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PURPOSE
This procedure is intended as a guideline for the process of proposing promotion and rank
of educators and education personnel in the State University of Surabaya.

SCOPE

This procedure describes the implementation of the process of promotion and rank of
educators and education personnel starting from receiving proposal files to submitting
decrees for promotion and rank.

REFERENCES

3.1. Government Regulation No. 99 year 2000 jo no. 12 of 2002.

3.2. PP No.11 of 20217 concerning ASN Management

3.3. Permendikbud No. 92 of 2014

3.4. 2014 Operational Guidelines concerning Operational Guidelines for Credit Score
Assessment of lecturers' academic promotions

3.5. Rector Regulation No.3 of 2020 concerning Unesa's Internal Quality Assurance
System

DEFINITION

4.1. Academic staff are educators or lecturers.

4.2. Education Personnel are employees with certain general or functional positions
4.3. SKP is Employee Performance Targets that include targets and employee
performance appraisals.

4.4. Certain Functional Positions are a group of positions containing functions and tasks
related to functional services based on certain expertise and skills, promotion / position
using a credit score.

PROVISIONS
5.1.  Advancement in position / rank of educators uses the calculation of lecturer credit
figures.

5.2.  Promotion of general functional education personnel is carried out every 4 years
(regular) or promotion of elective positions.

5.3.  Promotion of certain functional education staff positions is carried out based on a
credit score assessment.

5.4. The proposal for PAK / functional positions of Archivist and Personnel Analyst is
not subject to a credit assessment by the PAK University Team

5.5.  Promotion / promotion in accordance with applicable regulations

5.6.  Leadership recommendations consist of recommendations from peers, direct
superiors and deans which contain national attitudes and behavior



5.7.  The Assessment Team for functional positions of education personnel has
competence in their field



6.0.

PROCEDURE DETAILS
6.1. PROPOSAL PROCESS OF INCREASING POSITIONS OF EXPERT AND
LECTOR ASSISTANT

Start

Head of HK Department

\ 4

1. Receiving

lecturer promotion

proposals from the faculty

Personnel Manager

\ 4

the proposal

2. Checking the completeness of

file *

Personnel Manager
A

y

4. Preparing a cover letter for the credit
score assessment team

Mutation Processors

A

y

5. Send the PAK fil

e to the assessment

team (from assessor | to assessor 1)

Head of Sub Division

of Educators

y

* The received documents consist of:
1. Employee Card / NIP Conversion
2. The last SK rank

3. Decree of the last position

4. Decree of PAK

5. Certificate of S2 / S3 (if any)

6. Study Assignment Letter / Study
Permit (if any)

7. Decree of Activation

8. SKP for the last 2 years

9. Minutes of Considerations (Expert
Assistant to Head Lector) of the Faculty
Senate

10. Statement of Validation from the
leadership

11. Plagiarism free statement

12. List of Proposed Credit Score
Assessments (DUPAK)

13. Proposed files

14. Peer Review Sheet

15. Proof of Plagiarism-free Check of
Scientific Papers

16. Recommendations from faculty
leaders (especially for professors)

6. Recapping the results of the
assessment from the assessment team 1

Personnel Manager
A 4

7. Preparing Decree of PAK & Position

Head of Sub Division
of Educators v

8. Verifying decree of PAK & Position

Rector

A\ 4

9. Determining decree of PAK &
Position
Personnel Administration l

10. Submitting decree of PAK &
Position to the concerned

"o




PROPOSED PROCESS OF INCREASING THE POSITION OF HEAD

6.2.

AND TEACHER

< Start > Credit Score
Dean l Assessment Team
1. Sending proposals for promotion 9. Evaluation process of proposals by
to the position of Lector Head / Professor [+ the credit score assessment team (1
from the faculty Head of Sub Division off Educators
Head of HK Department i - - Y
2. Receiving proposals for lecturer 10. Recapitulating the results of the
promotion from the faculty assessment of the credit score assessment
Head of HK Department

v

11. Correcting the results of the DUPAK

Personnel Manager

3. Checking the completeness of the
proposal file assessment
Personnel Manager i Personnel Manager v

12. Submission of DUPAK assessment
corrections & completeness to the faculty
to be adjusted

v

4. Scheduling a proposal for a promotion
to the position of Lector Head / Professor

Persannel Manaaer h 4 Personnel Manaaer
5. Preparing an introduction to the university 13. Acceptance of the adjusted r.esults of the
senate for consideration / approval of the DUPAK assessment correction from the
proposal of the head lecturer / professor faculty
Rectar ¢
o , 14. DUPAK signing, validation of scientific
Mut 6. Sending DUPAK proposals from the papers, consideration / approval of the university
Principal Lecturers / Professors to the senate
university senate Vicew Rector for for General vAffairs and Finance
University Senate v 15. Preparing an introduction to the proposal for
7. The Senate Meeting for giving promotion to the position of Lector of Head /
consideration / approval to the proposal Professor
of the Head Lecturer / Professor Personnel Manager v
16. Uploading scientific papers, suggested the
Head / Professor at the unesa.ac.id repository
Approve website
Personnel Personnel Manager ¢
Administration ] ]
— 17. Uploading the proposal for promotion to
8. Submitting documents & DUPAK to the website pak.ristekdikti.go.id
the credit score assessment team (I and
Personnel Manager l

18. Uploading the proposal for promotion to
the pak.ristekdikti.go.id website

v

" Dboe




6.3.

Head of HK Department v

Pengelola kepegawaian

Head of Sub Division of

Personnel administration

PROPOSAL PROCESS OF INCREASING PARTICULAR FUNCTIONAL
POSITIONS (ANALYSIS OF EMPLOYEES, LIBRARIAN,
ARCHIPARISTS, PRANATA LLABORATORIUM EDUCATION)

Start

1. Receiving DUPAK proposals from
faculties / work units *

2. Recording & checking the
completeness of DUPAK proposal

Teaching Staff

3. Verifying of the completeness of the
DUPAK proposal documents

y

4. Submitting DUPAK proposal
documents to the assessment team

Head of Sub Division of

Teaching Staff

\ 4

5. Recapping the results of the
assessment from the assessment team

Personnel Manager

A 4

6. Making the determination of PAK /
Position

Rector

Mutation Processor

A\ 4

7. Determination of PAK / Position

A 4

8. Submitting PAK / position
determination to the concerned party

v

( Done )

* Completeness of the proposal
documents received consists of:

1. Copy of employee card

2. Copy of new NIP conversion

3. Photocopy of last promotion
decree

4. Photocopy of SK for promotion of
the last functional position

5. Photocopy of SKP for the last two
years

6. SK PAK / Position
(Determination of Credit Score)

7. Recommendations from the
assessment team



6.4. PROPOSED PROCESS OF THE IMPROVEMENT OF EDUCATORS AND

EDUCATION MANPOWER

< Start >
Ka. BUK

v

1. Notification of promotion of educators &
and educational personnel to the faculty /
work unit

Head of Sub Division t Educators
& Head of Sub Divisionh of Teaching Staffs

2. Receiving proposal documents for
promotion of educators and educational staff
from faculties / work units *
Personnel Manager

\ 4

3. Checking the completeness of the proposal
file

Personnel Manager v

4. Scheduling promotion proposal

Personnel Manager

5. Rejuvenating employee data and SKP
assessment on the website sapk.bkn.go.id

Personnel Manager

6. Preparing cover letter proposing promotion to
the Ministry of Research, Technology and Higher
Education's HR Bureau

Personnel Manager 4
y

7. Sending proposals to the HR Bureau of

the Ministry of Research, Technology and
Hinher Fducation according to the

—

Head of HK departmer
A

4

8. Receiving SK promotion

ersonnel administration

A 4

9. Submitting SK promaotion to the
concerned

\4
( Done >

* Documents for promotion:

I. Educators consist of:

. Karpeg / SK converting new NIP

. SK Rank of the last rank

. Decree of the last functional position

. PAK (Determination of Credit Score)

. SKP for the last two years

. Diploma (if any)

7. Decree of study permit (study assignment
(if any

8. Curriculum Vitae (for goals. IV / C and
above)

o OB WD

I1. Education staff consists of:

1. SKP for the last 2 years in the form of soft
& hard copy (min. Good value)

2. Diploma (if any)

3. Decree of study permit / study assignment
4. Photocopy of certificate of passing the
Service exam / diploma adjustment (for those
who take the official exam / diploma
adjustment)

I11. Certain functional consists of:

1. Karpeg / SK Conversion of NIP

2. Decree last rank

3. Decree of the last functional position

4. PAK (Determination of Credit Score)

5. SKP for the last 2 years in the form of soft
& hard copy (min. Good value)

6. Diploma (if any)

7. Decree for study permit

IV. Choice promotion consists of:

1. Karpeg / SK Conversion of NIP

2. Decree last rank

3. Decree on Structural Position

4. Minutes of Inauguration

5. SKP for the last 2 years in the form of soft
& hard copy (min. Good value)



7.0.
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RECORDING LIST

7.1. Decree on Determination of Credit Score
7.2. Position Decree

7.3. SK Promotion

NOTES OF CHANGES

REV.0, 25 October 2012: Documents starting from scratch (no changes)
REV.01, 20 September 2017, Change of process flow, title of position
REV.02, 6 March 2020, name and title



