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Eligibility: 

 
Senior Lecturers and Senior Research Fellows appointed on or before 1 March 2018 
are required to participate in the annual performance and salary review. 
 
Staff members on the top of the salary scale are required to undertake a 
performance review even though there can be no salary review associated with it. 
 
Staff members in fixed term positions are required to undertake a performance and 
salary review unless it is unlikely that their employment agreement will extend 
beyond 1 February 2019. 
 
Senior Lecturers and Senior Research Fellows on the range beyond the bar are not 
part of this process. 
 

Process: 

 
1. The Manager, Promotions and Remuneration, Human Resources, emails all 

eligible staff about the annual performance and salary review. The email 
includes links to: 
 

 the online form in the Human Resources system, ‘Progress’; 

 the guidelines on this performance and salary review; and 

 the instructions on how to use the on-line system, ‘Progress’. 
 

2. The Manager, Promotions and Remuneration, Human Resources, provides 
each Head of Department and Pro-Vice-Chancellor with links to: 
 

 an on-line list of Senior Lecturers or Senior Research Fellows who are 
eligible for the annual performance and annual salary review; 

 the guidelines on this performance and salary review; and 

 the instructions on how to use the on-line application, ‘Progress’. 
 

This document outlines the procedures for assessing the performance and reviewing the 
salaries of Senior Lecturers and Senior Research Fellows appointed on or before 1 March 2018. 

The 2018 review is being undertaken using an on-line system known as ‘Progress’: 

https://corpapp.otago.ac.nz/progress/login/?next=/progress/  

For information about using ‘Progress’ go to Related Info on the link: 
http://www.otago.ac.nz/humanresources/training/academic-staff/performance-and-salary-
review/index.html  

https://corpapp.otago.ac.nz/progress/login/?next=/progress/
http://www.otago.ac.nz/humanresources/training/academic-staff/performance-and-salary-review/index.html
http://www.otago.ac.nz/humanresources/training/academic-staff/performance-and-salary-review/index.html
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3. Senior Lecturers and Senior Research Fellows prepare a statement noting 

their particular contributions to teaching, research (and/or professional 
practice) and service to the University and the community since their last 
performance review, promotion or progression.  This information is submitted 
to their Head of Department via the online system, ‘Progress’; 

 
4. Heads of Departments meet with each Senior Lecturer and Senior Research 

Fellow to discuss performance and career development. 
 

5. Using the on-line system, ‘Progress’, Heads of Departments are asked to: 
 

a. validate the quality of the achievements;  
 
b. confirm if performance is satisfactory; and 
 
c. make a recommendation for a salary progression.  
 

A recommendation for a single step progression requires no commentary or 
explanation. 

 
A recommendation for no progression (where a salary progression is possible) will 
require a case setting out the reasons for the recommendation.    

 
6. Documentation is submitted using the on-line system, ‘Progress’ to the Pro-

Vice-Chancellor for a decision, and additional comment, if required; 
 
7. Documentation is submitted using the on-line system, ‘Progress’ to the 

Manager, Promotions and Remuneration, Human Resources. 
 

Documentation: 

 
Each Senior Lecturer and Senior Research Fellow appointed on or before 1 March 
2018 is asked to submit using the on-line system, ‘Progress’: 
 
1. A summary of significant: 
 

a. achievements in teaching in the review period*;  
b. research accomplishments during the review period; and 
c. service activities in the review period. 

 
2. all standard student evaluations of teaching for the review period*; 
 
3. a schedule of teaching responsibilities for the review period; and 

 
4. an up-to-date University of Otago CV with outputs in the review period 

highlighted. 
  

                                                 
* Senior Research Fellows do not need to comment on teaching or provide student evaluations. 
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Notes: 

 
Staff members who are assessed as performing at a satisfactory level for their point 
on the salary scale will progress one step up the Senior Lecturer scale. 
 
Staff members at the top of the salary scale are required to participate in a 
performance review even though there can be no salary review associated with it. 
 
Staff members on confirmation path are required to participate in the annual 
performance review.  However, staff members, if they wish, may upload a copy of 
their most recent confirmation report instead of the summary of achievements.  
Supplementary comments may be required if the report is several months old or it is 
the 1st report only.  Heads of Departments will review the confirmation reports to 
assess if their performance is satisfactory and recommend if a salary progression is 
appropriate.  
 
Staff members applying for promotion are required to provide a list of achievements 
or upload a copy of their promotion application with the specified documentation.   
Heads of Departments are not required to make a recommendation about a salary 
progression.  Instead the Divisional Promotion Committees will consider the 
progression if the promotion application is unsuccessful. Staff will be told the 
outcome of their application on 11 October 2018. 
 
For guidance about the expectations for the roles of Senior Lecturers and Senior 
Research Fellows, go to: 
http://www.otago.ac.nz/humanresources/training/academic-staff/academic-titles/index.html  
 
 

Staff members on parental leave: 

 
Staff members taking parental leave should be reviewed.  Heads of Departments 
should assess the staff member’s performance during the months that they were at 
work over the review period.  The underlying principle is that staff members should 
not be disadvantaged by taking parental leave.   
 
If it is possible, staff members anticipating parental leave should prepare their 
statement of achievements prior to their departure.  
 
  

http://www.otago.ac.nz/humanresources/training/academic-staff/academic-titles/index.html
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Timetable: 

 
9 April 2018 Human Resources Division e-mails out guidelines and 

documentation to Senior Lecturers and Senior Research 
Fellows.  Heads of Departments and Pro-Vice-Chancellors are 
given access to the lists of Senior Lecturers and Senior 
Research Fellows eligible for a salary review. 
 

25 May 2018 Information prepared by Senior Lecturers and Senior 
Research Fellows, with comments by Heads of Departments, 
is submitted to Pro-Vice-Chancellors for a decision. 
 

29 June 2018 Pro-Vice-Chancellors submit their decision to the Manager, 
Remuneration and Promotions, Human Resources Division. 
 

9 July 2018 The Manager, Remuneration and Promotions, Human 
Resources Division, advises Senior Lecturers and Senior 
Research Fellows of the outcome of the review. 
 

1 February 2019 Effective date for any approved salary progressions. 
 

 


