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[bookmark: purpose][bookmark: _Purpose]Purpose

The purpose of these guidelines is to assist applicants to present their achievements and contributions in the best possible way and therefore enhance their chances for promotion.

The guidelines are designed primarily to assist applicants to address and provide evidence within each of the promotion criteria for which they are claiming distinguished or meritorious performance.  

[bookmark: generalstandard][bookmark: _General_Standard]General Standard 

The minimum requirement for promotion to Professor is that applicants meet the general standard for appointment to an advertised Chair as outlined in schedule C of the UWS (Academic Staff) Enterprise Agreement. That is:

A Professor is expected to exercise a special responsibility in providing leadership and in fostering excellence in research, teaching, professional activities and policy development in the academic discipline within the department or other comparable organisational unit, within the institution and within the community, both scholarly and general.
[bookmark: generalinformation][bookmark: _General_Information_on]



General Information on Applying for Promotion 

Please read the following carefully.

Applicants are required to:

· complete your application using the promotion application template;
· ensure you have provided the information requested under each criterion; 
· provide the relevant Executive Dean of College with a copy of your application;
· ensure you receive a copy of the report on your application made by your Executive Dean to the Promotions Committee;
· Provide for fields nominated as distinguished activity, two copies of each of the five pieces of work cited (refer to the application template at the end of Section A). These works will be requested by the Executive Officer, Academic Promotions;
· Submit your application electronically to the Executive Officer, Academic Promotions (email: promotions@uws.edu.au).  No hard copy or separate attachments must be submitted.

Applicants are advised to:

· familiarise yourself with the Promotion to Professor policy and requirements of the promotion application template;
· think carefully about your ‘readiness’ for promotion, noting that promotion to Professor is exceptional and reserved only for those demonstrating outstanding achievement;
· ensure you have available the evidence necessary to support your case for promotion;
· be aware of the expectation that applications should be evidence-based and that you must present a clear, logical and factual argument as to why you meet the criteria for promotion.
[bookmark: referees][bookmark: _Referees]Referees

· Section 4, Part F of the Promotion to Professor policy outlines referee requirements;
· you are strongly advised to choose referees who know your work well and can therefore provide the Promotions Committee with detailed comment against the promotion criteria, including leadership ability/achievements;
· it is advisable that you ensure that all the criteria are covered in total by your referees, although each individual referee may not be able to comment on your achievements under all the criteria. For example, one referee may be familiar with your research, while another may be able to comment on your contributions to teaching and another on your governance activities  and/or service to the relevant profession or academic discipline.

· While you may provide your nominated referees with relevant supporting documentation the University will make the formal request for written reports from your nominated referees and provide those referees with copies of your application for promotion.



ASSISTANCE TO COMPLETE THE PROMOTIONS APPLICATION TEMPLATE
You must use the application template for the final version of your application. The following information may assist you in its completion.
SECTION A 
Coversheet – Personal details.
The cover sheet requests you to:
· provide your name, contact details, current level of appointment etc;
· give the names, contact details of your referees;
· provide details of your academic qualifications - please start from most recent. 

· provide in CV format, chronological details of their employment history, starting from their current position;
· where applicable, make a case for consideration on equity grounds (eg disrupted career patterns, disability accommodation, indigenous background).  
[bookmark: applicationformatb]SECTION B 
[bookmark: caseforpromotion]
CASE FOR PROMOTION
This section is where you are given the opportunity to make a summary statement about your major achievements or contributions and to present your rationale as to why they meet the criteria for promotion. 

Please note that you are asked to present your case in a maximum of ten (10) pages. If this limit is exceeded, the Committee will only read the first ten pages.

This section requires applicants to:
· specify which particular criterion area or areas of (1), (2), (3), they wish the Committee to consider. For instance, under criterion (1) Research and/or Scholarship, including engaged research,  you may wish the Committee to consider only what you have done in the area of Scholarship.
· indicate the attainment level for which the criterion is to be considered. That is:
	DISTINGUISHED	MERITORIOUS	

A definition of the above can be found in Appendix 1 of the 
Promotion to Professor policy.

Note: applicants are normally expected to demonstrate a minimum of ‘meritorious’ activity in all of the  fields of attainment and ‘distinguished’ activity in at least two (refer section 3 of the Promotion to Professor policy).  One of the two “distinguished” fields must be either teaching or research.

[bookmark: appendices]SECTION C

Appendices

This section gives you the opportunity to present quantitative information about your achievements (eg research grants, publications). The information requested is in the form of tables or structured lists.

If you find that some of the information requested does not suit your particular promotion case you may modify the headings/tables in the template. However, you are advised to structure your case and information in a manner similar to that contained in the template.


Handy Hints for Writing the Case for Promotion 

Note: For fields nominated as distinguished activity, it is necessary for you to provide brief but pertinent comment on a total of five (5) significant pieces of work that have influenced or impacted on your career.  These will be sent to two independent assessors for comment.

(1)	 Research and/or Scholarship, including engaged research,  

Note: When claiming ‘distinguished’ or ‘meritorious’ for consultancy activity it is important to highlight your leadership role as well as the importance and impact of the consultancies.  Consultancies referred to in the promotions application must be registered with UWS.

The statement should be evidence-based and include as appropriate:

· Reputation/Standing - provide a brief overview of the standing your research/scholarly/consultancy activities has within your discipline and/or beyond at the international/national /local level.  You may wish to include:
· A statement on the significance and outcomes/impact of key research/scholarly/consultancy activities;
· How your work has been acknowledged (eg grants, awards and honours) by recognised peers within and external to UWS;
· Details of recognised original research (eg development of prototypes, creative work, literary work).

· Leadership – provide specific details of the major leadership role(s) you have undertaken, with particular emphasis on the outcomes/impact of your leadership in contributing to the research (or equivalent) profile of the School/College/UWS.  Highlight significant leadership roles you have undertaken at the international or national or regional level.  You may wish to include details of:

· your leadership of research (or other relevant) teams and/or research centres that have been successful in attracting external funding and/or sponsors and/or a critical mass of research students;
· how through your leadership the research/scholarly productivity (or creative output) of others has increased and/or been enhanced.

· Details of leadership/collaborative involvement in external research/consultancy teams (eg industry, regional/community groups, other universities).

· Details of your initiatives related to University – community collaborative research projects.


· Details of any initiatives and outcomes related to University – community engaged research projects.  Engaged Research: UWS defines Engagement as the collaboration between higher education institutions and their larger communities (local, regional/state, national, global) for the mutually beneficial exchange of knowledge and resources in a context of partnership and reciprocity. Only engaged research projects entered in the Tracking and Improving Community Engagement (TICE) data base managed by the Office of Planning and Quality (OPQ), are to be considered in support of an application for promotion. Check with OPQ for assistance in registering your engaged research projects.

· The quantitative summary of your research (or equivalent) activity (eg grants, publications, patents, creative works etc) should be confined to Appendix 1. You may however wish to highlight significant projects and provide detail on how they have contributed to the advancement of knowledge. It may also be useful to use an overall total (eg total funded $) that assists you to demonstrate the significance of your research (or equivalent) leadership and productivity.  

· Ensure your research outcomes have been registered with the Research Office.  The Committee  will ask the Research Office to validate claims of research achievements.  
· Mark clearly works that have been accepted for publication but have not yet been published – you must also ensure that you provide evidence of acceptance for publication to the Executive Dean.
· Where applicable, provide citation data against each publication.

Note: When providing a list of your publications or other documented work, use a formal referencing system (eg APA) that makes it straightforward for the Promotions Committee to assess your achievements. Remember to group the publications etc by the DEEWR categories, obtainable from the Office of Research Services web page – http://www.uws.edu.au/about/adminorg/devint/ors/destpubscollection/catcodes
(2) Teaching, including engaged teaching, and/or Curriculum Development and/or Educational Leadership 
The statement should be evidence-based and include as appropriate:

· An Introductory Statement about the philosophy of teaching/educational development/learning development.  This statement frames your case in relation to teaching, and shows the links between:



	  -     your objectives as a teacher; 
 	  -     your approach to student learning; 
  -     the teaching practices you use, including methods meant to make
        learning engaging for students including, for example, active
        learning pedagogies or community-based learning strategies; and
             -     the underlying educational principles and scholarship that inform 	your teaching.
			 
· Curriculum Development – highlight your key curriculum development experience/responsibilities and (where relevant) provide details of:
· new courses and or units you have initiated and developed, briefly providing details of the success of the initiative;
· responsibility  for major unit or course curriculum changes, clearly indicating the nature and breadth of your involvement. If available, also provide details of the impact/success of the change(s);
· strategies used to embed desired graduate attributes/characteristics into the curriculum;  new or revised strategies used to link community-based learning activities with unit and/or course content, and details of approaches to assessment of learning outcomes as well as measurement of benefits to community partners involved in the learning initiative;
· if not covered above, briefly summarise other ways in which you have contributed to unit or course development eg teaching or assessment methods.

· Teaching and Learning Strategies – briefly highlight key aspects of your approach to student learning, and provide relevant details explaining initiatives to enhance student engagement with subject matter and/or learning outcomes, and what you have done to assist your students to develop graduate attributes.

· Teaching Effectiveness – briefly describe the methods used to obtain evidence of your teaching effectiveness/excellence, results obtained, and actions taken to improve teaching.  Multiple sources of evidence should be cited, and should include “student feedback on teaching” surveys officially sanctioned by UWS (note: Student Feedback on Teaching Reports (SFT) satisfy this requirement).
· Teaching Development Projects/Initiatives - provide details of the outcome(s) of key project(s) you have been involved in eg increasing student learning outcomes, changing the way in which a unit or course has been taught, developing and implementing ‘real world’/service learning experiences for students.
· Educational Leadership – summarise key outcomes of your leadership role(s) including details of the impact your contribution has had on the quality of the School/College/Academic Units/ programs/teaching and (if relevant) more broadly eg UWS as a whole, within the discipline etc.

· Contribution to the knowledge of teaching practice – highlight key presentations you have given, including, where relevant, the standing of the presentation (eg invitation, national conference).  Also, summarise other ways you have contributed to or shared your teaching knowledge and experience (eg mentoring junior staff);
· Recognition of teaching excellence/expertise – provide details of the way(s) in which your teaching practice has been recognised within and outside of UWS eg peer review, invitations to present a guest lecture(s), invitations to conduct workshops/seminars on teaching;
· Interdisciplinary partnerships– briefly give details of your leadership or co-participation in interdisciplinary initiatives; 
· Contribution to Community-based learning – provide details of ways your teaching practices have incorporated community-based learning methodologies (such as but not limited to: academic service-learning, internships, practical clinical experience, technical assistance, or project/problem-based cases) into units. Summarise the link between the experience and classroom-based components of the unit, your approach to working with community-based partners who contributed to student learning, and your approach to assessment of impacts and outcomes for students and the community partners. Report details of presentations, publications or other dissemination of your community-based learning practices or research on those practices. Activities in this category must be submitted to the Tracking and Improving Community Engagement (TICE) data base managed by the Office of Planning and Quality.
· Research Supervision - briefly comment on the significance of your supervisory method(s) for attaining successful student progression and outcomes;
· Other Attainments – briefly provide any other details not covered above that you believe add support to your case for promotion for this criterion.
Note: in Appendix 2 you will be able to provide a quantitative summary of your teaching responsibilities, publications and presentations related to your teaching practice, teaching awards and grants and student satisfaction ratings. When providing a list of your publications or other documented work, use a formal referencing system (eg APA) that makes it straightforward for the Promotions Committee to assess your achievements.

(3)	Contribution to  Institutional Leadership and/or Governance at UWS and/or the university sector and/or service to the relevant profession or academic discipline and/or service to the community 

The statement should be evidence-based and include as appropriate:

Leadership and Governance (for UWS or the university sector)
· a summary highlighting details of major administrative roles and significant administrative/development/planning activities you have been involved in at the School and/or College and/or University level. Include (as relevant) details of the nature of your contribution, its impact/outcomes and your level of involvement eg Chair or member of key committees, working parties, task forces or notable projects; 
· details of academic leadership/management positions you have held  (eg Head of Department, Chair of School/College) and the impact of your management role on the functioning or profile of the Academic Unit and/or College/UWS; appointment to management roles for which you have been remunerated may be included under this listing but should not be utilised as evidence in the case for promotion.    
· your contribution to School/College/UWS strategic, academic or other plans eg major responsibility for developing the plan, offering suggestions for strategies, major role in implementation and/or monitoring;
· key roles you may have had in initiating/formulating or writing of policy, procedures or protocols within the School/College/UWS;
· active and successful involvement in student recruitment, school liaison, marketing and public relations;
· key administrative functions you have undertaken on behalf of the Academic Unit eg co-ordinating the submission of final grades;
· projects/activities you have initiated and/or been involved in that have been successful in enhancing the student experience of university life outside of the regular classroom activities; 
· the academic and professional development of colleagues eg mentoring, staff development sessions, information dissemination;
Service to the Relevant Discipline or Profession
· your role as a member of relevant government, professional, community or private sector committees and/or boards and/or task forces;
· your role in organising major professional or disciplinary conferences or other significant professional and/or key responsibilities you have undertaken at conferences or similar eg key note speaker, session chair, invitation to provide expert comment;
· your involvement on journal editorial boards (including conference proceedings) and/or invited referee/reviewer eg of  journal articles, research and teaching development grants;
Service to the Public Community (based on your intellectual expertise and/or representation of the University)
· invitations from the media (radio, television, newspapers or magazines), other universities, professional associations etc to provide expert comment/advice;
· major role in developing collaborative partnerships between the university and regional businesses and/or industries;
· leadership in facilitating links and partnerships between regional and/or community groups and the university (including students) to address community identified needs and problems;
· involvement in formal external or internal reviews (eg educational, organisational, community based, government);
· Other Contributions –briefly provide any other details not covered above that you believe add support to your case for promotion for this criterion.

Note: Appendix 3 is where you should provide in list form the specific details of your roles or membership.  

Entrepreneurial Activities on Behalf of the University 
(place under whichever field of attainment is most appropriate)

It is admissible to provide as a case for promotion based on ‘entrepreneurial activities’ on behalf of the University as long as they have been registered with UWS Innovation and Consulting . Applicants addressing this category will need to demonstrate that their entrepreneurial activities are recognised as having UWS wide significance, even if that impact is largely on a particular College/School. Examples of tangible benefits could include:
 
· attracting substantial capital or operating income for UWS;
· a major local/national alliance that results in a large flow of students or other tangible benefits to UWS;
· international partnerships which result in a significant flow of international students to UWS;
· sponsorship for professorial chair(s) or significant research fellowships;
· professional engagement with professional stakeholders that result in providing opportunities for UWS and its reputation  being notably enhanced.

Note: Quantitative information should be organised in a manner similar to that requested in the template appendices.
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