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Academic Appointments

Preamble:

Australian Institute of Business (AIB) values ardagnises excellence in teaching and
research. Applicants who demonstrate commitmetitéscholarship of teaching and
research will be considered favourably.

Pur pose:

To ensure that academic appointments are meritase that the policy and procedures
to be followed at each stage of the appointmentiaddction should be equitable and
transparent.

Scope:
Academic Staff

Detail:
1. Typesof appointments

Continuing
An appointment on a full-time or part-time basislchuntil resignation or retirement,

subject to the provisions of notice of terminatidiis class of appointment may be
made by AIB for any level of appointment.

Fixed-Term

An appointment made subject to the limits imposed d specified period, not
exceeding five years, which will lapse automaticaithout expectation of renewal
at the end of the period specified for each sugoigpment.

Adjunct

An appointment on a full-time or part-time basisymally made for a period not less
than two or more than three years at a time. Irtigb&ircumstances, such as in
contractual appointments with a cooperative re$easmtre, appointments may be
made for a longer, but identified, period of time.

Visiting

An appointment made for a specified period (norynalminimum of two months and

up to three years). The initial appointment mayekt&nded for a further period not
exceeding three years.

Part-time Academics
Academic staff engaged for lectures, tutorials emdnstrations; normally for a
defined period for which specified duties are dethi




2 Criteriafor appointment of academic staff

2.1

2.2

2.3

2.4

The criteria for appointment of academic stadf:
a) Appropriate academic qualifications from an acdestliuniversity or
institution of higher learning

b) Appropriate working experience in the disciplindfget area in which
the vacancy exists

c) relevant teaching experience at the appropriatellevamely, at
vocational education, undergraduate or postgradeas

d) commitment to the scholarship of teaching and learn
The specific criterion for facilitators is set antAppendix A of this policy.

The specific criterion for professors and assocmtdfessors is set out in
Appendix B of this policy.

Examples of a commitment to the scholarship oftigar and learning are
ongoing development of skills in teaching, the o$eelevant and current
teaching materials, assessment of students andecdasign

3. Procedurefor appointment of academic staff below Associate Professor level

3.1

3.2

3.3

3.4

When advertising a vacancy, the Job Descripgimuld be forwarded to the
Director of Corporate Affairs.

Selection processes will be undertaken in accoelavith the Recruitment,
Selection and Induction Policy.

The Director of Studies or their nominee will chdie Selection Panel and
will appoint the other member of the Panel.

The selection panel will be responsible for:

a) reviewing the Job Descriptioand determining the essential and
desirable criteria for the position, in consultatioith the relevant
manager/supervisor. The essential criteria argettfactors that are
crucial and compulsory for the satisfactory perfance of the
position. Desirable criteria are those that wi#l beneficial to the
applicant in performing the role. By determinirfee tessential and
desirable criteria for the position, the panel Wwelve a standard for the
comparison of each applicant.

b) creating and documenting an interview plan and tpesto be asked
at the interview. The questions will be restrictedthose that are
relevant to the position. Questions that may iadican intention to
unlawfully discriminate will not be tolerated.

c) reviewing the applications that have been recearst making a short
list of those applicants who meet the essenti&treai for the position.



Prior to interviews being arranged, the shortissto be reviewed by
the manager/supervisor responsible for the vaaasitipn.

d) arranging suitable interview times with the shaateld applicants

e) notifying unsuccessful applicants by letter or otappropriate means,
after the process is completed.

3.5 The selection panel will conduct the iniews. The format of the interview
will be to:

a) provide details to the applicant about the posiéiod the organisation

b) discuss the applicant's skills and experience &y tfelate to the
position

c) discuss the conditions of employment and remurergbiackage for
the position

d) answer any questions that the applicant may have.

3.6 The interview must include information for thgplicant about the next steps
in the selection process, so as to avoid unnegessediety and follow up
telephone calls. The applicants will be advised thair nominated referees
will be contacted.

3.7 A second round of interviews may be scheduled.

3.8 Where the vacancy is for a facilitator, a secwoaound of interviews is
recommended for a select number of applicants hathathey will undertake
a short presentation on a topic of their choicele@monstrate their facilitation
skills.

3.9 Offers or promises of employment must @ made ‘on the spot’ at the
interview.

3.10 Following the interviews, the most suitable cantidamust have their work
histories, qualifications and references checkdte Director of Studies or
delegate will contact the nominated referees. bhtawh, the qualifications of
the suitable candidates must be verified by sightniginal copies of the
relevant testamurs and academic transcripts. Ie cdsdoubt about the
gualifications, the Director of Studies or delegat¥ contact the relevant
academic institutions to verify the bona fideshef gualifications.

3.11 When the preferred candidate has been selectedalatests (for example,
pre-employment health or functional assessmentjtudp), interviews,
gualifications and reference and Police (where eqmpate) checks have been
completed and are satisfactory, then an offer gfleyment will be made in
writing.



5.

3.12 A written Letter of Appointment/Contract of Emplogmt should be prepared
and must contain the specific terms and conditiohghe employment
relationship agreed between the employee and ddBng and/or following
the interview process.

3.13 The applicant will be required to sign the LettérAppointment/Contract of
Employment as acceptance of the offer of employmenhtis must occur
before employment commences. Verbal offers musblpérmed in writing.

Procedure for induction

4.1 The Director of Studies or delegate is responddni@verseeing and guiding
the work of all new employees and will ensure thatfollowing occurs:

e the employee has a clear understanding of the letgberformance
expected of them

e the rules, policies and procedures of AdR explained, together with any
other relevant information

e the employee is issued with:

- a staff handbook and are required to complete @y & statement
acknowledging that they have received, read anderstabd the
contents of the staff handbook

- the book of academic policies; and

e an overview is given of occupational health, safetgyd welfare
requirements, rules and procedures.

4.2  The Director of Studies or delegate will merdod coach the employee in
their job performance and if possible, will alloean appropriate workplace
‘buddy’ to assist them with their integration irthee organisation.

Appointment of Associate Professors and Professors

5.1 In addition to the types of appointment set outlterm 1, Professors or
Associate Professors may be appointed as follovewiged they have
previously been appointed to that position in aaptmiversity:

« to apaid or honorary position

« to positions sponsored by external funding bodies

« as a visiting professor from another universityequivalent body for the
duration of their stay.

5.2 The Registrar may, on the recommendation of Higher Appointments
Committee and with the approval of the AIB BoardQifectors, appoint
professors and associate professors as specified.be

5.3  An appointment made under sub-section 5.2 &leallubject to such special
conditions (if any) as are prescribed in relatiohat appointment.

5.4. The Registrar may, on the recommendation ef Higher Appointments
Committee and with the approval of the AIB BoardDofectors appoint one



5.5

5.6

5.7

or more eminent scholars who, at the time of appwent are not employed
by a university, as AIB professors or associatdgssors.

A professor or associate professor shall hold effitm such conditions and
shall perform such duties as the AIB Board of Dinex may determine.

An initial appointment as a professor or assoqgutdessor shall be for any
period not exceeding three years, and a profegsassmciate professor may
be re-appointed for a further period as determibgdthe AIB Board of
Directors.

Where the Higher Appointments Committee resolvest tla person
internationally recognised to be of outstandingdacaic merit be invited to
accept appointment as a professor of AIB, andpghedon accepts, the Higher
Appointments Committee may, notwithstanding thevsions of this or any
other policy of AIB, appoint the person to be afessor of AIB on such
conditions, with such duties, for such period antthwuch title as the Higher
Appointments Committee determines.

6. Appointment of Honorary Associate Professors and Professor s

6.1

6.2

6.3

In recognition of conspicuous service to AIB, thegitrar may, on the
advice of the Higher Appointments Committee anchwite approval of the
AIB Board of Directors appoint as an honorary psster or associate
professor:-
« a former professor or associate professor of antralien University
who after retirement is engaged in research reteteasome branch of
AIB studies; or
« a professor or associate professor of an Australi@mersity who is
engaged in research work relevant to some brangltBotudies.

An appointment as an honorary professor or assgpiafessor shall be for
such term and on such conditions as the Higher Mppents Committee
shall determine.

An honorary professor or associate professor gleafbrm such duties as the
Higher Appointments Committee may determine.

7. Appointment of Emeritus Professors

7.1

7.2

In recognition of distinguished academic smrvio the AIB, the Registrar
may, on the advice of the Higher Appointments Cottaai and with the
approval of the AIB Board of Directors, confer tiitte of emeritus professor
on any former professor of AIB.

A person appointed under the sections 6 or %, nifa the Higher
Appointments Committee so decides, have their naduaed to the list of
academic and research staff in the official listri\IB staff but shall not, by



reason of their office, be an AIB employee but &irpurposes of courtesy
and on ceremonial occasions shall be regardegasfessor of AlB.

Related Forms:
Job Description

Responsibility:
Director of Corporate Affairs
Director of Studies

Related Policies:
Academic Promotions
Academic Staff Performance Review

Current Status Version 2
Approved By: Academic Board
Date of Approval: 1 July 2011
Previous version: 9 December 2008



APPENDIX A

1. Criteriafor Facilitators

VET level courses
Each facilitator must satisfy the following critri

(0]

(0]

(0]

normally hold at least a bachelor degree in managerar the particular
area in which they teach or facilitate;

have the Certificate IV in Training and Assessnamsimilar qualification;
and

consistently meet the performance standards setnotiteir personal job
description as it is reviewed by the Director aid¢s of Studies.

Diploma, Associate Degr ee and Bachelor cour ses
Each facilitator must satisfy the following critri

(0]

(0]

(0]

normally hold a postgraduate degree in managemehearticular area in
which they teach or facilitate;

have undergone or is currently undergoing the AdBilitator development
process and is registered as an AIB facilitatod an

consistently meet the performance standards setnotiteir personal job
description as it is reviewed by the Director afidBés .

Graduate Certificate, Graduate Diploma and MBA
Each facilitator must:

(0]

(0]

normally hold a postgraduate degree in a disciptiva is relevant to the
area in which they teach or facilitate;

normally have been professionally active for a mimin period of three
years in the field in which they facilitate;

be committed to on-going research and a programrhepearsonal

development in their chosen field; and

consistently meet the performance standards setnothteir personal job
description as it is reviewed by the Director afidBés .

Master of Management
Each member of the faculty normally must:

(0]

(0]

(0]

(0]

hold a doctoral degree in a discipline that isvafé to the area in which
they supervise;

have supervised a master’'s candidate to completiotyeen an Associate
Supervisor of a master’s candidate who has conthlete

have been professionally active for a minimum wéfyears in the field in
which they supervise; and

be committed to on-going research and a programrhepearsonal
development in their chosen field.

Doctor of Business Administration and Doctor of Philosophy
Each member of the faculty normally must:

(0]

(0]

hold a research doctoral degree in a disciplingé itheelevant to the area in
which they supervise;

have supervised a doctoral candidate to completiorheen an Associate
Supervisor of a doctoral candidate who has comilete

have been professionally active for a minimum wéfyears in the field in
which they supervise; and be committed to on-goiegearch and a
programme of personal development in their chomdd. f



2. Teaching limits

2.1 At Diploma, Associate Degree and Bachelor levethetacilitator can teach not
more than 2 subjects at each stage in their areapartise.

2.2 At Graduate Certificate, Graduate Diploma and MastdBusiness Administration
level, each facilitator can teach not more thantjexts in their area of expertise.



Appendix B

Associate Prof essor

Prof essor

Skill Baseand | =
minimum
qualifications

Normally advanced qualification
at doctoral level. Will
demonstrate a record of scholar
and professional achievement in
the relevant discipline area.

i

Normally advanced qualifications at
doctoral level. Will be a recognised ag
leading authority in the relevant
discipline area.

L eader ship .

University, State and emerging
National.

National and International.

Teaching and | =

Conduct of tutorials, practical

Conduct of tutorials, practical classes,

teaching classes etc. clinical sessions, workshops, field tripg
related =  Preparation and delivery of etc.
activities lectures, seminars. = Preparation and delivery of lectures,
= Marking and assessment. seminars.
= Marking and assessment.
= Making a distinguished personal
contribution to teaching at all levels.
Admin and = Initiation and development of = Play an active role in the maintenance
other program material. academic standards and in the
academic = Broad administrative functions. development of educational policy and
activities =  Program director. curriculum within the discipline.
= Developing policy and being involved i
administrative matters within the
department and institution.
= Being involved in administrative matte
with the department.
Research = Conduct of research. = Conduct of research.

Significant role in research
projects including where
appropriate leadership of resear
team.

Supervision of postgraduate
research projects.

Che

Fostering the research of other groups
and individuals.

Supervision of postgraduate research
projects.

Development of research policy.

Scholarship .

Involvement in professional
activity.

Participating in and providing leadersh
in community affairs, particularly those|
related to the discipline, in professiona
commercial and industrial sectors.
Provision of a continuing high level of
personal commitment to, and
achievement in, a particularly scholarly
area.

a
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