
Applicant or manager contacts 

Dept expressing interest for 

appointment or promotion – view 

Honorary Application Process 

webpage for information.

Dept Coordinator provides 

application form and relevant 

documents to applicant

Application form, CV and internal 

referee letter of support received 

by Dept Coord and checked for 

compliance

Documents sent to Chair(s) of the AAPC

Application triaged by Chairs(s) and allocated to 

minimum of two assessors

Provisional decision made by assessors and 

submitted for agenda for AAPC meeting.

Feedback will be 

collated and

provided to the 

applicant

If endorsed by AAPC,

letter of 

recommendation 

using MDHS template 

will be drafted and 

signed off by HoD

HoD provides approval recommendation, 

then application goes to HoS through HUGS 

for endorsement and approval.

Application discussed at AAPC meeting

Application form, CV and 

internal referee letter lodged 

in HUGS for HoD approval 

Level B - C

Level D 

and E

Process map for honorary appointments in Dept of OGN

If accepted, a formal letter is 

generated through HUGS for the 

individual to accept before being 

updated in Themis

AAPC: Academic Appointments and Promotions Committee, FAPC: Faculty Appointments and Promotions Committee, HoD: Head of Department (Obstetrics, Gynaecology and Newborn Health), 

HoS: Head of School (Melbourne Medical School), HUGS: Honorary and University Guest System, MDHS: Medicine Dentistry & Health Sciences Faculty, UAPC: University Appointments and 

Promotions Committee, Dept Coord: Department Coordinator 

Level E 

appointment 

/promotion

MDHS - FAPC provides approval 

recommendation in HUGS

UAPC provides approval 

recommendation in HUGS

If accepted, a formal letter is generated 

through HUGS for the individual to 

accept before being updated in Themis
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Dept Coord will lodge 

application in HUGS 

for approvals  

If not 

endorsed

If not endorsed, AAPC 

Chairs will discuss 

with HoD

If not endorsed, MDHS People & 

Culture will advise HoD of outcome 

HoS provides approval 

recommendation in HUGS


