ever had.  It was enormously enlightening.... I 

think it is important for a student to be there.” 

 

The Review Process 

 

1. The Self-Review Report 

If you choose to accept the role, you will receive an official letter of invitation together with the 

Review Guidelines and other necessary documents.  The first stage in the actual Review process 

begins about six weeks before the review visit when you receive the Self-Review Report written by 

staff of the unit being reviewed.  The Self-Review contains information that students would not 

normally encounter during their university experience.  You should make yourself familiar with the 

contents and discuss anything you are unsure of with either the Review Secretary or the Convenor. 

 

The Review Secretary will be your main point of contact for the Review and will send you any 

necessary information.  All material relating to the Review is confidential to the Review Panel.  

 

2. Submissions 

The Review is advertised and interested parties are invited to make oral and written submissions.  

Be aware that you will be privy to highly confidential discussions and documents – at times these 

can be controversial and of a sensitive nature. 

 

3. The Review Visit 

The Review is normally held over three days with two days of meetings and the third day reserved 

for discussion of findings and initial drafting of the Report.  You will be expected to be present 

throughout the three days and be prepared for long days!  Meetings can be with individuals or 

groups, with University staff members at all levels, undergraduates, postgraduates or with people 

outside of the University.  Some people ask to meet with the Panel and others are people who 

have been identified by the Panel as someone they would like to talk to.   The Panel also makes a 

presentation of findings to the Head of the unit being reviewed and staff, as appropriate.     

 

“Be informed and prepared as possible...and to not hang back with questions.” 

 

4. After the Review 

Reports are expected to be submitted to the Deputy Vice-Chancellor (Academic) 6 – 8 weeks after 

the Review has taken place.  Generally, Panel Members are asked to contribute to the Draft 

Report and the Convenor will collate and edit, seeking final approval from the Panel before 

submitting.  Be prepared to spend time after the review visit, reading and commenting on the 

Draft Report.   

 

“Soak it all up.  It is a good experience.” 

 

If you have any questions, please contact us at the Quality Advancement Unit: 

Megan Wilson, Reviews Manager, Tel: 479 6528  m.wilson@otago.ac.nz 

Juliet Anderson, Reviews Coordinator juliet.anderson@otago.ac.nz  

Dr Megan Gollop, Reviews Coordinator megan.gollop@otago.ac.nz 

 

mailto:m.wilson@otago.ac.nz
mailto:juliet.anderson@otago.ac.nz
mailto:megan.gollop@otago.ac.nz
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UNIVERSITY OF OTAGO: INTERNAL REVIEWS 

POLICY ON THE PAYMENT OF REVIEW PANEL MEMBERS 2025 
Revised April 2024 
  

 

 I nt r oduct i on  

The programme of internal reviews forms the basis of the University of Otago’s quality assurance 

framework.  The University is committed to the transparency of the processes surrounding the reviews 

and wishes to recognise formally the work of Convenors and Secretaries of Review Panels and Panel 

members. 

Obj ec t i v e 

This policy has been developed to provide a framework for the recognition of the expertise provided by 

review panel members through an appropriate scale of remuneration across the University. 

Lev el s  of  Remuner at ion 

Internal Otago Staff Members (excluding review secretary)   

The University recognises the work undertaken by staff who serve on review panels through the 

Academic Promotion and Progression criteria for academic staff and the Performance Development 

Review for general staff, so there is no remuneration. 

 

Staff Members of Other Tertiary Institutions    

Service on a review panel by staff members of other tertiary institutions is generally recognised by their 

home institution, and therefore there is no remuneration. 

 

University of Otago Graduates enrolled at another tertiary institution1 

For graduate panel members who are enrolled at another tertiary institution the University of Otago 

provides an honorarium of $2000. 

 

Retired Staff from Otago and Other Tertiary Institutions   

The University of Otago recognises that the expertise of retired staff members can make a valuable 

contribution to the reviews process.  Retired staff will be paid an honorarium of $2000 for panel members 

and $5000 for panel convenors for a standard three day review; panel convenors will receive an additional 

$1000 per day for reviews that exceed three days. 

 

 
1
 For Otago postgraduates your role is seen as Professional development, therefore there is no remuneration. 

 You will be working with specialists in your field from New Zealand and overseas and you will have excellent 

networking opportunities.  

 You will be able to include in your CV the fact that you have participated in a formal University committee. 

 Being a review panel member is an excellent opportunity for you to find out more about the University and 

how it works. 
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Panel Members from Outside Tertiary Education    

For panel members from outside Tertiary Education, including former students, the University of Otago 

provides an honorarium of $2000. 

 

Review Secretaries 

The University of Otago recognises that review secretaries provide an invaluable support to convenors 

and other panel members.   Staff who take on this role in addition to other employment within the 

University are provided with a one-off payment of $750 for each full review they undertake.   

 

Review secretaries are not eligible for time off in lieu or overtime for the work of the review.  (This section 

does not apply to the permanent review secretaries within the Quality Advancement Unit.)  

G r aduat i ng  Year  Rev iew s  

For Graduating Year Reviews (GYRs) the levels of remuneration are as detailed above.  However, as the 

amount of work is less than in a full review, the honorarium for retired staff acting as panel members is 

$250 per GYR and for retired staff acting as convenors is $500 per GYR.  External discipline specialists will 

be paid an honorarium of $250 for each GYR. 

Pr oc ess  and T ax i ng  of  Remuner at i on  

Remuneration of panel members and secretaries is managed and administered by the Quality 

Advancement Unit.  Like all review expenses, this remuneration is funded by the Divisions.  Payment to 

convenors and panel members is via the “Schedular Payment Request form” and payment to secretaries 

is via the “Review Secretary Payment Recommendation Form”.  All reviews remuneration is subject to tax: 

honoraria are schedular payments subject to withholding tax and review secretary remuneration is 

subject to PAYE.  NZ payees must submit (or have on file with Payroll Services) an IR330 Tax Code 

Declaration.  Questions regarding remuneration should be directed to the Quality Advancement Unit. 

 Var i at i ons  

The Deputy Vice-Chancellor (Academic) may, in exceptional circumstances, approve a payment  

arrangement which does not comply with this policy. 

 

  Some exceptions apply. 
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UNIVERSITY OF OTAGO: INTERNAL REVIEWS 

AIR TRAVEL POLICY (INCLUDING FOOD & DRINK) 2025 

Revised December 2019 

 

Appl ic abi l i ty  

 

This policy applies to Panel Members undertaking air travel for participation in the University of 

Otago Internal Reviews process. 

 

Pur pose  

 

To ensure that reviews travel is cost effective and consistent with the University of Otago Travel 

Policy1. 

 

Pol ic y  

 

Air travel is usually2 arranged and booked by the Review Secretary. 

 

Air travel is to be booked through the Mandatory Travel Agents or an approved on-line booking system. 

All air travel is to be Economy Class. 

 

N otes :  

 

This policy covers all air travel, both domestic and international. 

 

Where an invited Panel member requests to travel First Class, Business Class or Premium Economy, 

they may do so only when: 

 

(a) the Traveller specifically agrees (prior to making the booking) to pay the difference between the 

Economy airfare and the First Class, Business Class or Premium Economy airfare;  

 

And 

 

(b) an external organisation or individual has agreed to pay, or reimburse the University, for a Panel 

Member to travel at a class above economy, either by paying the full cost of the travel or the full cost of the 

upgrade, the Panel Member must provide evidence of this before the travel is confirmed. 

Where a Panel Member wishes to change confirmed flights for personal reasons they will be liable for 

any additional costs incurred as a consequence of that change. 

 

Travel Insurance:  International travel will be insured through the University’s travel insurance plan.  

Review Secretaries are to submit a “Travel Insurance Application for International Review Panel 

Members” for each international traveller to the University’s Insurance and Assets Officer.  Insurance 

coverage will then be on file but no insurance cards will be issued. 

 
1 https://www.otago.ac.nz/administration/policies/otago025562.html 

 
2 If a Panel Member has complicated arrangements or is travelling with others, it is usually preferable for the Panel 

Member to make their own arrangements and obtain reimbursement for their own airfare.  Reimbursement would 

be for an Economy fare as quoted by the University Travel Agent and in line with the University Travel Policy. 
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Food and dr i nk  

 

The cost of meals will only be reimbursed or provided during the period that the Panel Member is on 

Review business.  Original GST receipts must be provided in order to obtain reimbursement. 

 

Generally the cost of meals (including non-alcoholic drinks) paid by the University of Otago should be in 

the mid-range, both in respect of the eating establishment concerned and in respect of the menu of the 

eating establishment. As a guide they should not exceed $65 per head for dinner and $45 per head for 

lunch. 

 

In keeping with other University of Otago policy, the purchasing of alcoholic drinks will not be approved or 

reimbursed. 

 

 

 

 



 

This information was provided by the Office of the Deputy Vice-Chancellor Māori and the Office of Māori 

Development (updated March 2025). 

 

Background to Te Aka Matua, the Māori Strategic Framework 2030  

 

In July 2024, the University Council endorsed the University’s third Māori Strategic Framework (MSF), 

Te Aka Matua 2030, which presents a cohesive approach to Māori strategy across all campuses of 

Ōtākou Whakaihu Waka, alongside the Whakamana i Te Tiriti o Waitangi Domain and other Te Tiriti 

related priorities and actions in the other domains of Pae Tata 2030. It also places a greater sense of 

responsibility on our leaders and staff to consider how they in fact contribute to the embedding of Te 

Tiriti o Waitangi within their spheres of influence at Ōtākou Whakaihu Waka in support of the 

University’s quest to become Te Tiriti-led by 2040. 

 

MSF Prompts for Departmental Reviews 

 

1. Do you know what the four goals of the University’s MSF 2030 are? 

 

2. Have you seen your own Divisional MSF Plan? 

 

3. In what way does your department contribute to the Divisional MSF Plan? 

 

4. What range of initiatives, projects and/or activities currently exist in your department which 

contribute directly to any of the four MSF goals or responses? 

 

5. The University’s commitment to Te Tiriti o Waitangi is largely expressed in the MSF’s second 

goal, Partnership (and to becoming Te Tiriti-led as captured in Vision 2040 and Pae Tata 2030).  

What does this look like in practice for your department? 

 

6. What are some opportunities for your department in the near future to contribute further to the 

MSF goals (noting that these are aligned with the six priorities of the Whakamana i Te Tiriti o Waitangi 

Domain)? 

 Kāwanataka: Strong Leadership 

 Rakapūtaka: Partnerships, relationships, and community engagement 

 Equity – provision of an equitable environment in which Māori staff and students flourish, 

including: 

• Māori students succeeding as Māori (including lifting the first year 

undergraduate paper pass rates, retention rates and completion rates of tauira 

Māori, and tauira reporting a sense that their Māori identity and culture are 

valued at Ōtākou Whakaihu Waka – re: Te Ara Akitu, our Learner Success Plan 

• An increase in Māori staff numbers and in their growth and development 

• Creating opportunities (and space) for all students and staff to engage in Te Ao 

Māori, thereby increasing their cultural capability 

 Sovereignty – provision of an environment in which taoka (treasures) can flourish, 

including: 

• The guardianship of and support for Māori taoka, including te reo Māori, tikaka 

Māori and mātauraka Māori (i.e., Māori language, Māori customs, practices and 

protocols, and Māori knowledge) 

• Quality teaching and learning, including curriculum development, and 

appropriate professional development opportunities for staff 

• Growing and strengthening Māori research 

 
Office of the Deputy Vice-Chancellor Māori 

 

 

MĀORI STRATEGIC FRAMEWORK GUIDE 

https://www.otago.ac.nz/__data/assets/pdf_file/0023/511187/Te-Ara-Akitu-Learner-Success-Plan.pdf
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PACIFIC STRATEGIC FRAMEWORK GUIDE 

REVISED MARCH 2025 

 

This information was provided by the DVC Pacific and Pacific Development Office. 

Background to the Pacific Strategic Framework  

The University of Otago Pacific Strategic Framework 2022-2030 (PSF) was endorsed by the University 

of Otago Council in October 2022. This document builds on the foundational work undertaken as part 

of the first framework and is another significant milestone for the University’s longstanding 

commitment to meeting the needs of Pacific Peoples1. The Pacific Strategic Framework identifies five 

over-riding goals, supported by strategies and a comprehensive action plan. It encompasses the 

University’s engagement with all Pacific peoples, locally and regionally, with a focus on equity, 

inclusivity, and responsiveness. The Pacific Strategic Framework supports decision making and 

developments that promote improved rates of access, retention, and qualification completion among 

students of indigenous Pacific descent and positions this institution as a university for and in the 

Pacific. The Framework will also catalyse further activities and measures in support of University of 

Otago Pacific staff. Realising the Goals and actions within the Pacific Strategic Framework requires a 

whole of University approach. To support departments in incorporating implementation of the Pacific 

Strategic Framework into their future planning, we have provided some prompts. 

PSF Prompts for Departmental Reviews 

1. Do you know what the five goals of the University’s PSF are? 

2. What is the Divisional response to the PSF? 

3. In what ways does your department contribute to your Divisional PSF Plan? 

4. What range of initiatives, projects and/or activities exist in your department which contribute 

directly to any of the goals and actions which support the five PSF goals? 

5. How can your department meaningfully support the five PSF goals in the future? 

 Building Pacific capability and leadership 

 Growth and development of Pacific students and Pacific staff 

 Growth and development of Pacific research 

 Pacific content, perspectives, and pedagogy in curriculum development 

 Professional development in Pacific cultural awareness and cultural competencies 

 Relationship development / partnerships and Pacific community engagement 

 Dedicated marketing and promotions of specialised Pacific programmes to Pacific 

communities and stakeholders. 

Click this link to access the digital version of the PSF 2022-30 otago666440.pdf 

Contact: 

Tel: 03 479 8834 

Email: pacificdevelopment@otago.ac.nz  

 
1 The term ‘Pacific Peoples’ used here is as defined by Statistics NZ Census Guidelines for Ethnicity 

identification. 

https://www.otago.ac.nz/about/official-documents/otago666440.pdf
mailto:pacificdevelopment@otago.ac.nz


 
 

This information was provided by the Sustainability Office (see below for contact details). 

 

Sustainability is strongly positioned in Vision 2040 as a guiding principle which should underpin 

and inspire activities and plans across the University. We embrace sustainability in its broadest 

sense as demonstrated by our commitment to the United Nations Sustainable Development 

Goals. 

 

Tī Kōuka 2030: The Sustainability Strategic Framework provides direction for our sustainability 

transition, including our commitment to be carbon neutral by 2030. The seven themes of Tī 

Kōuka are shown in the image below. Tī Kōuka and its implementation plan will be integrated 

with the University’s strategic planning environment, forming part of a unified work plan 

aligned with Pae Tata: Strategic Plan to 2030. 

  

 

SUSTAINABILITY AT OTAGO 2025 

 
UPDATED Jan 2024 



 

 

A number of groups across the University are already working to identify and progress context- 

specific sustainability goals, which will either sit in sustainability actions plans for their area, or 

be integrated and reported upon within the context on wider strategic planning.  

 

For serval years the University has run the initiative, Green Your Scene (GYS) which enables 

staff to actively take on sustainable practices. This programme is changing in 2024 to inform Tī 

Kōuka activation for staff within their workplace and residential colleges, being more closely 

connected with strategic changes. 

 

Some questions are listed below to assist you in considering how the current and future impact 

of your research, teaching and learning, engagement, and operational activities, can contribute 

to the University’s sustainability transition. 

 

Further support is available, so please do not hesitate to make use of it (refer to Resources & 

Key Contacts List). 

 

Sustainability Prompts for Reviews 

 

1. What does sustainability mean within the context of your area? 

2. Do you know what the University’s commitment to sustainability means for your area? 

3. Have you considered the relationship between your core activities and the broader 

commitment to sustainability (e.g. The United Nations Sustainable Development 

Goals)? 

4. Have you established sustainability goals and begun measuring progress towards 

them? 

5. Climate change is perhaps the biggest challenge we face. Have you considered how 

you incorporate climate action into your operational decisions such as travel, or your 

academic activity such as course content? 

6. What initiatives, projects or activities currently exist within your department that 

directly support the University’s sustainability transition? 

7. How do leaders within your department enable other staff to act upon their values of 

sustainability? 

8. Do you believe your staff will find it useful having a programme (GYS) that directly 

connects them with immediate actions they can do to support Tī Kōuka?  

9. Is it obvious to (new & current) staff and students that you support the University’s 

sustainability initiative, and their involvement in sustainability-related activities? 

10. Can you identify other opportunities for your department to contribute to the 

sustainability transition? 

 

Contacts: 

Ray O’Brien, Tumuaki o Toitū te Taiao/Head of Sustainability sustainability@otago.ac.nz 
 

Sustainability at Otago,  

Tī Kōuka 2030: The Sustainability Strategic Framework  

United Nations Sustainable Development Goals 

mailto:sustainability@otago.ac.nz
https://www.otago.ac.nz/sustainability/index.html
https://www.otago.ac.nz/__data/assets/pdf_file/0022/307462/download-ti-kouka-the-sustainability-strategic-framework-2022-2030-0245882.pdf
https://sdgs.un.org/goals


 

 

 

EQUITY AND DIVERSITY AT OTAGO 2025 

 
UPDATED Jan 2024 

This information was provided by the Equity Advisory Committee. 
 

The University of Otago’s Equity and Diversity Strategic Framework, Action Plan and Policy commit the 

University to actions that support a campus-wide culture of equity and diversity in which all individuals are 

valued and different ways of thinking are embraced. It aims to enable all members of the University 

community to achieve to their fullest potential.  
 

The Equity and Diversity Policy recognises Māori and Pacific peoples as partners in the advancement of the 

Strategic Framework. It identifies the following as equity groups: 
 

i. Students and staff with disability and/or impairment 

ii. Students who are first in their family to attend university 

iii. LGBTTIQA+ students and staff 

iv. Students from low socio-economic backgrounds 

v. Students and staff from migrant and/or refugee backgrounds and those whose first language is not 

English 

vi. Women where there are barriers to access and/or success 
  

Equity: Deliberate action to identify and work against bias and discrimination in any form with an aim to 

ensure fair treatment, access, participation, opportunity and advancement in every stage of education or 

career. 
 

Diversity: A departmental community that represents and respects myriad differences in Aotearoa New 

Zealand communities, including race and ethnic identity, gender and gender identity, sexual orientation, 

socioeconomic status, language, culture, national origin, religious commitments, age, (dis)ability status and 

political perspective. 
 

Inclusivity: Ensuring equitable access and opportunity and resources for people who might otherwise be 

excluded or marginalised.    
 

Equity, Diversity and Inclusion (EDI) Prompts for Departmental Reviews  
 

1. How does your Department promote equity, diversity and inclusivity?  

a. Does your department have an EDI-themed committee?  

b. What are its (your department’s) priorities and goals? 

c. What resources and expertise are available to work toward those goals? 

 

2. What is your Department’s demographic profile (staff and students)?  

a. How is your profile changing and how would you like it to change in the future?  

b. How does your profile compare to the University as a whole? 

c. How does your profile compare to Aotearoa New Zealand society? 

 

3. Inclusive environments 

a. Are staff knowledgeable about inclusive teaching practices?  

b. Do diverse students feel welcomed, safe, heard and respected? 

c. Are departmental facilities accessible and non-disabling? 
 

Templates for stocktakes can be found at Quality Advancement or contact: 

Joe Llewellyn, Adviser, Equity, Diversity and Inclusion, Human Resources 

Professor Christina Hulbe, Chair, Equity Advisory Committee  

https://www.otago.ac.nz/quality/reviews/index.html
mailto:joe.llewellyn@otago.ac.nz
mailto:christina.hulbe@otago.ac.nz


 

ETHICAL BEHAVIOUR POLICY, DEPARTMENTAL 

CULTURE AND COMMUNICATION 2025 

 

Ethical Behaviour Policy 

The University of Otago Ethical Behaviour Policy outlines expectations for “ethical interactions 

between members of the University community and to provide an environment of safety, respect and 

dignity so members can participate fully in all aspects of University life”. 

The Ethical Behaviour Policy gives examples of unethical behaviour including (but not limited to) 

harassment, discrimination and bullying.  It also covers relationship conflicts of interest within the 

University community.  Examples include: a lecturer teaching a family member, partners working in 

the same department or a staff member being in a relationship with a student.  The latter is 

discouraged, with guidelines in the policy for when this might be deemed “unethical”.  Also, the 

Ethical Behaviour Policy covers remedies available to anyone who feels the Policy has been 

breached. 

What you should consider about the Ethical Behaviour Policy 

 Are you aware of the Ethical Behaviour Policy and the requirements the policy places on all 

members of the University community? 

 

 Have you discussed the policy with your staff? 

 

 How can you ensure staff maintain an ongoing awareness of the Policy and, in particular, 

remedies available to them if they feel the policy has been breached? 

 

Ethical Behaviour Policy - Conflict of Interest 

 Are you aware of the conflict of interest provisions in the Ethical Behaviour Policy? 

 

 How do you manage/monitor any conflict of interest (relationship) within your department 

e.g. staff member teaching a family member or staff member working with a partner? 

 

 What steps do you take to ensure all staff are aware of the conflict of interest provisions in 

the Policy and also the provision about unethical intimate personal relationships? 

 

 Are your staff aware that failure to disclose a conflict of interest could be a disciplinary 

matter? 

 

 Who should you contact to discuss any issues arising from the Ethical Behaviour Policy? 

 

General considerations - culture and communication within the Department 

Departmental Culture 

 What do you consider is a healthy departmental culture? 

 

 How would you describe the current culture of your department? 



 Are you aware of concerns raised about the culture of your department either in the recent 

past or currently e.g. 

- Ongoing conflict between staff 

- Allegations of unethical treatment (eg bullying, discrimination) between staff 

 

 If concerns have been identified what steps have you taken, or are you intending to take, to 

address these concerns. 

 

Communication within the Department 

 How would you describe the level of communication within your department and what 

options are there to ensure effective communication e.g. 

- How frequently do you have staff meetings? 

- How frequently do you have individual meetings with key members of staff? 

- Is there good information sharing within your department e.g. from top down and vice 

versa?  How do you know it is good? 

 

 How do you respond when conflict or tension arises between staff members? 

 

 Who do you rely on for support when working out how to manage staff conflict? 

 

Useful resources 

 

 

 Ethical Behaviour Policy 

 Ethical Behaviour Committee 

 Conflict Resolution and Mediation Services 

 

 Human Resources 

 

Jennifer Anderson - Manager, Facilitation and Mediation 

Tel: 03 479 5679 

Email: mediation@otago.ac.nz  

 

https://www.otago.ac.nz/administration/policies/otago003161.html
https://www.otago.ac.nz/council/committees/otago088548.html
https://www.otago.ac.nz/mediation/
mailto:mediation@otago.ac.nz
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INTERNATIONALISATION AT OTAGO 

April 2025 

 

This information was provided by the Director of the International Office. 

This document has been prepared to assist academic units incorporate internationalisation in an 

intentional and strategic manner as part of the QAU Review process.  

In order for programmes to meet the needs of both domestic and international students, Departments 

/ Units should ensure that in addition to meeting the academic standards of a given discipline, 

students should also be exiting with enhanced global citizenship, cultural competencies and 

intercultural communication skills. 

The Internationalisation Framework and Pae Tata are important resources that should be reviewed 

prior to the preparation of the Self Review.   

Departments / Units should consider the key objectives and targets in both documents, and to what 

degree these goals have been met.  As part of this process consideration should be given to Divisional 

Internationalisation strategies, and unit alignment to these. In particular Divisional and programme 

international student growth goals should be addressed.  

Specific questions to consider are: 

- How does the Department align with the Divisional international student growth targets. 

- How are international students supported by the Department / Unit? 

- What are the international education opportunities (including outbound exchange) available 

to enrolled students? 

- What initiatives are being undertaken by the Department / Unit to increase the international 

student cohort (recruitment and retention). 

- In what ways has the Department / Unit innovated in the area of internationalisation?  

- How has the Department / Unit engaged with the Matariki Network of Universities and other 

international partners? 

- What has been the contribution of the Divisional Associate Dean (International) or PVC in 

relation to addressing internationalisation as part of the Self-Review document? 

https://www.otago.ac.nz/international/index.html  

For further information, please contact Jason Cushen; jason.cushen@otago.ac.nz   

 

 

https://www.otago.ac.nz/otago829857.pdf
https://www.otago.ac.nz/international/index.html
mailto:jason.cushen@otago.ac.nz
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DISTANCE LEARNING AT OTAGO 

January 2025 

 

As part of your report on Teaching and Student Support, consider the following prompts that concern 

your distance teaching and programmes. These prompts will be applicable for papers and programmes 

that are formally approved as ‘DL’, but they will also be relevant for ‘OC’ papers and programmes that 

are hybrid in nature or have components that facilitate flexible and online learning. 

Strategic Alignment 

• What are the goals of your distance learning programmes or suite of papers? 

• How do those goals align with the aspirations of your department/programme and division? 

• How do your distance learning offerings contribute to your department/programme and 

division response to Pae Tata (including the Teaching and Learning Plan, Pacific Strategic 

Framework, Māori Strategic Framework, Sustainability Framework, Learner Success Plan, 

Disability Action Plan, Internationalisation Framework) and other plans relevant to the 

specific programme under Review such as the University of Otago Rural Health Plan and the 

Interprofessional Education (IPE) Strategy. 

• What range of initiatives or activities exist that capitalise on making use of the distance 

mode to achieve departmental, divisional or University goals? 

Student Services and Support 

• What range of initiatives or activities exist to actively support your distance students? 

• What range of activities or initiatives exist to ensure facilitation of distance student access 

and use of academic, functional, technical and welfare services and support? In particular, 

consider this question with regard to international students. 

• What are you doing well? 

• How do you market your distance courses to potential students? 

Course Design and Teaching 

• How have your distance programmes been developed specifically for online and distance 

teaching and learning? 

• What evidence do you collect to demonstrate the quality of your distance papers and 

programmes and/or quality of the integrated distance components? 

• How do you manage staff workload and succession planning for all staff, both academic and 

professional, who contribute to distance teaching and learning, but particularly for those 

who are new to it? 

• What range of professional development and support initiatives or activities exist for both 

teaching and administrative staff, no matter their experience, role or set of responsibilities? 

Partnerships and Relationships 

• What are the internal (UO), but external (to department/programme) relationships required 
to sustain/maintain/develop the distance programme, and how are they developed or 
maintained? 

• What external (to UO) relationships/partnerships are needed to sustain/maintain/develop 

the programme, and how are these supported? 

https://www.otago.ac.nz/__data/assets/pdf_file/0028/307765/department-review-terms-of-reference-824064.pdf
https://www.otago.ac.nz/__data/assets/pdf_file/0029/314885/download-pae-tata-strategic-plan-to-2030-0245908.pdf
https://www.otago.ac.nz/__data/assets/pdf_file/0028/294391/teaching-and-learning-plan-027123.pdf
https://www.otago.ac.nz/__data/assets/pdf_file/0014/211217/the-university-of-otago-pacific-strategic-framework-2022-2030-088124.pdf
https://www.otago.ac.nz/__data/assets/pdf_file/0014/211217/the-university-of-otago-pacific-strategic-framework-2022-2030-088124.pdf
https://www.otago.ac.nz/maori/maori-strategic-framework
https://www.otago.ac.nz/__data/assets/pdf_file/0022/307462/download-ti-kouka-the-sustainability-strategic-framework-2022-2030-0245882.pdf
https://www.otago.ac.nz/__data/assets/pdf_file/0023/511187/Te-Ara-Akitu-Learner-Success-Plan.pdf
https://www.otago.ac.nz/__data/assets/pdf_file/0034/589750/Te-Kokeka-Whakamua-University-of-Otago-Disability-Action-Plan-2024-2027.pdf
https://www.otago.ac.nz/__data/assets/pdf_file/0019/314740/download-te-aka-whakaranea-a-ao-2021-2025-829857.pdf
health-sciences-rural-health-plan-610433.pdf
https://www.otago.ac.nz/healthsciences/staff/ipe/ipe-centre


 

POST REVIEW: 
WHAT HAPPENS FOLLOWING THE REVIEW OF YOUR UNIT? 
Updated June 2025 

 

 
Review Report 
The Review Panel produces a formal report of its findings, commendations and recommendations 
following the Review. Once released (see below) the Report is a public document within the University 
and can be obtained from the Quality Advancement Unit (QAU) by any member of the University 
community. 
 
Time Frame:  Reports are expected from the Panel within two months of the Review and are generally 
released for general distribution approximately one month later. 
 
What happens to the Review Report? 
Prior to finalisation by the Panel, a copy of the Review Report is provided to the Head of the Unit who 
has two weeks to check for factual inaccuracies.  The Report is then sent by the Convenor to the 
Deputy Vice-Chancellor (Academic) who facilitates a Report Approval meeting with relevant 
representatives from the Unit’s Senior Leadership, the Convenor of the Review Panel, and the QAU 
Reviews Manager, to discuss the Report’s key findings, reflect on the Review, the Report and the 
outcomes.  The DVC (Academic) also discusses the Report’s key findings with the Vice-Chancellor as 
appropriate. 
 
Time Frame:  Depending on schedules, this stage can take up to several weeks. 
 
When will the Review Report be released? 
The DVC (Academic) normally authorises release of the Review Report at the conclusion of the Report 
Approval Meeting.  QAU then distributes the Report, initially to those directly involved in the Review, 
then broadly across the University, as per QAU distribution procedures.  Notification of recently 
released Review Reports is also periodically made via an all-departments email.   
 
Time Frame: Distribution to the Unit usually begins the day following the Report Approval Meeting; 
distribution to the wider University community commences a week after the Reports initial approval. 
 
How are the recommendations implemented? 
The Review process requires two formal reports in the follow-up phase, followed by a Four Year Mid-
Cycle Assessment to determine the date of the next Review.  Further details relating to this process is 
discussed in the next section.   
 
Prior to the status reports and immediately following receipt of the Review Report it is suggested that 
an “Implementation Plan” is prepared by the Head of the Unit (and/or the Pro-Vice-Chancellor or 
Divisional Head).  This plan does not need to be submitted to QAU - it is for the unit’s own use and will 
provide a framework for action to be taken in response to the recommendations in the Review Report.  
The Plan can then be updated and used as starting point for the formal status reports which must be 
submitted.  The Plan may, for example: 
 
 prioritise the recommendations 
 identify steps to be taken on each recommendation 
 delegate responsibility for action 
 provide a time-line for implementation. 

 
A guideline for the Implementation Plan is available on the QAU website. 
  
Where recommendations are targeted to areas or individuals outside the remit of the Unit reviewed 
(e.g. Property Services, ITS, etc.), it is the responsibility of the Head of the Unit to liaise with the 



relevant parties to discuss what steps or actions are required and develop a timeframe that ensures 
implementation of the recommendations. 
 
Time Frame:  An Implementation Plan should be developed within a month of receipt of the Report 
 
How is implementation monitored? 
Progress towards implementation of the Review recommendations is monitored through the 
submission of two Status Reports to the DVC (Academic) by the PVC or Divisional Head and the Head 
of Unit. 
 
The Status Report is a detailed report on the progress made towards implementation of each 
recommendation in the Review Report.  It reports on those recommendations implemented 
successfully as well as those not yet implemented, and the reasons for this.  The preferred reporting 
format is for the Head of the Unit to submit a full Status Report to their PVC or Divisional Head, and 
then for the PVC or Divisional Head, and Dean where appropriate, to prepare their own Report(s); all 
reports are then submitted to the DVC (Academic). 
 
For those recommendations targeted to areas or individuals other than the area reviewed, such as 
Property Services or ITS, it is expected that the Head of Unit will contact the relevant group to obtain 
an update in order that they can report on progress. 
 
Two formal reports are required during the follow-up phase: 
 the first Status Report: to be submitted to the DVC (Academic) after six months; and, 
 the second Status Report: to be submitted to the DVC (Academic) after 2 years.   

 
 
What format should the Status Report take? 
There is no standardised style for reporting on review recommendations; however, the Status Report 
should record action taken and outcomes to date with respect to each recommendation.  It can be 
useful to produce this report in tabulated form in order to record who or which roles are responsible 
for oversight of activity related to each recommendation and the timeframe in which action is 
expected.  If a recommendation has not been addressed or has been rejected then a brief explanation 
of why should be included along with a timeline for any action planned.  
 
(See ‘Tips for Status Reports’ below) 
 
When are the Status Reports due? 
The First Status Report is due six months after release of the Review Report.  The Second Status Report 
is due two years after release of the Report.  Official requests for the Status Reports will be sent by 
the DVC (Academic) to the PVC/Divisional Head approximately six weeks prior to the due date. 
 
What happens to the Status Report? 
The DVC (Academic) responds in detail to the Status Reports and reports back to the Vice-Chancellor 
on progress as appropriate. The DVC (Academic) response will comment on the progress made on 
each recommendation and may request that further action be taken and/or that further information 
be supplied.  A copy of the Status Report will be supplied to the Review Convenor for their information.  
 
Conclusion of the process 
The process usually concludes with the DVC (Academic) response to the Second Status Report.  On 
occasion, further follow up may be required by the DVC (Academic) prior to final closure. 
 
 
 
 



Mid-Cycle Assessment 
A Mid-Cycle Assessment is required at four years and its primary purpose is to confirm the next review 
date for the Unit concerned.  
 
This task is undertaken by the relevant PVC/Divisional Head in consultation with the Head of Unit and 
reported on using a pre-populated template that will be provided by QAU. Consideration is to be given 
to any outstanding recommendations and an assessment of the level of commitment to the 
recommendations; the current status of the area including significant changes; commentary on 
whether the review has added value to the department/Division; and, either a recommendation for 
an earlier review date, a targeted topic review to address particular outstanding issues, or 
confirmation of the 10 year review date will be required. 
 
The University norm for departmental, programme, area review is at least once every 10 years but the 
University’s Quality Advancement Reviews Policy allows for earlier interim and targeted reviews as 
appropriate.   
 
Further information 
For further information about the internal review process please contact: 
 Megan Wilson, Reviews Manager at the Quality Advancement Unit  
m.wilson@otago.ac.nz  
or consult the QAU website at www.otago.ac.nz/quality. 
 
Overview of the Review Process 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Review Schedule 
 

A maximum 10 year 
rolling schedule 

updated annually by 
QAU. 

Review Proposal 
 

Approval of the 
proposed Review 
Panel, Terms of 

Reference and dates. 

The Self Review 
 

A self-study by staff of 
the area under review. 

 
 

Self Review 
Report 

 

The Review 
 

A three-day review 
conducted by a panel 
external to the area 

under review. 

 
 

Review 
Report 

 

Report Approval 
Meeting 

 

Review Report discussed 
with the  

 DVC (A), PVC/Head of 
Division, Dean/Head of 

School, Convenor and QAU 
 

Review Report 
Released 

 
DVC (A)      

authorises release. 
QAU distributes 

Report 

Implementation 
Plan 

 

Responsibility of the 
Head of the Unit 

(in consultation with 
PVC/Head of Division, 
Dean/Head of School) 

 

1st Status Report 
and DVC (A) Response 

 

2nd Status Report 
and DVC (A) Response 

 

6 months after Report’s release 

 

2 years after Report’s release 

 

 4 Year Mid-Cycle Progress Assessment  
Completed by PVC/Head of Division, and DVC (A) response.  
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Tips for Status Reports 
 
Status Reports should include: 

• detailed feedback on the progress of each recommendation, including who or what role has 
oversight of activity, indicative timeframe for actions;   

• feedback on those recommendations successfully completed and 
• the reasons/details as to why recommendations are NOT yet implemented and an indicative 

timeframe for action. 
 
PVC/Dean comment is required before the Status Report is returned to QAU, and this may be 
embedded in the HOD’s Status Report or added in a separate document. 
 
BE PREPARED – as the DVC Academic will comment on your progress, report to the Vice-Chancellor 
as necessary, and may request further action or ask for additional information.   
 
There is no standardised format for responding to Review recommendations, however a template is 
available on request.  Alternatively, the following examples may be considered for the Status Report 
structure: 
 
1.  

Recommendation written 
in full 

6-month Status report 
 
Comments from HOD 
 
Comments from PVC 

2-Year Status report 
 
Comments from HOD 
 
Comments from PVC 

Recommendation written 
in full 

6-month Status report 
 
Comments from HOD 
 
Comments from PVC 

2-Year Status report 
 
Comments from HOD 
 
Comments from PVC 

 
2.  

 
6-Month Status Report 

 
Recommendation 1: cut and paste from Report 
 
Comments on progress 
PVC/Dean response 

 
Recommendation 2: Cut and paste from Report 
 
Comments on progress 
PVC/Dean response 

 
Etc... 
 
 
2-Year Status Report 
 
Repeat for each Recommendation as above... 
 

  



 

FACTUAL CHECK OF REVIEW REPORTS POLICY 2025 
2022 

 

Prior to finalisation of a Review Report by the Panel, the Convenor will send a copy of the Report to 

the Head of the Unit to check for factual inaccuracies.  The Head will have two weeks from receipt of 

the Report to reply with any factual corrections.  If no corrections are received within the two 

weeks, it will be assumed that the Report is factually accurate and the Report will go forward “as is” 

to the Report Approval Meeting.   

 

 

Notes:   

 

The Review Report reflects the views of the Review Panel only.  

 

No response by the Head does not constitute “approval of” or “agreement with” the Report in any 

way other than to accept its factual accuracy. 

 

The Status Reports provide the Unit with an opportunity to respond to the Review Report and its 

recommendations as well as to provide information about any implementation steps taken and/or 

planned. 

 

Confidentiality Reminder:  Until formally released by the DVC (Academic), this Report remains 

confidential to the Review Panel and the Head of Unit only.  Although limited consultation to verify 

factual accuracies may be required, the Report has not yet been finalised and is not to be shared or 

circulated with others. 

 



 

POLICY ON PROVISION OF STATUS REPORTS TO  
REVIEW CONVENORS 
Updated January 2016 
 

 
In the interest of providing Review Convenors with follow up information on the Review they 
convened, the Quality Advancement Unit will provide Convenors with a copy of the Unit’s first Status 
Report.  The Status Report will be confidential to the Convenor and must be destroyed once read. 
 
 
Notes: 
 
The Status Report is provided to Convenors as a courtesy and is for the Convenor’s information only.  
The Convenor has no role in the Status Report process or any other aspect of the Review follow up.   
 
Convenors will be provided with the first (6 month) Status Report prepared by the Unit only; any 
additional reports and/or comments submitted by the PVC, Dean and/or Director will not be 
included.  Second Status Reports will be provided on request. 
 
The Status Report is strictly confidential to the Convenor personally and must be destroyed 
appropriately by the Convenor once read.  Convenor’s who wish to provide fellow Panellists with 
follow up information may advise them of the contents of the Report but may not copy or circulate 
the Status Report itself. 
 
The substance of this Policy will be communicated to Convenors in a covering memo along with a 
copy of the Post Review information flyer to ensure understanding and transparency of this 
procedure.  
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SELF-REVIEW TIPS FOR DEPARTMENTS AND PROGRAMMES 

2025 
Updated January 2016 

 
 

Refer also to the relevant Review Guidelines available at http://www.otago.ac.nz/quality/reviews/ 

 

The Self-Review document forms the basis of the Department’s/Programme’s submission to the 

Panel.  The Self-Review needs to include factual information that contextualises the 

Department/Programme, outlines its structure and management, current status, and anticipated 

future developments; it should also be considered, thoughtful and analytical.  The document should 

highlight strengths and identify areas for improvement.  The structure of the Self-Review document 

should reflect the Terms of Reference of the Review. 

 

Matters for consideration and/or inclusion are: 

 Succession planning 

 Workload  

 Funding environment 

 Resources 

 Internal and external collaboration 

 Promotion 

 Enrolments – both undergraduate and postgraduate. 

 

The Self-Review document should also include discussion of: 

 Challenges, concerns 

 Successes 

 Restrictions/Wants or aspirations 

 Realities. 

 

 

Introduction: 

 Provide a short history/evolution of the Department/Programme, highlight any special factors 

that have influenced development. 

 Provide a short summary of changes made since the previous Department/Programme Review 

e.g. recommendations enacted and resultant outcomes, etc… 

 What does the Department/Programme want from the review process e.g. Panel ideas, 

endorsements? 

 

Management/Organisational Structure/Resources: 

 Outline the management structure and describe the processes for decision making. 

 Academic and general staff profile (names, age profiles, levels) – and comments on the adequacy 

of the level of support. 

 Describe committee structures and key roles e.g. Research Committee. 

 Information on opportunities for staff training, development initiatives and associated procedures 

 How is communication handled e.g. to staff/students/wider University/external stakeholders? 

  Overview of basic financial position, forecasts and future expectations – including any constraints 

and/or access to additional resources. 

 How is marketing undertaken? 

 Discuss Health and Safety aspects.  

 Discuss space aspects including, research space, labs, shared spaces, equipment maintenance, 

etc... 

http://www.otago.ac.nz/quality/reviews/
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Appendices might include:  

 Workload model – including: information relating to the distribution of teaching, research and 

administrative responsibilities. 

 Diagrams, charts or descriptions of the Departmental organisational structure (academic and 

general staff), details of committee membership and committee Terms of Reference. 

 Details of uptake of training, list of conferences attended. 

 Biosketches with photos of academic and general staff.  NOTE: CVs are not usually required but 

staff should be aware that a Panel may request to see electronic copies. 

 Current Health & Safety Report (H&S office) and Security Audit (from the Deputy Proctor). 

 Space Register. 

 Marketing material. 

 

 

Strategic Focus: 

 Detail the key areas that directly support the University’s strategic aims e.g., Vision 2040, Pae Tata, 

MSF, PSF, Tī Kōuka etc. 

 Discuss compatibility between the University’s and Division’s strategic aims and those of the 

Department/Programme. 

 Discuss how to best achieve all strategic aims. 

 Discuss staff related issues. For example: recruitment; current and future staff profile in relation 

to the strategic direction. 

 How is strategic success measured and/or demonstrated? 

 Can this be maintained or improved upon? 

 

Appendices might include: 

 Copies of Divisional Plan and any other relevant planning documents 

 

 

Teaching: 

 Give an overview of the curriculum for which the Department/Programme is responsible and the 

rationale for the focus of the curriculum.  Is it relevant? Consider the staff profile in relation to the 

curriculum. Does the curriculum meet industry needs? 

 How is the curriculum structured e.g. Foundation courses?  Co/Pre-Requisites?  Summer School? 

 Who does the teaching (TFs? PPFs?) How is that organised? Is it shared with other 

units/campuses?  Are guest lecturers utilised?  How is international expertise captured?  Student 

placements?  Tutorials?  Team Teaching or another system?  Ensuring teaching is research-

informed? 

 Consider technological advances, innovative teaching methods and the resources required to 

deliver and maintain quality teaching, professional development e.g. HEDC support, IT training. 

(This may be further covered in a section on IT resources). 

 Consider the value of and acknowledgement of student feedback and support e.g. use of Class 

Reps and/or survey data.  

 Discuss matters relating to external accreditation. 

 Discuss departmental relationships with external stakeholders e.g. industry links, employers 

(internships, advisory boards etc.) 

 

Appendices might include: 

 Information on papers and majors offered – such as examples of paper profiles, teaching 

and assessment methods, examples of external examiners reports, distance-taught 

papers and details about the programmes to which they contribute.  
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 EFTS and Headcount Data – including: enrolment patterns, completion rates, numbers of 

graduates, postgraduates, international and exchange students, student-to-staff ratios, 

and academic-to-general staff ratios. 

 Information on and an evaluation of graduate profiles and attributes for programmes: 

adherence to University Key Performance Indicators. 

 If available, initial proposals for new programmes and final GYRs submitted to CUAP. 

 Graduate and Student Opinion Surveys – including free text comments.  Information on 

teaching evaluations and/or any other informal surveys undertaken by the Department 

e.g. employer surveys. 

 

 

Research: 

 What are the primary areas of research conducted within the Department/Programme?  Describe 

the research profile and future research directions. 

 Access to grants and funding? What is the support for academic staff working on grant applications 

(particularly for junior staff)? 

 Consider research space and access and availability of up-to-date resources.   

 Discuss laboratories and standards, if relevant. 

 Discuss teaching buy-out and what impact this has and any other methods of meeting research 

expectations. 

 Discuss support for research students including supervision, funding, conference attendance, 

symposia etc. 

 How do research students contribute to the Department/Programme? 

 Discuss collaboration e.g. internal/external research centre/cluster/groups?   

 

Appendices might include: 

 Evidence of the Department’s national and international research standing, including 

collaborative research and funding, PBRF rating, list of publications (available from 

Publications). 

 Journal contributions – are the appropriate journals being targeted? 

 List conference attendances and symposia held. 

 Information on any inter- and intra-departmental collaboration across the University. 

 Information on departmental relationships with external stakeholders e.g. industry links, 

commercialisation, employers. 

 

 

Community Service/Outreach: 

 Outline staff contributions to University service on committees/Boards/etc. and consider the pros 

and cons of this service. 

 Discuss Department/Programme outreach to the wider community e.g. media coverage; expertise 

provided to businesses or the City Council, national or international groups. 

 Discuss the profile of the Department/Programme locally/nationally/internationally. 

 Discuss vocational links/expectations with relevant industry and the response to industry needs. 

 Discuss commercialisation. 

 

Appendices might include: 

 Information on professional, consultancy and community service contributions by staff   

 Information on departmental relationships with external stakeholders eg MoUs, industry 

links, employers. 

 

For more information please contact: Megan Wilson, Reviews Manager, m.wilson@otago.ac.nz   
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TEN TIPS FOR A SUCCESSFUL REVIEW 

 

 

 

1. A Review is your opportunity to make progress, effect change or consolidate. 

 

2. Success is all in the preparation – this is the only bit of the process you have control over. 

 

3. Start with a careful stock take. 

 

4. Choose people you and your staff respect for the Panel. 

 

5. Involve all staff, academic, technical and professional in the process and provide different 

avenues for staff to buy into the process. 

 

6. Develop clear aspirations. 

 

7. Familiarise yourself with the University’s strategic documents. 

 

8. Make sure your strategic plan is real, meaningful and useful to you. 

 

9. Bare your soul in the Self-Review document. 

 

10. Make sure you work with the Convenor of the Panel in advance. 

 

 

Questions? 

Contact Megan Wilson, Reviews Manager, Quality Advancement Unit 

m.wilson@otago.ac.nz T: 03 479 6528 
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TEN TIPS TO ASSIST THE REVIEW CONVENOR 2025 

 

 

A review of a Department/Programme/Unit is not a matter of compliance. It is intended to be 

constructive and forward looking.  

 

1. Approach the Review positively as an opportunity for self-assessment of the 

Department/Programme/Unit, and to seek confirmation and advice in developing and 

strengthening the Department/Programme/Unit over the next 5-7 years.  Imbue staff with the 

same attitude. 

 

2. Select Panel Members with expertise and experience relevant to your aims for the Review and 

choose a graduate representative on the Panel who has experience, maturity and confidence to 

contribute to the Review. 

 

3. Identify the major goals that the Department/Programme/Unit wishes to achieve in the next 5-

7 years and clearly state these in your Self-Review. 

 

4. Identify any issues in achieving those goals and possible strategies to deal with them and 

include these in your Self-Review, or in a written submission to the Panel. 

 

5. Structure your Self-Review according to the terms of reference for the Review. 

 

6. Provide, as Appendices to the Self-Review or as ‘on-call’ supporting documents, the evidence 

needed to support 3 and 4. (e.g. numbers of research students and their subsequent 

employment over the past 5-7 years/details relating to external funding, grants, research, 

publications). 

 

7. When possible, alert the Panel Convenor to any issues outside the scope of the Review that 

may be raised and/or constitute a conflict of interest. 

 

8. In the Self-Review, provide a list of ALL acronyms that appear in the Review with their full title; 

provide a separate list for relevant taught papers with acronym and number.  

 

9. In the Self-Review, provide brief descriptions of the title and role of each staff member in 

teaching, research and administration of the Department/Programme/Unit (a bio sketch). 

 

10. Be open, frank and fair in discussions with the Panel.   

 

 

 

 

Questions? 

Contact Megan Wilson, Reviews Manager, Quality Advancement Unit 

m.wilson@otago.ac.nz T: 03 479 6528 
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FREQUENTLY ASKED QUESTIONS 
(OCT 2022) 

 
 
 
 
 
Who selects the Review Panel? 
The Review Panel is selected by the Unit under Review; this may be done in consultation with the 
relevant PVC and/or Dean.  Once the Panel has been selected the Review Proposal Form is submitted 
to the DVC (Academic) for final approval (in the case of Reviews in the Operations Group the Chief 
Operating Officer also approves the Review Proposal Form).  The DVC (Academic) may challenge Panel 
Members or recommend changes and/or additions to a Panel.   
 
QAU can also provide a list of academic and general staff that have expressed interest in participating 
in Reviews.  
 
 
Who sets the dates of the Review? 
The dates of the Review are decided by the Unit under Review.  This may be done in consultation with 
the Unit’s proposed Convenor and Panel Members.    
 
 
Where is the Review held? 
The Review takes place on the campus of the unit under review. Panel members are expected to 
attend in person.  Participating via Zoom, whilst not ideal, may be an option if needed (e.g. For COVID 
related needs). 
 
 
Does QAU invite the prospective Panel Members or do I? 
The Unit under Review makes initial contact with the prospective Panel to confirm their willingness to 
participate and their availability.  At this time the Unit under Review must also confirm with the Panel 
Members the three days over which the Review is to be held.  Panel Members must be aware that the 
commitment is for three full days.  There is often a pre-review dinner the evening before which is an 
important part of the process.  Panel members should ensure that they arrive in time for this if 
possible. 
 
Once all of the proposed Panel have agreed to participate the Review Proposal Form should be 
completed and sent to the PVC/Director/Dean as required for authorisation.  Following authorisation 
by the DVC (Academic) an official letter of invitation from the DVC (Academic) will be sent to the Panel 
Member with the confirmed Review dates, information pertaining to the Review and their role on the 
Panel. 
 
 
What value does a Graduate Panel Member have? 
The graduate member of the Panel is the only person who has an intimate knowledge of the unit under 
Review.  If this is a departmental review they have often been through a programme and experienced 
the teaching and research environment of the department.  As a graduate they are also in the unique 
position of knowing how prepared they felt when they entered the workforce. 



We prefer a recent graduate rather than a student as there can be issues raised during a Review that 
it is difficult for a student to hear or for staff to feel comfortable speaking about freely and candidly in 
front of a student.  Consistent with this, we prefer that the graduate member is not employed by the 
Unit, even in a part-time capacity nor should they be supervised (if they are postgraduate students in 
another department) by any staff members in the unit under review. 
 
 
How many Panel Members should I have? 
Although we do not require you to fill all seven positions available there are key roles that must be 
filled such as the Convenor and an External Representative.  The number of Panel Members that the 
Unit selects will reflect what the Unit wishes to achieve in the Review.  Each position has a distinct 
focus in terms of expertise that can be utilised by the Unit.  
 
 
Who sets the Terms of Reference? 
QAU has generic Terms of Reference for all styles of review but we strongly recommend that the Unit 
being reviewed amend these in order to make the Review as relevant as possible to them.  If there are 
specific matters that the Unit would appreciate advice on or they wish to focus the Panel’s attention 
on then add these to the Terms of Reference.  Although QAU would recommend that the Unit retains 
the Framework for the Review the Unit may simply write Terms of Reference as a short list of points 
for investigation.   
 
 
What about the Self Review? 
The Self Review is a confidential document produced by the Unit and provided to the Panel.  We 
strongly encourage staff to contribute to this document and, regardless of who produced this 
document, all staff should have the opportunity to view the final version of the Self Review prior to its 
submission to the Review Panel.  There is no requirement to provide a copy of the Self Review to the 
PVC/Director of the Unit being reviewed; however, a Unit may choose to do this if they wish to.   
 
 
Questions? 

Contact Megan Wilson, Reviews Manager, Quality Advancement Unit 

m.wilson@otago.ac.nz T: 03 479 6528 

 

mailto:m.wilson@otago.ac.nz

	Cover Sheet Departmental Review Appendices 2025.pdf (p.1)
	Contents Sheet Generic Appendices 2025.pdf (p.2)
	2025 Timeline graphic.pdf (p.3)
	2025 Departmental Framework and Terms of Reference.pdf (p.6-10)
	2025 Clinical Insert.pdf (p.11)
	2025 Information for Prospective Panel Members.pdf (p.12-13)
	2025 Information for Prospective Graduate Panel Members.pdf (p.14-15)
	2025 Payment Policy.pdf (p.16-17)
	2025 Air Travel Policy incl Food and Drink.pdf (p.18-19)
	2025 Māori Strategic Framwork Prompt Sheet.pdf (p.20)
	2025 Pacific Strategic Framework Prompt Sheet.pdf (p.21-22)
	2025Tī Kōuka Sustainability at Otago Prompt Sheet.pdf (p.23-24)
	2025 Equity and Diversity Prompt Sheet.pdf (p.25)
	2025 Ethical Behaviour and Mediation Prompt Sheet.pdf (p.26-27)
	2025 Internationalisation at Otago Prompt Sheet.pdf (p.28)
	2025 Distance Learning at Otago Prompt Sheet.pdf (p.29)
	2025 Fact Check Policy.pdf (p.35)
	2025 Status Reports to Convenors Policy.pdf (p.36)
	2025 Self Review Tips for Dept and Prog Reviews.pdf (p.37-39)
	2025 Ten Tips for a Successful Review.pdf (p.40)
	2025 Ten Tips to Assist the Convenor.pdf (p.41)
	2025 FAQs.pdf (p.42-43)
	Review Schedule
	Review Proposal
	The Self Review
	Self Review Report
	The Review
	Review
	Report



