





Academic Promotion Application – Checklist

	Applicant Name:
	


	Department:
	

	Date:
	

	Staff ID
	

	Orchid ID:
	
	N/A    ☐

	Scopus ID:
	

	N/A     ☐


	




























This mandatory checklist has been developed to support applicants to submit a complete and accurate application, based on common omissions identified. Before submitting your application, please review each item carefully and tick to confirm that you have completed the following:

	
	Application Checks


	
	

	☐	Each section of your application has been completed within the specified word limit, and word count for each section noted. 


	☐	The scoring has been checked against the Academic Promotions Matrix and added to the total score matrix.pdf


	☐	The Head of Department Statement has been completed and dated (Please note we can only accept application forms which have been reviewed by your department)


	☐	The application form has been signed and dated 


	☐	Your selection of referees comply with the Academic Promotions Guidance Academic Promotions Guidance 2026-27


	☐	Full contact details of all referees have been included


	☐	The application is not a sideways or diagonal pathway change (for all sideways or diagonal pathway applications please use this form academic-change-of-career-pathway-application-form.docx)


	☐	Copies  of all four publications listed within your application are included in your application papers (Mandatory for Fa09 - Research Focussed or Research and Teaching Focussed)













	
	CV Checks

	☐	The latest version of the CV Template has been completed cv-template.docx


	☐	The percentage contribution/page numbers in the publication section have been included


	☐	The Research and Contracts table clearly indicates whether you were Principal Investigator 


	☐	Any PhD students referred to in your CV have been anonymised 



	If you have applied previously and were unsuccessful, please provide: 

· A summary of the actions you have taken
· Progress made in response to the feedback received
· Date of previous submission 

This will help reviewers to clearly understand the developments and improvements made since your previous application.





Academic Promotion Application Form

This should be completed by the member of staff who is applying for promotion, with comments from the Head of Department, and submitted with an up-to-date CV in the approved style (available on the Academic Progression webpage) to the Academic  Progression Team in the People Team .  You are asked to respect the stated word limits while ensuring that you provide clear evidence to support your application. It is acceptable to use bullet points in making your case and to cross reference to your CV. Please do not submit any additional documents over and above what has been requested, as these will not be forwarded or considered by the Committee.

Prior to completion of this document, please read the document providing details on criteria and evidence and the standards matrix. 

	Name of Employee 
	
	Department/School
	

	Current Appointment
	

	Current FTE
	
	Career Track (R&T- T-focused, R-focused)
	

	Previous appointments held at University of Warwick (please indicate if any of these appointments were part time)

	

	Have you previously applied for promotion to this level at Warwick? If ‘yes’, when?
	

	Line Manager and/or Mentor:
	



	Special Circumstances (Optional and will only be used to support a case for promotion)


	Applicants are invited to comment below on the impact of contextual factors on their case using a maximum of 300 words.

	



	Adjustment Threshold (Optional and will only be used to support a case for promotion)


	Applicants are invited to comment below on adjusted thresholds, this can be used for those currently undertaking a 5-year fellowship. Please use a maximum of 300 words. 

	




Please summarise achievements in the following areas of activity:

	Research and Scholarship
(The University will evaluate research achievements in line with the Leiden Principles).

	Minimum threshold requirement for the level of promotion for which you are applying:
	

	Score which you believe your experience demonstrates:
	

	Please submit a written summary of your achievements below, using a maximum of 800 words.

Please attach a separate citation analysis (if relevant in your discipline) for your publications using Scopus.  Citation metrics will only be used where relevant and as part of a broader package of evidence about research. 

	







	Teaching and Learning


	Minimum threshold requirement for the level of promotion for which you are applying:
	

	Score which you believe your experience demonstrates:
	

	Please submit a written summary of your achievements below, using a maximum of 800 words.

	 






	Impact, Outreach and Engagement


	Minimum threshold requirement for the level of promotion for which you are applying:
	

	Score which you believe your experience demonstrates:
	

	Please submit a written summary of your achievements below, using a maximum of 400 words.

	 








	Collegiality, Leadership, Management


	Minimum threshold requirement for the level of promotion for which you are applying:
	

	Score which you believe your experience demonstrates:
	

	Please submit a written summary of your achievements below, using a maximum of 400 words.

	









	Minimum score required
	
	Total Score
Please add your scores from each of the four areas
	



	Recommendation from Head of Department (this should include detailed comments on each of the four areas of activity outlined above and a statement about whether or not the claimed score is agreed).

Please note this section should only be completed by the Head of Department.

	Please indicate below whether you think the applicant has met the level associated with the score they are claiming (either by stating y/n or repeating the claimed score).
	Research and Scholarship
	

	Teaching and Learning
	

	Impact, Outreach and Engagement
	

	Collegiality, Leadership, Management
	



Please provide comments on each of the areas of activity:

	Research and Scholarship







	Teaching and Learning (please have the Teaching Profile available should the Committee wish to see it) 







	Impact, Outreach and Engagement







	Collegiality, Leadership, Management








	Signed (HoD)

	
	Date
	

	Print Name

	



To be signed by the member of staff applying for promotion						

	Signed

	
	Date
	

	Print Name

	



If applicable, please indicate whether you would wish to be considered for promotion to Readership if your application for promotion to Chair does not progress beyond the first stage*. 
Yes, I would like to be considered for promotion to Reader 

No, I do not wish to be considered for promotion to Reader

*Please note this is not an automatic right and the UPPC will make the decision whether to remit to Reader or not.  

[image: ]

Please tick the box to confirm that you agree to your name being published if your application is 
successful or leave blank if you do not wish for your name to be published: ¨

Please alert the Academic Progression Team to any changes in your current role.
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Publication list
If applying for Professor, please fill out the below table.

	Please list 4 publications which you consider to be your major contributions.  (Please note this section is optional for Teaching Focussed applications) 
Electronic copies of these should be sent to academicprogression@warwick.ac.uk


	Publication 1: 


	Publication 2:


	Publication 3:


	Publication 4:






















Reference Checklist

Please refer to the guidelines for information relating to referees and then complete the following table. 
Academic Promotions Guidance 2026-27

Applicants should be aware that personal details from their application form and CV will be shared with referees.

	Referee’s name 
	Referee’s email address
	Referee’s Institution
	Previously used? (Y/N and year used)
	Summary on the standing and relevance of referee
	Nature of any links to candidate (if none, please write n/a)
(Links to declare might include but are not limited to, PhD supervisor, mentor, CoI, co-author, former colleague)
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