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Purpose

The purpose of these guidelines is to assist applicants to present their achievements and contributions in the best possible way and, therefore, to 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 outstanding or meritorious performance.  Applicants will also find the guidelines useful for those areas where they are indicating satisfactory performance. 

General Standard

The minimum requirement for promotion is that applicants meet the general standard for their promotional level.  Please check that you do before applying: the general standards are contained in Appendix 1 of the Promotion Policy.		


General Information on Applying for Promotion

Please read the following carefully.

If you are applying for a promotion, you are required to:
· Complete your application using the promotion application template; 

· Ensure you have provided under each of the criteria, the information requested; 

· Provide your Member Institution principal (or equivalent) with a copy of your application.

· Provide evidence of information in the application (e.g. publications, research grants, consultancies etc.) to the relevant Member Institution supervisor, who must sign that the evidence has been sighted;

· Ensure you receive a copy of the report on your application made by your Principle to the Promotions Committee;

· Submit your application to the Dean of the Sydney College of Divinity by the due date.

You are advised to: 

· Familiarise yourself with the promotions policy and requirements of the application template;

· Think carefully about your “readiness” for promotion and seek the advice of senior colleagues and peers – bearing in mind that applications cannot normally be made in consecutive years;

· Ensure you have available the evidence necessary to support your case for promotion;

· Be aware of the expectation that applications should be evidence based with clear, logical and factual argument as to how and why you meet the criteria for promotion.

Referees

· Section 8 of the Promotion Policy outlines referee requirements;

· You are strongly advised to choose referees who know your work well and can therefore provide the promotion committee with detailed comment against the promotion criteria;

· To assist referees with providing a supportive report, you should make sure you give your referees a copy of your application.

		


ASSISTANCE TO COMPLETE THE PROMOTIONS APPLICATION TEMPLATE

Please 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 coversheet requests you to:

· Provide your name, contact details, current level of appointment etc.;

· The names and contact details of your referees;

· Details of your academic qualifications – please start with the most recent.

If you have not completed a PhD or other Doctorate please provide a case for equivalency (limit – one page).  Note that a clear case for equivalency must be made to allow the application to proceed.  The case must demonstrate outstanding professional experience, scholarship and reputation, whereby the overall achievement is similar to the outcome of a PhD; or a coherent and sustained pattern of research in a defined area that could be considered equivalent. 

	Applicants who are undertaking Doctoral studies should include this 	information as a component of their case for equivalency and indicate when they commenced their studies. Stage (e.g. research, writing thesis etc.) and expected year of completion.

	In constructing your case for research equivalence you may find the following 	useful:

	A PhD or Doctorate is typically three years’ full-time study or equivalent; 	therefore it is expected that the record of research will reflect that timeframe.

	In addition to the timeframe, PhD equivalence may be demonstrated by a 	research record that: 

· Constitutes a substantial body of work with evidence of theory development
· Has a clear focus on an area of research that is appropriate to the academic’s discipline and speciality
· Shows evidence of increasing depth of study as the research program progresses.
· Contributes to the stock of original knowledge in an area relevant to the purposes of the promotion process.

· Provide in CV format, chronological details of your employment history, starting from your current position;

· Space is also available on the cover sheet for applicants who wish consideration on equity grounds (e.g. disrupted career patterns, disability, accommodation, Indigenous background.)

SECTION B

1) Case for Promotion

This section is where applicants are given the opportunity to make a summary statement about their major achievements or contributions and present their rationale as to why the meet the criteria for promotion.

Applicants should note that they are asked to present their case in a maximum of seven (7) pages.  Please note that if this limit is exceeded, the Promotions Committee will only read the first seven (7) pages.

This section requires applicants to:

· Specify which particular criterion area or areas of (a), (b), (c), (d) they wish the committee to consider.  For instance, under criterion (a) Achievements in Research and/or Scholarship and/or Professional Consultancy Activities, 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:

	OUTSTANDING	MERITORIOUS	SATISFACTORY

	A definition of the above can be found in Appendix 1 of the promotion policy. 

2) Appendices

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

If you find that some of the information requested does not suit your particular promotion case you may modify the templates’ headings/tables.  In modifying the heading/tables, it is advisable to ensure that information is well organised and relates to the promotions criteria.

Handy Hints for Writing the Case for Promotion 


Although you may refer to achievements across the criteria, you must ensure that you do not duplicate your case in more than one criterion.  However, this does not apply when you demonstrate PhD equivalence – achievements mentioned in this section may also be included under the relevant criterion in the case for promotion.



(a) Achievement in Research and/or Scholarship and/or Professional Consultancy Activities

The statement should be evidence based and include (as appropriate):

· Reputation/Standing – provide a brief overview of the standing your research/scholarship has within your discipline at the international/national/local level and/or details of the way your expertise has been recognised within and external to the Sydney College of Divinity.  You may wish to briefly highlight how key research/scholarly/consultancy activities have contributed to your reputation/standing or the development of an increased research/scholarly/consultancy profile.  Please note that, when demonstrating an outstanding level of achievement in research, applicants for promotion to Level D must, as a minimum, be recognised by the SCD as “research-active” and state this when addressing this criterion.

· Leadership – provide details of the 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 Member Institution/SCD.  Alternatively make a case for leadership potential (e.g. leading a small research team or consultancy group).

· Details of recognised original research (e.g. development of prototypes, creative work, literary work).

· Details of collaborative involvement in external research/consultancy teams (e.g. industry, regional/community groups, other universities and theological colleges).

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

Note: when claiming “meritorious” or “outstanding” status for consultancy activity it is important to highlight the impact that such consultancies have had, including on the Member Institution/SCD.

· The quantitative summary or Research (or equivalent) activity (grants, publications etc.) should be confined to appendix1, but you may wish to use a figure total (e.g. total funded $$) as part of your case for research productivity.  When documenting your list of publications (refer appendix 1 of the application template), the Promotion Committee expects applicants to use a formal referencing system which includes page numbers (e.g. APA) as well as:

· Where relevant, ISSN references;

· Your % contribution to multi-authored works;

· Grouping of the publications by type, e.g. books, chapters in books, monographs, refereed journal articles, non-refereed journal articles etc.

· The numbers of pages in complete books as well as chapters in books.
· For creative works, list by order of type and prestige (e.g. international exhibition, national, local) and you may wish to provide a one – two liner indicating the status of where the work was performed/displayed etc.  Where work has attained critical acclaim (e.g. by a well known art critic) mention this in the main body of the application.

	Note: start each publication/piece of work with the most recent and work 	backwards.

· Applicants must also nominate up to five works in their publications list that they regard as the most significant, and provide a brief comment to explain their significance.

(b) Experience and Achievement in Teaching and/or Curriculum Development and/or Educational Leadership and/or Educational Development

The statement should be evidence based and include as appropriate:

· An introductory Statement about the philosophy of teaching/educational development/learning development which frames your case in relation to teaching, making links between your rationale, objectives, teaching practice and teaching development.  This may include, for example, your own beliefs about your teaching and student learning, teaching methods used and 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;

· If not covered above, briefly summarise other ways in which you have contributed to unit or course development, e.g. 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.

· Teaching Developments Projects/Initiatives – provide details of the outcome(s) of key project(s) you have been involved in, e.g. 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 Member Institutions/SCD programs/teaching and (if relevant) 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 (e.g. invitation, national conference).  Also, summarise other ways you have contributed to or shared your teaching knowledge and experience (e.g. mentoring junior staff);

· Recognition of teaching excellence/expertise – provide details of the way(s) in which your teaching practise has been recognised within and outside of the SCD e.g. peer review, invitations to present guest lecture(s), invitations to conduct workshops/seminars on teaching; 

· Interdisciplinary partnerships – briefly give details of your leadership or co-participation in interdisciplinary initiatives;

· 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.

(c) Contribution to Institutional Planning and/or Governance

The statement should be evidence based and include as appropriate:

· A summary highlighting details of administrative roles and key administrative/development/planning activities you have been involved in at Member Institutions/SCD.  Include (as relevant) details of the nature of your contribution, its impact/outcomes and your level of involvement e.g. role/membership on committees, working parties, task forces or notable projects;

· Details of academic management positions you have held (e.g. Head of Department) and the impact of your management role on the functioning or profile of the Academic Unit.

· Your contribution to Member Institution/SCD strategic, academic or other plans e.g. providing feedback, offering suggestions for strategies, monitoring progress;

· Key roles you may have had in formulating or writing policy, procedures or protocols within the Member Institution/SCD;

· Key administrative functions you have undertaken on behalf of the Academic Unit, e.g. co-ordinating the submission of final grades;

· Projects/activities your have been involved in that aim to enhance the student experience of college life outside of the classroom;

· The academic and professional development of colleagues e.g. mentoring, staff development sessions, information dissemination;

· [bookmark: OLE_LINK1][bookmark: OLE_LINK2]Other Contributions – provide any other details not covered above that you believe add support to your case for promotion to this criterion. 

Note: appendix 3 is where you should provide in list form the details of your planning/governance roles.

(d) Service to the Relevant Profession and/or Academic discipline and/or Relevant Contribution to the Religious and Wider Community

The statement should be evidence based and include as appropriate details of:

· Your role as a member of government, professional, community or private sector committees and/or boards and/or task forces;

· Your role in organising major conferences or other significant professional and/or key responsibilities you have undertaken at conference or similar e.g. key note speaker, session chair, invitation to provide expert comment; 

· Your involvement on journal editorial boards (including conference proceedings) and/or invited referee/reviewer, e.g. of journal articles, research and teaching development grants;

· Invitations from the media (radio, television, newspapers or magazines), other universities, professional associations etc to provide expert comment/advice; 


· Your involvement in facilitating links and partnerships between religious and/or community groups and the SCD (including students) to address community identified needs and problems;

· Your role in co-ordinating an exchange of knowledge between the religious or wider community and the SCD;

· Your involvement in formal external or internal reviews (e.g. 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 to this criterion. 

Note: appendix 4 is where you should provide in list form specific details of your contributions. It is advisable to organise the information in a manner that assists the promotion committee to see easily the extent of your achievements.

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





























































SCD APPLICATION TEMPLATE

Promotion to Lecturer, Senior Lecturer, Associate Professor

(Please refer to Guidelines before completing) 


Promotion Level Sought:


SECTION A


Cover Sheet – Personal Details

	1.	Title:		Full Name:

	2.	Male     /    Female

	3. 	Member Institution:

	4. 	Telephone Number:				Mobile Number:

		E-mail address:				Fax Number:

	5. 	Referees. Please provide:  Names, Full Postal and Email Addresses, 		Telephone Numbers and (confidential) Facsimile numbers.

	
Referee 1


	

	
Referee 2


	

	
Referee 3


	




	6. 	Date of academic appointment at Member Institution and level:

	7.	Level of current classification:

	8. 	Please list below in CV format your Academic Qualifications (from 			most recent) Institution and Year Awarded.  If you have not completed
		Your PhD or Doctorate please present your case for equivalency.
		(Limit 1 page):

	9.	Please provide in CV format below your employment history (from 			most recent) including position title, employer name and dates:

10.	Equity considerations – Are there any particular considerations to 			which the Committee should have regard in relation to your			application, e.g. any variation in working patterns or achievements due to caring/family responsibilities, disability, accommodations or indigenous background?  (1/2 to 3/4 page maximum):

	11.	Disciplinary or interdisciplinary area:









































SECTION B

NB: To save space you may delete any of the information (with the exception of the major headings) contained in this template.

1.	Case for Promotion

Before completing this section, please make sure you have familiarised yourself with the SCD promotion policy and guidelines.

Instructions:

· The Case for Promotion must not exceed seven (7) pages in length.  If this limit is exceeded the Committee will only read the first seven (7) pages.

· Please use:
· 12 point Palatino or Times New Roman font
· On-line equivalent of single sided A4 paper – relevant to non-electronic submission.	
· Single line spaced
· Page numbers

· Do not alter margins

The requirement for formal qualifications or equivalence is addressed in Section A (point 8) of this template.  In addition, in presenting the case for promotion, each of the fields of attainment (a) (b) (c) and (d) must be addressed in the following format:

(i)	Specify which particular criterion area or areas you wish to be considered for 	promotion, e.g. for (a), Achievement in Research and/or Scholarship and/or 	Professional Consultancy Activities, you might specify Scholarship and Professional Consultancy Activities. 

(ii)	Indicate for each field of attainment the basis on which this criterion is to be 	considered by deleting whatever is not applicable: i.e. 	outstanding/meritorious/satisfactory.

(iii)	For each field of attainment, provide a statement of major achievements or 	contributions (refer to the guidelines, beginning page 4 – Handy hints for writing the case for promotion). 


(a) Achievement in Research and/or Scholarship and/or Professional Consultancy Activities	

(i)	Criterion area/s:

(ii)	OUTSTANDING	MERITORIOUS	SATISFACTORY	
 
(iii)	Start statement here:


(b) Experience and Achievement in Teaching and/or Curriculum Development and/or Educational Leadership and/or Educational Development

(i)	Criterion area/s:

(ii)	OUTSTANDING	MERITORIOUS	SATISFACTORY	
 
(iii)	Start statement here:


(c) Contribution to Institutional Planning and/or Governance at Member Institution/SCD

(i)	Criterion area/s:

(ii)	OUTSTANDING	MERITORIOUS	SATISFACTORY	
 
(iii)	Start statement here:


(d) Service to the relevant Profession and/or Academic Discipline and/or Contribution to the Religious and Wider Community

(i)	Criterion area/s:

(ii)	OUTSTANDING	MERITORIOUS	SATISFACTORY	
 
(iii)	Start statement here:


2.	Significant Publications

The applicant must also nominate here up to five works in their publication list that they regard as significant and provide a short comment explaining their significance.

3.	Appendices

You are required to provide quantitative information against each of the attainment fields.  If you believe that there are some headings that are inappropriate, please change them to suit your particular promotion situation.  It is not expected that applicants will complete every table or provide all the lists requested, so please delete areas not relevant to you.  If you have difficulty in using the tables, the quantitative information may be provided in an equivalent format.

	




APPENDIX 1:

Field of attainment (a) Achievement in Research and/or Scholarship and/or Professional Consultancy Activities:

(i)	Quantitative summary of Research (or equivalent) activity:  please complete as relevant Tables 1-3 below.  Headings can be changed to suit the particular aspect of the criterion you wish to be considered, e.g. Professional Consultancy Activities.  Information should be provided only for the past 5 years or since your original accreditation by SCD, whichever is the lesser period. 

TABLE 1: Summary of Grants/Funding Received

	Project Title
	Funding Agency
(e.g. ARC)
	Year Awarded
	Completed

Y=Yes
N=No
	Funding
Received
$$$
	Your % Contribution if a Team Submission
	*No. Publications (or equivalent) related to the Grant

	


	
	
	
	
	
	

	


	
	
	
	
	
	


* if relevant

Note:  You may also wish to indicate in the space below the number of grant/funding applications you have submitted since your accreditation by SCD/past 5 years.

TABLE 2: Summary of Research Publications

	Total No.
Publications
	A
	B
	etc
	
	
	
	If collaborative work, your % contribution

	Total since
Appointment to current level/past 5 years

	
	
	
	
	
	
	

	 Prior Career Total
	
	
	
	
	
	
	

	 Overall Total
	
	
	
	
	
	
	




Please complete Table 3, using the following headings:

International/national/state government Reports.

Consultancy Reports

Unpublished conference papers or presentations

Other – please specify




TABLE 3: Summary of Other Research Related Publications
	Total No.

	
	Example: Reports (state)
	
	
	If collaborative work, your % contribution

	Total since
Appointment to current level/past 5 years

	
	
	
	
	

	Prior Career Total
	
	
	
	
	

	Overall Total
	
	
	
	
	



(iii)	Attachment (i):  Please attach to this section a full listing of the publications, creative works, etc, mentioned above.  Citations may also be included in this list.

Note: Applicants are required to use a conventional referencing system (e.g. APA), which includes page numbers, and to provide, where possible, ISSN references.  Do not include items that have not been published or are “in press”.

Please indicate which conference papers published as proceedings were refereed pre-conference (e.g. as an abstract) and which papers were refereed and accepted post-conference.  If both these processes applied, please indicate.

APPENDIX 2:

Field of attainment (b) Experience and Achievement in Teaching and/or Curriculum Development and/or Educational Leadership and/or Educational Development.

(i)	Attachment (ii): Overview of Teaching and Learning Responsibilities.  	Please attach, in list format, details of your teaching and learning 	responsibilities, which includes the name of the unit taught and degree title, the year taught, the student year level, the number of students in the class, 	etc.

(ii)	Nominations and Awards for Teaching:  Please list any awards (or 	nominations) received for excellence in teaching and learning, using the 	following headings: 

	Nominations and/or Awards for Teaching

· Title of Award/Nomination and Year:
	
· Awarding Body:

· Official Reason Award Granted (max. 3 lines)

(iii)	Funding/Grants for Teaching Development and/or Innovation:  Please 	complete (as appropriate) Table 4 below, Information should be provided 	only for the past 5 years or since your original accreditation by SCD, 	whichever is the lesser period. 


TABLE 4: Summary of Funding/Grants for Teaching
	Project Title
	Name of Awarding Body
	Year Granted
	Completed 
Y=Yes
N=No
	Funding Received
$$$$
	Where a joint project - % your contribution

	

	
	
	
	
	



Note: if relevant, you may wish to add an additional table or provide a tabular summary of unfunded teaching development projects.

(iv)	Teaching Effectiveness: Please complete Table 5 below to summarise (for a maximum of the past 3 years) teaching evaluations in terms of the methods used, results obtained, and actions taken as a result.

TABLE 5: Teaching Effectiveness
	Unit name and number
	Teaching session and year of evaluation
	Source of evidence, and number of respondents
	Student Level *
	Instrument or process used
	Results
	Interpretation and action taken

	
	
	
	
	
	
	

	


	
	
	
	Other (e.g. Peer Review
	Summary of feedback of critical review
	



[bookmark: OLE_LINK3][bookmark: OLE_LINK4]				* 	1 = First year undergraduate
					2 = Second year undergraduate
					3 = Third year undergraduate
					4 = Fourth year undergraduate		
 					5 = Postgraduate coursework

(v)	Attachment (iii), Curriculum Development: Please attach a list that provides the details of your contribution to curriculum development.  In particular provide the names of new and existing (please specify which) units/courses you have been involved in or contributed to developing, the name of the degree program, the year developed and your role.  E.g. Course co-ordinator, Head of Department.

	Note: 	Information should be provided only for the past 5 years or since your 		original accreditation by SCD, whichever us the lesser period. 

(vi)	Summary of Teaching and Learning Presentations:  Please complete Table 6 below to summarise your key presentations on teaching and learning.

TABLE 6: Summary of Teaching and Learning Presentations
	Type of Presentation

	No. International
	No. National
	 No. Local

	Conference

	
	
	

	Workshop/Seminar

	
	
	

	Guest Lecture

	
	
	

	Other – Please Specify
	
	
	

	TOTAL

	
	
	


(vii)	Presentation Attachment (IV):  Please attach to this section details of the presentations mentioned in Table 6, grouping (as appropriate) as International, National, Local presentations.  The listing should also indicate the type of presentation, the title of the presentation, the year presented, to whom it was presented and where. 

[bookmark: OLE_LINK5]Note:	Information should be provided only for the past 5 years or since your original accreditation by SCD, whichever is the lesser period.

(viii)	Summary of Research Supervision:  Please complete Table 7 below to summarise your post graduate student responsibilities and outcomes for the past 5 years or since your original accreditation by SCD, whichever us the lesser period.

TABLE 7: Summary of Research Supervision
	Degree Type
	Total No. Students Supervised
	Total No. Students Completed
	Total No
Uncompleted (=U)
Discontinued
(=D)

	Supervisory

No. Sole Supervision
	Role

No. Joint and % contribution

	Doctorate

	
	
	
	
	

	Masters x Thesis
	
	
	
	
	

	Masters – Res. Projects
	
	
	
	
	

	Honours

	
	
	
	
	



Please indicate the number of years that you have had postgraduate supervision responsibilities.   Number of years =
























APPENDIX 3:

Field of attainment (c) Contribution to Institutional Planning and/or Governance

(i)	Attachment (V), Key Administrative Roles:  Please attach to this section in list format details of your key administrative roles including leadership and committee roles (please group separately).  The list should also contain details similar to the example below.

Note: Information should be provided only for the past 5 years or since your 	original accreditation by SCD, whichever is the lesser period.
Example: Key Administrative Roles

Committee Membership
	Name of Committee Working party etc
	Role
	Level
	Period of Involvement

	
	e.g. Chair of Working Party, Member of Committee
	Member Institution/SCD
	e.g. Feb 2005 – May 2005



APPENDIX 4:

Field of attainment: (d) Service to the relevant Profession and/or Academic Discipline and/or Contribution to the Religious and Wider Community.

(i)	Attachment (VI) Membership of External Committees/Boards/Task Forces/Editorial Boards etc:  Please attach to this section a list, in CV format, which provides information about the nature of the position/membership (eg Chair, Member, Key Note Speaker), the duration of the position, title of the task/project (eg editing 2005 Conference proceedings) and if involvement was at the international, national or local level.

(ii)	Other Tabular Information:  Please either use the space below or attach separately a listing of other details not covered in (i) above but which you believe supports your case for promotion (e.g. invitations to provide expert advice, liaison work with the Community).



Please Note:
Applicants must provide evidence to verify the information contained in this application, (e.g. publications, research grants, consultancies etc.) to their Member Institution Principal.
	




Reviewed Feb 2011
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