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0.3  Distribution / Circulation

This Standard Operating Procedure is availablelavant functions for authorized users.

1. PURPOSE

To ensure efficient, fair and timely promotion dfQUEA staff.

2. SCOPE

It covers all CUEA staff with the exception of tleowho are on less than three (3) years contract

and part-time employees.

3. TERMS AND DEFINITIONS
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3.1 Definitions of Terms Used
For the purpose of this procedure the followingnershall apply in addition to those already
defined in the CUEA Quality Management Manual atEB/VC/DQA/01

3.1.1 Promotion:
For the purpose of this procedure ‘Promotion’ refier giving an employee a higher rank or job
in the organization.

3.2 Abbreviations and Acronyms

3.2.1 HR - Human Resources

3.2.2 SDC- Staff Development Committee
3.2.3 SEC-Staff Evaluation Committee
3.2.4 CSC- Council Staffing Committee
3.2.5 DQA-Directorate of Quality Assurance
3.2.6 MB-Management Board

4. REFERENCES

This procedure makes reference to the followingudwents which form part of the QMS
documentation:

4.1 HR Policies and Procedures Manual

4.2 1SO 9001:2008, Quality Management systems —iRagents clause 6

5. PRINCIPAL RESPONSIBILITIES

5.1The HR Manager oversees the implementation sftfocedure

5.2 The Employee and HoD initiate the need for pthom

5.3 The Management Board approves the promoticumbort and middle level staff

5.4 The University Council approves the promotion afieelevel staff.

5.4 The DVCs Administration and Academic are resgaa for the approval of Administrative
and academic staff promotions respectively.

6. METHOD

Part one: Academic Staff Procedure

6.1 The Office of the HR shall officially communicate the DVC-Academic before 3Danuary
every year reminding him/her to ask staff membearssubmit their applications for
promotion.

6.2The applicant shall write an application lettertte Chairperson of the Academic Staff
Evaluation Committee (DVC Academic) through his/k&®D and Dean before the 2&r
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29" February and attach his/her updated curriculuraetiesume. The application for
promotion must be accompanied by documentary eveleof level of academic and
professional qualifications, teaching experienchotarly accomplishments and community
service among other testimonials.

6.3 Upon reception of the application letter, the HOMI ahe Dean shall separately verify it and
write letters of recommendation to the DVC Academithin 3 working days and copy it to
the HR Manager.

6.4The DVC Academic upon reception of the applicatietier and recommendations shall
verify and send them to the HR Manager for actiathiw 3 working days.

6.5The HR Manager shall compile the documents anddode/them to the SEC within three (3)
weeks of submission deadline.

6.6 The SEC shall evaluate the applications and recardat®ns from the HOD and Dean

6.5.1 If the applicant does not qualify, he/she is netfin writing by the HR Manager citing

areas that require improvement within 5 workingsday

6.5.2 If he/she qualifies, the application is forwardedtie CSC for consideration in the next

council meeting.

6.7In case of promotion to Senior Lecturer, AssocRtefessor and Professor, the SEC shall
forward the applications to the DQA who may alseoine external assessors.

6.8 The findings of the DQA shall be presented to tB€ Sor deliberation.

6.7.1 If the applicant does not qualify, he/she is netfin writing by the HR Manager citing

areas that require improvement within 5 workingsday

6.7.2 If he/she qualifies, the name of the applicanbrsvarded to the CSC for consideration in

the next council meeting.

6.9The CSC shall deliberate on the findings and fodm@commendations to the University
Council for approval in the next council meeting.

6.10 The council decision shall be communicated to p@ieants in writing by the VC within

5 working days.

Part two: Administrative Staff Procedure

6.1 The Office of the HR shall officially communicaie the DVC-Administration before 31
January every year reminding him/her to ask staffnimers to submit their applications
for promotion.

6.2 The applicant shall write an application lettetlie Chairperson of Non- Academic Staff
Evaluation Committee through his/her HoD with ayxep HR Manager before the pL
or 29" February and attach his/her updated curriculuraetiesume together with all
relevant academic and professional documents.

6.3The HOD upon receiving the application letter, khadrify it and write a letter of
recommendation to the HR Manager within 3 workiags
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6.4The HR Manager upon receiving the application aedommendation letters, shall
compile the documents and forward them to the SHGiwthree (3) weeks of
submission deadline.

6.5For support or middle level staff, the SEC shalkenaecommendations to the MB and
for senior level staff, the SEC shall make recomtia¢ions to the University Council for
consideration.

6.6 The VC shall communicate the decisions of the MBI &miversity Council to the
applicant in writing within 5 working days.

7. APPENDICES

None
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