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ACADEMIC PROMOTION CHECKLIST 

HEADS OF UNIT 
 

This checklist is designed to assist Heads of Unit with their role in the academic promotion process (for levels C-E). 

Head of unit: head of an academic or organisational work unit, for example Head of School, Head of Department or where applicable, a 
person acting as his or her nominee. If there are no heads of unit within the faculty, a deputy dean or equivalent may be delegated the head 
of unit’s responsibilities for the academic promotion process.   

The head of unit is required to provide a recommendation that forms part of the candidate’s academic promotion application form and is 
responsible for recommending suitable assessors to the relevant Executive Leader*. The head of unit is also responsible for being available 
to give confidential advice and other forms of support to potential candidates before applications are submitted.  

For more information, please refer to: Academic Promotion: Levels C-E Procedure.   

*The relevant Executive Leader is determined by your faculty, location or centre/institute reporting line as follows: 

• Faculty Dean; or 

• Pro Vice- Chancellor; or  

• Deputy Vice- Chancellor; or 

• Director of Institute/Centre 

The executive leader for Indonesia fulfils the role of Head of Unit. 

1. PRE-PROMOTION ROUND 
 

 1.1 Identify and encourage high performing academic staff to apply for academic promotion.  This could be identified through 
the Performance Development Process: Academic Staff. 

 1.2 Discuss the proposed application with the candidate and provide feedback and advice in relation to the candidate’s 
readiness to apply for promotion. 

 1.3 You are welcome to attend an academic promotion information session to provide advice to potential candidates and 
familiarise yourself with the promotion process. For information session times refer to the academic promotion website or 
contact the relevant promotion coordinator. Alternatively, there may be a recording of the session you can request. 

 1.4 Plan ahead to ensure adequate time to complete relevant sections of the candidate’s application and contacting assessors. 
Candidates should confirm their intention to apply for promotion prior to the academic promotion round opening. 

Refer to the promotion key dates page.  Faculty specific deadlines may apply for submission of applications to the head of 
unit (usually 2 weeks prior to the round close). 

2. DURING THE PROMOTION ROUND: ARRANGING ASSESSORS 

 2.1 Step 1: Recommending Assessors 

Recommend suitable external assessors for each candidate to the Executive Leader. The Executive Leader nominates the 
assessors. Please make every attempt to ensure that assessors are independent of the candidate.  

Three (3) independent assessors are required for Levels C, D and E and are preferred as follows:  

• 1 international assessor for level C; and  

• 2 international assessors for levels D and E.   

https://www.monash.edu/__data/assets/pdf_file/0020/783002/Academic-Promotion-Level-C-E.pdf
http://www.monash.edu/__data/assets/pdf_file/0009/799389/Performance-Development-Process-academic-staff.pdf
https://www.monash.edu/academicpromotion/key-dates
https://www.monash.edu/academicpromotion/contact-us
https://www.monash.edu/academicpromotion/key-dates
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Preferred international assessor numbers may be waived where the most eminent scholars in a particular discipline are 
based in the candidate’s primary location.  

Assessors for Practice Academics must be at least the industry equivalent to the promotion level sought. 

Assessors must be at least at the academic level to which the candidate is applying, (preferably higher), must be external to 
Monash University and should be persons of eminence in the discipline. 

Assessors should not have: 

• a close professional or personal association with the candidate;  

• co-published or collaborated with the candidate in the past 5 years;  

• supervised the candidate’s PhD thesis (or have been supervised by the candidate); and/or 

• a material personal interest that may impact their ability to perform the role as independent assessor. 

Note that the candidate may provide an objection to individual(s) not to assess their application (as an assessor) as 
detailed in their application form. 

For cross-disciplinary applications, consider assessors from different fields.  

Consider supplementing subject matter/field experts with an eminent relevant assessor with wide-ranging academic skills 
who is able to provide a valid opinion on the productivity and standing of the candidate.  

Confer with other senior members of staff from the candidate’s discipline for advice if required. 

 2.2 Step 2: Contacting Assessors 

Following the Executive Leader nominating the assessors, you must contact each assessor on behalf of the Executive 
Leader to determine their willingness and availability to provide an assessment of the candidate as outlined in the 
procedure  

Note that a template email will be provided by the promotion coordinator with relevant details and timeframes. 

 2.3 Step 3: Finalising Assessors 

• Record the details of the final confirmed assessors on the relevant Confirmed Assessor Advice form once they have 
advised you that they are willing and available; and 

• submit the Confirmed Assessor Advice form to the relevant promotion coordinator role account by the date stipulated 
in the form. 
The form is not seen by the candidate. 

 

3. DURING THE PROMOTION ROUND: CANDIDATE’S APPLICATION 

 3.1 Complete the Head of Unit recommendation section within the Case for Promotion form. Provide comments on each of 
the candidate’s areas of research, education and engagement. You must indicate whether the candidate has, in 
accordance with the academic performance framework: 

• been a sustained high performer at the current level of appointment; and 

• the capacity to perform satisfactorily at the level to which promotion is sought. 

In addition, candidates must demonstrate that they will make an ongoing and positive contribution to, and fit within, the 
academic unit. 

 3.2 Please indicate if you feel that there is a prima facie case for the application to be considered by the promotion committee 
including an explanation. 

Note that all candidates will read and acknowledge the contents of your recommendation before the application is submitted 
to the relevant promotion committee. 

 3.3 Ensure that the completed application form is signed and then returned to the candidate for their submission before the 
academic promotion round closes. 

 

https://www.monash.edu/academicpromotion/Supervisors-and-Heads-of-Unit-Resources
https://www.monash.edu/academicpromotion/contact-us

