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Academic Promotion
Advice and Checklist for Candidates Applying for Promotion to Levels C, D and E
The following checklist is designed to assist candidates applying for promotion. 
	Planning pre-promotion round


	1.
	Check that you are eligible to apply for promotion under the academic promotion procedures for candidates.
	

	2.
	Discuss your intention to apply for promotion at least one year ahead with your performance supervisor and record this in your performance development plan.
	

	3.
	Read the academic promotion procedures for candidates and familiarise yourself with the faculty-specific academic performance standards and other requirements. Collect sufficient evidence and material to support your academic achievements. Candidates applying for education-focused roles should also refer to the guidelines for education-focused candidates. 
	

	4.
	Check dates of the academic promotion round. 
	

	5.
	Attend a faculty and/or campus-based academic promotion information session. For information on session times refer to http://www.adm.monash.edu.au/human-resources/academic-promotion/dates.html or contact your promotion coordinator.
	

	6.
	Access the relevant supporting material for candidates applying for promotion. 

The material is available on the academic promotion web page. Included in the material is guidance for candidates who will be including ‘relevant personal circumstances’ (achievement relative to opportunity) in their promotion application, and information for education-focused candidates.
	

	7.
	Flag your intention to submit a promotion application prior to the opening of the promotion round with your:

· performance supervisor and head of unit;

· dean, (if you are seeking promotion to associate professor or professor);

· pro vice-chancellor (PVC) if you are based at a campus with a PVC;

· associate dean (research);
· associate dean (education); and
· faculty/campus promotion coordinator.
TIP: Seek advice and consult widely from the above-mentioned staff members as well as other senior academic colleagues/mentors, Equity and Diversity, the Monash Quality Unit and the Office of the Pro Vice-Chancellor (Learning and Teaching) for Education-Focused candidates.
	

	8.
	Identify the prescribed number of referees and ensure that they are:

· appropriate for the level to which you seek promotion as outlined in the academic promotion procedures for candidates; and

· familiar with your academic activities.

Confirm referee contact details and ensure they will be contactable in the required timeframe. Normally referees are contacted in late June and early July however you may wish to confirm this with your faculty/campus promotion coordinator.

Please provide your referees with a copy of your promotion application and the academic promotion procedures.
TIP: Seek the support of your referees early. Select referees who can assist in developing the various strengths of your case for promotion.  Referees should hold a position at least at the level of the position to which you are seeking promotion.
	

	9.
	Meet with your performance supervisor and head of unit to discuss your application for promotion. 
	

	Preparing your case for promotion


	10.
	To assist academic promotion committees in their assessment of your application, you should ensure that your application:

· Educates the committee about your activities in relation to your discipline (e.g. publishing one paper a year in one discipline might not be understood by a staff member whose discipline produces an average of five papers per year.)

· Is concise, clear and coherent.  For example, use dot points if appropriate to summarise your points and clear headings.

· Clearly indicates your academic achievements.  You should focus on activity, outcome, impact and informed reflection.

· Focuses on quality rather than quantity.

· Refers to the quantitative and qualitative academic performance standards as required.

· Provides comprehensive information and evidence that supports your stated achievements and the weightings you have allocated to the area of academic activity.

· Does not exceed the specified maximum word limit for each section as outlined in the academic promotion procedures for candidates.

· Identifies your weaker areas and addresses them in your application.

· Is timely, i.e. you have consulted widely and are confident that you are applying for promotion at an appropriate stage of your academic career.
· Reflects the appropriate weightings, ensure you seek advice from your performance supervisor, head of unit and associate deans.

· Clearly specifies any relevant personal circumstances (if applicable).
TIP: Have a colleague (or someone from outside your discipline) check how your application reads and that the structure is logical.
	

	Completing and submitting your application


	11.
	Complete and sign all relevant sections in parts 1 to 4 of your application for promotion form, using:

· size 11 font; 

· single sided A4 pages with minimum margins of 1.5 cm;

· all pages numbered; and

· black and white only (or colours compatible with photocopying).
Attach no more than 5 pages of supporting evidence. Examples of supporting evidence may include letters of support or commendation, background information about post-graduate or research programs, feedback from participants at workshops or seminars, letters of support acknowledging contribution of service, recent media opportunities/newspaper articles, details of significant invitations and activities contributing to the candidate’s profession and details of professional development activities.
	

	13
	Candidates who are not located in a faculty should contact the Senior Advisor, Policy and Academic Promotion, Monash HR prior to submitting their application for assistance.
	

	14.
	Allow your performance supervisor and head of unit enough time during the promotions round to complete their sections of the application form.
	

	15.
	Ensure that the completed application form is signed by your performance supervisor and head of unit.
	

	16.
	If applying for promotion to associate professor or professor, notify the dean, within seven days of counter-signing the report if you object to the dean’s choice of any of the assessors.
	

	17.
	Submit the completed and signed promotion application to your faculty/campus promotion coordinator by the round closing date.
	

	18.
	Provide full sets of SETU, MonQueST and unit evaluations to the faculty/campus promotion coordinator at the time of submitting the application if you have included SETU, MonQueST and unit evaluation summaries in your promotion application.  
	

	19.
	Before submitting your application, check the following:
 FORMCHECKBOX 
 My original application is single-sided

 FORMCHECKBOX 
 I have adhered to page/word limits

 FORMCHECKBOX 
 My weightings adhere to required minimums/parameters and add to 100%

 FORMCHECKBOX 
 My referees have copies of my application and the candidate procedures, and confirmed availability

 FORMCHECKBOX 
 I have provided 1 full set of all unit and teaching evaluations to the promotion coordinator with my application

 FORMCHECKBOX 
 All sections have been completed, including performance supervisor and head of unit sections

 FORMCHECKBOX 
 I have included the required number of double-sided copies as per the promotion coordinator

 FORMCHECKBOX 
 Level E candidates only: I have entered interview dates in my diary (both committee dates).
	


	Professorial Candidates: Preparation for an interview with the University Professorial Promotion Committee 

	19.
	The purpose of the interview is to clarify information contained in your application and to allow you to present and defend your case for promotion.
· Arrive early
· Bring a copy of your application.
There is no set structure for the interview, however be prepared to answer questions. You will be expected to be familiar with your application, and you may be asked to briefly state your case or the committee may ask you questions in order to clarify aspects of your case.

· Listen to the questions being asked and answer the questions clearly and concisely.
· Be well prepared and take the opportunity to highlight the strengths of your application.
· Prepare a brief statement highlighting your case for promotion.
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