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1. Introduction 

The Academic Promotion System in MIS supports the full lifecycle of promotion applications for academic 

and research staff at the University of Rwanda. The system implements three distinct promotion workflows 

depending on the target rank: 

● Automatic promotion — for Assistant Lecturer and Lecturer positions, based on degree 

qualification. 

● CTET + CPC workflow — for Senior Lecturer/Senior Researcher, requiring full technical 

evaluation at college level. 

● UTET + UPC + BOG workflow — for Associate Professor and Professor ranks, requiring 

university-level evaluation and Board of Governors approval (for Professor). 

1.1 System Roles and Permissions 

Different users have different access levels in the promotion system. The table below summarizes what each 

role can do: 

Role Capabilities 

Academic Staff Apply for promotion, edit and submit application, manage portfolio and evidence, 

withdraw application 

HoD View applications in their department 

Dean View applications in their school 

Deputy Dean / Registrar View applications in their scope 

Principal (CPC Chair) View college applications, approve/reject based on CTET reviews, manage CTET 

teams, assign external examiners 

VC (UPC Chair) View all applications, approve/reject based on UTET reviews, manage UTET/BOG 

teams, manage external examiners 

DVC-AAR / DVC-SPA View all applications, manage promotion settings (dates, workflow) 

HR View applications in scope, manage evaluation teams (CTET/UTET), manage 

external examiners, manage settings 

CTET/UTET Review (score and evaluate) assigned applications — granted through team 

membership 

External Examiners Review (score and evaluate) — granted through examiner assignment 

System Admin Full access to all promotion features 

Note: Reviews (scoring and evaluation) are performed only by CTET members, UTET members, and 

external examiners. CPC and UPC committees approve or reject applications based on those review 

scores — they do not perform reviews themselves. 
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2. Automatic Promotion 

Automatic promotions apply to the first two ranks in both the academic and research pathways. These 

promotions are based on degree qualification and do not require committee review or a full portfolio. 

Promotion Required Qualification 

Tutorial Assistant → Assistant Lecturer Master's degree in relevant field 

Assistant Lecturer → Lecturer PhD in relevant field 

Research Assistant → Assistant Researcher Master's degree in relevant field 

Assistant Researcher → Researcher PhD in relevant field 

2.1 Applying for Automatic Promotion 

As an academic staff member, follow these steps to apply: 

Step 1: Navigate to the Promotions page — After login, from the main menu, click on "Academic Staff 

Promotion" card, the click on “Applications” card. 

Step 2: Start a new application — You get all ranks and their requirements with a percentage in terms of 

readiness. Each rank requires adding evidence for its different requirements for its percentage to be updated. 

If any rank has 100% readiness, click the "New Application" button. The system will automatically 

determine your eligible next rank based on your current position. 
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Promotion application page — showing Assistant Lecturer as the next rank which only requires one 

evidence, master’s degree. 

Figure 1: Promotion application page — showing different ranks and New Application button 

Step 3: Upload degree certificate — Upload a scanned copy of your degree certificate (PDF format 

recommended). For Assistant Lecturer, upload your master’s degree. For Lecturer, upload your PhD degree. 

Other steps are the same. 
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Figure 2: Quick upload form. You can also upload it via your profile page but this requires returning to the 

application page after uploading. 

 
Figure 3: After uploading the degree 

Step 4: Submit application — Click on Apply Now. 
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Figure 4: Select the appropriate target rank, which is marked eligible, then submit the application. 

Note: You can save a draft and return later before submitting. Once submitted, you can still withdraw 

the application if it has not yet been processed. 

2.2 Qualification Verification 

After submission, the application follows this workflow: 

Step Action Who 

1 Academic staff submits application with degree evidence Applicant 

2 The College HR/Principal verifies the degree qualification and 

approves it or reject it 
HR/Principal (College level) 

3 Senate gets informed about the approved degrees at college level, 

and approves based on verified qualification 
Senate 

 

Tip: The applicant can track the status of their application from the Promotions dashboard at any time. 
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Figure 5: Application Review Page at College level. The Principal can view the Masters degree uploaded and 

approve or reject it by clicking on Recommend button. 

 

 

Figure 6: At University level, the Senate can approve or reject which becomes a final decision. The rank is 

automatically updated when the Approve Promotion button is clicked.  
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3. Senior Lecturer Promotion (CTET + CPC Workflow) 

Promotion to Senior Lecturer (or Senior Researcher for research staff) requires a comprehensive application 

including a teaching/research portfolio and supporting evidence. The application goes through technical 

evaluation by a CTET and external examiners before the CPC decides. 

This workflow applies to: 

● Lecturer → Senior Lecturer 

● Researcher → Senior Researcher 

Workflow Summary 

Step Action Who 

1 Submit application with portfolio and evidence Applicant 

2 Create CTET and assign application to team Principal / HR 

3 Assign external examiners (2 required) Principal / HR 

4 CTET members score and evaluate the application CTET Members 

5 External examiners score and evaluate External Examiners 

6 CPC reviews scores and approves or rejects CPC (Principal as Chair) 

7 UPC/Senate final approval UPC 

3.1 Submitting the Application 

The applicant prepares and submits a comprehensive application: 

Step 1: Navigate to Promotions — Click "Promotion" from the main menu, then click "Applications". 

Step 2: Review eligibility — The system checks your eligibility based on your current rank, qualifications, 

and years of service. Review the requirements summary. Add evidence for each requirement by clicking on 

the requirement, a dialog box appears to record the evidence. Then Click on Apply Now button when all 

evidence has been added. 

Step 3: Fill in the teaching/research portfolio — Complete all sections of the portfolio including teaching 

philosophy, research contributions, and professional development. 

Step 4: Add supporting evidence — Upload evidence for each promotion requirement (see Section 3.2). 

Step 5: Submit — Once all required sections are complete, click "Submit Application". 

3.2 Adding Evidence 

For each promotion requirement category, the applicant must add supporting evidence. The main categories 

are: 

● Publications — journal articles, conference papers, books, book chapters 

● Research Grants — funded research projects, grant amounts, role (PI, Co-PI) 

● Student Supervision — PhD, Masters, and undergraduate supervision records 

● Innovations — such as patents 

● Community Engagement — outreach activities, professional service, public engagement 

● Teaching Portfolio — use of the e-learning system, submission of marks on time, .. 
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Most requirements have a button to click and record its evidence, except those that are auto calculated such 

as Teaching Experience in Current Rank (Years). 

Figure 7: Adding evidence — sample page showing how to complete the teaching portfolio 

Note: Each evidence item can include a description, supporting documents (PDF), and links to external 

resources. Evidence already recorded in MIS (e.g., publications, grants) can be linked directly. 

3.3 CTET Review 

After the application is submitted, the Principal or HR creates a College Technical Evaluation Team (CTET) 

who receive all the college applications for review. 

Managing CTET Teams (Principal) 

Step 1: Navigate to Evaluation Teams — Go to Promotions → Evaluation Teams. 

Step 2: Create a new CTET — Click "Create Team", select the type as CTET, and add team members. 

Members must hold appropriate academic rank. 
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 Managing evaluation teams — creating and configuring a CTET 

Figure 8: Managing evaluation teams — creating and configuring a CTET 

Step 3: Assign application to CTET, the created CTET gets automatic access to all college applications 

that require CTET review. Clicking on the particular application details allows to copy the link of the created 

CTET team. The link can be sent to the team representative. 

Step 4: Assign external examiners — 2 external examiners are required (minimum rank: Associate 

Professor). Add their details and send review invitations. You can also generate a link and manually send 

the link to each external examiner. 

CTET Review Process 

Step 1: Access the shared link. The lick is protected and requires the representative to send a verification 

code to his email address 

 

Figure 9: CTET review page is protected by OTP. 
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Figure 10: Enter the OTP sent to the email to access the review page. 

Step 2: Score each requirement — For every promotion requirement, evaluate the evidence and assign a 

score based on the criteria. 

 

Step 3: Add comments — Provide written feedback for each category. 

Step 4: Submit the review — Once all sections are scored, submit your review. 
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CTET/UTET review page — clicking on Evaluate renders a full review page 

Figure 11: CTET review page to access all college applications. Once a particular application is reviewed, click 

on Submit Evaluation. 

3.4 CPC Decision 

After all CTET members and external examiners have submitted their reviews, the College Promotion 

Committee (CPC) makes a decision. 
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Figure 12: CPC Decision after CTET review 

 

Step 1: Review CTET and external examiner scores — The CPC Chair (Principal) views the reports. 

Step 2: Make CPC decision — Based on the review scores, the CPC approves or rejects the application. 

 

  
CPC decision page 

Figure 13: CPC approved 

Step 3: Application forwarded to University level — If approved by CPC, the application is forwarded to 

the University Promotion Committee (UPC/Senate) for final approval. 
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Note: The CPC and UPC do not perform own review or scoring — they make decisions based on the 

technical teams and external examiners review scores. 

  



Academic Promotion System — User Guide 

17 
 

4. Professor Promotion (UTET + UPC + BOG Workflow) 

Promotion to Associate Professor, Professor (and equivalent research ranks) requires university-level 

evaluation. These ranks bypass the college-level CTET/CPC process and go directly to the University 

Technical Evaluation Team (UTET). 

This workflow applies to: 

● Senior Lecturer → Associate Professor 

● Associate Professor → Professor 

● Senior Researcher → Associate Research Professor 

● Associate Research Professor → Research Professor 

The only difference with application to Senior Lecturer is the addition of UTET at university level that acts 

as CTET (that is used at college level for senior lecturer positions). 

Workflow Summary 

Step Action Who 

1 Submit application with portfolio and evidence Applicant 

2 Create UTET and assign application to team VC / HR 

3 Assign external examiners (3 required) VC / HR 

4 UTET members score and evaluate the application UTET Members 

5 External examiners score and evaluate External Examiners 

6 UPC reviews scores and approves or rejects UPC (VC as Chair) 

7 BOG final approval (Professor/Research Professor only) Board of Governors 

 

4.1 Application and Evidence 

The application process for these ranks is the same as for Senior Lecturer (see Sections 3.1 and 3.2). The 

applicant applies with a complete portfolio and supporting evidence for all requirement categories. 

 

Note: Associate Professor and Professor ranks have higher evidence thresholds. For example, Professor 

typically requires more publications and PhD supervisions completed. Research staff require double the 

publications/grants compared to academic staff (UR Policy). 

4.2 UTET Review 

The University Technical Evaluation Team (UTET) is managed at university level by the VC or HR, 

following the same process as CTET at college level. 

Step 1: Create UTET — The VC or university-level HR creates a UTET from Promotions → Evaluation 

Teams (same interface as CTET management). 

Step 2: Assign application and external examiners — 3 external examiners are required (minimum rank: 

Professor). The team is assigned the application for review. 

Step 3: UTET members review —The UTET scores the application following the same process as CTET 

review (see Section 3.3). 

 

Note: The UTET review interface is the same as the CTET review interface shown in Section 3.3. The 

only difference is team composition and the rank of external examiners required. 

4.3 UPC and BOG Decision 

After UTET and external examiner reviews are complete: 
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Step 1: UPC reviews scores — The UPC (chaired by the VC) reviews the aggregated UTET and external 

examiner scores. 

Step 2: UPC decides — The UPC approves or rejects the application based on the review scores. The 

decision interface is the same as the CPC decision page (see Section 3.4). 

Step 3: BOG approval (Professor only) — For Professor and Research Professor ranks, the approved 

application is forwarded to the Board of Governors for final approval. 

 

Note: Like the CPC, the UPC does not perform its own review — it makes its decision based on the 

UTET and external examiner scores. 

5. Viewing Applications 

Different users can view applications based on their role and organizational scope: 

 

● Academic Staff — can view their own applications and track status from the Promotions dashboard. 

● HoD / Dean — can view applications of staff in their department or school respectively. 

● Principal / VC / HR / DVC — can view applications across their organizational scope (college or 

university level). 

6. Appeals 

If a promotion application is rejected, the applicant may submit an appeal. 

 

Step 1: View the rejection — From the Promotions dashboard, open the rejected application to see the 

rejection reason and review scores. 

Step 2: Submit an appeal — Click Resubmit and mark it as "Appeal" and provide a justification for the 

appeal. 

Step 3: Appeal review — The appeal is reviewed. It may be still rejected or the decision may be reversed. 

 

Tip: Refer to Video 4 (Rejecting an application and Appeal) and Video 5 (Reviewing the appeal) for a 

walkthrough of the appeals process. 
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Appendix: Workflow Summary by Rank 

 

Target Rank CTET CPC UTET UPC BOG External 

Examiners 

Assistant 

Lecturer 
— — — Yes — 0 

Lecturer — — — Yes — 0 

Senior Lecturer Yes Yes — Yes — 2 (Assoc Prof+) 

Associate 

Professor 
— — Yes Yes — 3 (Professor) 

Professor — — Yes Yes Yes 3 (Professor) 

Assistant 

Researcher 
— — — Yes — 0 

Researcher — — — Yes — 0 

Senior 

Researcher 
Yes Yes — Yes — 2 (Assoc Res 

Prof+) 

Assoc Research 

Prof 
— — Yes Yes — 3 (Res Prof) 

Research 

Professor 
— — Yes Yes Yes 3 (Res Prof) 

 


