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Academic Promotion
Checklist for Performance Supervisors
The following checklist is designed to assist Performance Supervisors with their role in the academic promotion process.
 Performance Supervisor: the candidate’s performance supervisor is required to provide a report that forms part of the academic promotion application form.
	Pre-promotion round


	1.
	Identify and encourage high performers to apply for 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 a facuacademic 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 promotion coordinator.
	

	4.
	Make sure the candidate confirms their intention to apply for promotion prior to the opening round.
	

	Promotion Round
	

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

	

	Commenting on the candidate’s application
	

	6.
	Ensure that you complete the following sections within the application form:
Part 2:  The case for promotion - Provide comments (including allocation of weightings) on each of the candidate’s areas of research, education and service. In addition to this you must indicate whether the candidate has:

· been a sustained high performer at the present level of appointment, at or above the faculty expectation or aspirational level of academic performance for the candidate’s current level according to the academic performance standards, and
· the capacity to perform satisfactorily at the level to which promotion is sought at least at the minimum level of academic performance for that level according to the academic performance standards.
Part 4: Sign off –  Indicate whether you feel that:
· the research, education and service weightings chosen by the candidate are appropriate; and

· there is a prima facie case for the application to be considered by the faculty promotion committee.  
	

	7.
	Note that all candidates will read and acknowledge the contents of the performance development supervisor’s report before the application is submitted to the relevant promotion committee. 
	

	8.
	Ensure that the completed application form is signed and then returned to the candidate for submission before the round closes.
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