
 

 

         

   

Created May 2016  Page 1 
 

 

 

 

 

 

 

Online Faculty Promotions 

Candidates Guide 
 
 
 
  



 

 

         

   

Created May 2016  Page 2 
 

 

 

Contents 
Online Faculty Promotions ........................................................................................................ 1 
 
1 Overview ............................................................................................................................. 3 

 
2 Access to Online Faculty Promotions ................................................................................. 4 

 
3 Development Workspace ................................................................................................... 5 

 
4 Applying for Promotion ...................................................................................................... 7 

 
5 Submit Application for Review ........................................................................................... 8 

 
6 Completing Application for Promotion ............................................................................ 11 

 
 



 

 

         

   

Created May 2016  Page 3 
 

 

 

1 Overview 
A new process has been adopted by UCD where applications for promotion by faculty members are 
considered on a rolling basis by the Faculty Promotions Committee. All applications are judged on an 
individual basis against the UCD Development Framework for Faculty.  
 
There is no internal quota system in place for faculty promotions. Candidates for promotion must be 
tenured and will not have reached the normal retirement age prior to the effective date of 
promotion. Normally a period of continuous employment of three years at UCD is expected prior to 
applying for promotion. Simultaneous applications for promotion to different levels are not 
permitted.  
 
It is advised that prior to applying faculty should read the Faculty Promotion Policy on the UCD HR 
web site. 
 
Faculty applying for promotion must do so online via the UCD InfoHub System. A summary of the 
steps involved in submitting an application are below: 
 

1) Access InfoHub > Choose HR tab > Choose Faculty Development and Promotions 

 

2) From your Development Workspace 

a) Review your information in each section of the Development Workspace 

b) Create your promotion application via the Development Workspace 

 

3) Applying for Promotion 

a) Confirm inclusion of your Student Feedback 

b) Complete your Self Assessment of Achievements 

c) Complete Other Relevant Information (if applicable) 

d) Upload Employment History 

e) Nominate your External Assessors 

f) Review your Application PDF 

g) Share your application with trusted colleagues (this is not mandatory) 

 

4) Forward Application for Review 

a) Submit your application for review by your Head of School/College Principal (or 

nominated commentators) 

b) Consider and respond to feedback provided by your Head of School/College 

Principal (or nominated commentators) 

 

5) Submit Your Application Formally 

Formally submit your application to UCD HR Promotions and Grading for consideration by 

the Faculty Promotions Committee.  

  

https://www.ucd.ie/hr/promotions/facultypromotions/
https://www.ucd.ie/hr/promotions/facultypromotions/
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2 Access to Online Faculty Promotions 
 

 To access the faculty promotions system via InfoHub, first go to UCD web site using a standard 

web browser and select  from the top right corner.  
 
 

 The following page will display – see screen 2.1 – click on the InfoHub icon.  
 
 
 

      Screen 2.1 
 

 An InfoHub login box will appear – see screen 2.2. Login by using your UCD Email, ID or Connect 
username and password. If you do not have your username or password, you should review the 
following webpage Get Connected. 

 

 
 Screen 2.2 

 Once logged in, choose the HR tab from the top menu bar. 

http://www.ucd.ie/
http://www.ucd.ie/itservices/ourservices/getconnected/accounts/
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 Choose the following menu item. 
 

 
 

 Select your Development Workspace  
 

 
 
 
 

3 Development Workspace 
 
The Development Workspace is an important resource for professional and career development. It shows 
key metrics relating to a faculty member’s career development and enables faculty to track their readiness 
and prepare for promotion.  The Development Workspace contains a number of sections containing specific 
information to support an application for promotion.  

 

 
 
Screen 3.1 
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Sections are expandable and contractible to display or hide details by clicking on the collapsible arrow on 
the right – see screen 3.1 and 3.2 below. 
 

 
Screen 3.2 
 

 
Screen 3.3 
 
Table 3.4 below lists each section and the information that needs to be either included or verified by the 
candidate as part of the application process. You must ensure that the information contained in your 
Development Workspace is accurate and up-to-date before formally submitting your application for 
promotion – sections are automatically included in the application. Each section gives details on the 
relevant area to contact if the information is incorrect or out of date.  
 

DEVELOPMENT 
WORKSPACE   

Field Description 
Personal Details Verify details contained in this field are correct 

Qualifications Verify details contained in this field are correct  

Publications Verify details contained in this field are correct. This information is 
pulled from the RMS system. If information is incorrect the RMS 
Profile should be updated and will automatically update in the Infohub 
System 

Scopus Information Verify details contained in this field are correct  

Research Proposals Verify details contained in this field are correct  

Research Grants Verify details contained in this field are correct  

Teaching Profile Verify details contained in this field are correct  

Graduate Research Students Verify details contained in this field are correct 

Awards, Prizes and Other 
Achievements 

Verify details contained in this field are correct. Candidates can also 
add any Awards, Prizes and Other Achievements which you feel 
support an application for promotion.  

Career Contributions Verify any pre populated details are correct. Candidates can also add 
any Career Contributions which you feel support an application for 
promotion 

 
Table 3.4 
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4 Applying for Promotion  
 
To create an application for promotion, click on                                      within the Promotions Application section 
on the Development Workspace – see screen 4.1.  
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
           Screen 4.1 

 Candidates should choose, from the drop down list, which pathway for promotion they wish to apply for – 
see screen 4.2.  

 

 

 
Screen 4.2 
 
Choose a pathway and click the                                        button. This action will bring you to an application screen 
containing a number of sections. Table 4.3 illustrates the action to be taken by you in relation to each section as 
part of your application for promotion. 
 
 
 
 

Select ‘Create Application’ to 
initiate a promotion 
application 
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Promotion Application 
  

Section Description 

Application Details Verify details contained in this section are correct 

Student Feedback Student Feedback is pulled from the Banner System and is automatically 
included in a promotion application. It can be explicitly excluded at the 
candidate's discretion 

Statement of Achievements Candidates should complete the dimensions listed in this section.  

Further Information Enter details in relation to any Research Sabbaticals or Extenuating 
Personal Circumstances relevant to the application for promotion 

Supporting Document This document should provide details on previous employment history. 
Download document from the link, complete and upload to the system 

Nomination of External Assessors Candidates should enter the details of three External Assessors who they 
wish to nominate as potential External Assessors for their application for 
promotion. Candidates may also enter the details of two External 
Assessors who they do not wish to be selected as potential assessors for 
their application for promotion. 

Share this Application Candidates can share applications with a UCD colleague for feedback 
prior to applying for promotion. Enter UCD Colleague's details in this 
section. Candidate's can also unshare the application. This is not a 
mandatory field. 

              Table 4.3 

5 Submit Application for Review 
 
Once all details are updated and sections completed, the application should be sent for review to 
Commentator 1, which in most cases will be the relevant Head of School. In the case where the 
candidate is a Head of School or the College Principal also undertakes the Head of School function, 
the candidate will get a message asking them to contact HR Promotions and Grading. HR will request 
the College Principal to nominate a senior member of Faculty to undertake the role of Head of 
School. In the case where the candidate is a College Principal, HR will request the President to 
nominate a senior member of Faculty to undertake this role. HR will contact the candidate when the 
commentators have been amended on the system.  

 
When ready, the candidate should choose                                          from the top of the promotion 
application – see screen 5.1. This will perform a number of validation checks on the application to 
ensure it can proceed to the next step. If the items below are not completed, a warning message will 
appear at the top of the screen and the application will not move onto the next step. 

 
1. Are the Commentators assigned? 
2. Has an Employment History supporting document been uploaded? 
3. Have three External Assessors been nominated? 
4. Has the Statement of Achievements section been populated? 
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Screen 5.1 
 

Role of the Head of School / Commentator 1 
 

The Head of School or Commentator 1 will automatically receive an email notifying them that an 
application for promotion requires a commentary. The Head of School or Commentator 1 is required 
to provide a commentary on the candidate’s application for promotion. The Head of School is also 
required to nominate, in consultation with the College Principal: 

 Five external assessors for applicants applying for promotion to Professor or Full Professor  

 Four external assessors for applicants applying for promotion to Associate Professor 
The Head of School/College Principal must ensure that each external Assessor that they 
nominated is available and willing to undertake this duty. 

 
In order for a Head of School to provide the commentary and external assessor details, they login to 
InfoHub – details as per section 1 above. They select the option below, from HR tab > Faculty 
Development and Promotions.  
 

 
 
 
 

This option will display any applications that are awaiting their review – see screen 5.2. From here, 
the Head of School / Commentator 1 can: 

 

 Review the Application PDF 

 View the Candidate Workspace 

 Add External Assessors 

 Submit Commentary and Forward to Commentator 2 
 

Select Submit to Commentator 1 



 

 

         

   

Created May 2016  Page 10 
 

 

 

 
Screen 5.2 
 

Role of the College Principal / Commentator 2  
 

The College Principal or Commentator 2 will automatically receive an email notifying them that an 
application for promotion requires a commentary. The College Principal or Commentator 2 is 
required to provide an additional commentary on the candidate’s application for promotion. The 
College Principal will the list of nominated External Assessors provided by the Head of School and 
may add to this list.  The total number of External Assessors nominated by the Head of 
School/College Principal must not exceed:   
 

 Five for applicants applying for promotion to Professor or Full Professor  

 Four for applicants applying for promotion to Associate Professor 
The Head of School/College Principal must ensure that each external Assessor that they nominated 
is available and willing to undertake this duty. 
 
In order for a College Principal to provide the commentary and external assessor details, they log 
into InfoHub – details as per section 1 above.  They select the option below from HR tab > Faculty 
Development and Promotions.  
 

 
 
 
 

This option will display any applications that are awaiting their review – see screen 5.3. From here, 
the College Principal / Commentator 2 can: 

 

 Review the Application PDF 

 View the Candidate Workspace 

 Add External Assessors 

 Submit Commentary and Return to Candidate 
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Screen 5.3 

 

6 Completing Application for Promotion 
 
When the two commentaries have been completed and the application has been returned to the 
candidate, the candidate will automatically receive an email notifying her/him that the application 
has been returned and is awaiting a response from them. They can access the application through 
their Development Workspace > Promotion Applications Section – see screen 6.1.  
 
 
 
 
 
 
 
 
 

 
 

Screen 6.1 
 

From the above screen, a candidate can click on the Application ID which launches screen 6.2 and allows 
them to do the following: 

 

 Review commentaries from the Head of School and College Principal (or nominated commentators) – 
see History section from screen 6.2.  

 Submit a response to these commentaries – see Add Comment section from screen 6.2.  

 Formally submit their application on to HR which will start the formal review process with the Faculty 
Promotions Committee. 
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Screen 6.2 
    
Once the candidate enters their comment and chooses                             a snapshot PDF of their promotion 
application is created and saved on the system. It is this PDF that is used for review purposes by approved 
external assessors and the Faculty Promotions Committee. 


