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Academic Promotion Checklist for Heads of Unit
The following checklist is designed to assist Heads of Unit with their role in the academic promotion process.
Head of Unit: head of an academic or organisational work unit, for example Head of School, Head of Department or where applicable, a person acting as his or her nominee. If there are no heads of unit within the faculty, a deputy dean or equivalent may be delegated the head of unit’s responsibilities for the academic promotion process.  

	Pre-promotion round

	1.
	Identify and encourage high performing academic staff to apply for academic promotion.  This could be identified through the Performance Development Process: Academic Staff.
	

	2.
	Discuss the proposed application with the candidate and provide feedback and advice in relation to the candidate’s readiness to apply for promotion.
	

	3.
	Attend an academic promotion information session to provide advice to potential candidates and familiarise yourself with the promotion process. For information session times refer to the academic promotions website or contact the relevant promotion coordinator.
	

	4.
	Plan ahead to ensure adequate time to complete relevant sections of the candidate’s application. (candidate confirms their intention to apply for promotion prior to the academic promotion opening round).
	

	Promotion round

	5.
	Allocate time to complete the required sections of the academic promotion application form.
	

	6.
	Ensure  that  the dean (in consultation with you):
nominates four external assessors for candidates applying for promotion to associate professor/reader or professor.  
NB: For promotion to associate professor (level D): a minimum of one international assessor report*; 
for promotion to professor (level E): a minimum of three international assessor reports*. 
*Assessors should be from outside Australia (or for candidates from MUSC or MSA, outside Malaysia and South Africa respectively) except where the most eminent scholars in a particular discipline are based in that country, as determined by the relevant dean/pro vice-chancellor.
You will then contact each assessor to determine her/ his willingness and availability to provide an assessment of the candidate.
	

	Candidate’s application

	7.
	Provide comments on the candidate’s choice of referees in section 1B of the application form.
	

	8.
	Record the details of the assessors on the candidates application form in section 1C of the application form.
	

	9.
	Ensure you comment on whether the weightings chosen by the candidate are appropriate in Part 3 of the application and comment on the overall application (optional).
	

	10.
	Indicate whether you believe there is a prima facie case for the application to be considered by the relevant promotion committee.
	

	11.
	Note that all candidates will read and acknowledge the content provided by the head of unit before the application is submitted to the relevant promotion committee.
	

	12.
	Ensure that the completed application form is signed and then returned to the candidate for submission before the academic promotion round closes.
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