
TEACHING FELLOW CAREER PATHWAY - PROMOTION BOARDS
CHECKLIST 
This Checklist is designed to ensure that an application for promotion is complete in respect of the evidence required for submission.  Parts 1 and 2 are to be completed by the Applicant and Part 3 by the Head of School.

Part 1:

	Name of Applicant:

	School:

	Application for Promotion to:


Part 2:
	Items submitted
	√

Tick if included

	Covering Statement
	

	Curriculum Vitae
	

	Narrative on Achievement and Impact in relation to Teaching, Teaching-related and Administrative duties.
	

	Special circumstances statement (with applicant’s name at the top)
	

	Signature and Date:


Part 3:

	Items submitted
	√

Tick if included

	Head of School’s Assessment of case
	

	Independent Referee Checklist (x5 for Professorial Teaching Fellow only*)
	


	Name of Head of School:

	Signature to confirm application is complete and date:



*For Professorial Teaching Fellows, only four of the referees will be approached in the first instance if references are sought;  the fifth will be a “reserve” referee if one of the others does not respond in the timescale requested. Heads of Schools should therefore indicate which are the four referees to be approached first of all.
Completed applications plus checklist should be sent to: 
Sarah O’Malley, Human Resources at s.omalley@sussex.ac.uk
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