
PROMOTIONS APPLICATION FORM 
Please note:  There is a separate application form for academic staff applying for promotion.
Please complete all sections of the application form.  The form should be completed in black ink or type. Colour applications will not be considered.
Should you require a copy of this application form in an alternative format (for example, braille, audio or large print), please contact James Foster in Human Resources.
	1. Personal Details


	Title:
	Staff number:

	Name:

	School/Service:

	Work tel no:
	Work e-mail: 

	

	Title of current post:

	Current grade and salary:

	If part-time, state proportion:

	Date of appointment to current post:


	2. Promotion Details


2a. University Values and Priorities criteria (within section A1) - you are not required to provide specific evidence in relation to each of the criteria but to confirm that you meet the criteria and that any appropriate training and ongoing development have been undertaken.


University Values and Priorities

(please tick to confirm)

2b. Please confirm that you have provided evidence on the common skills and indicate which ONE set of job specific criteria you have addressed:
Common skills
 criteria
 
(please tick to confirm)
Job specific criteria
(please indicate the relevant section you have addressed)
	3. Supporting Information


	3a. Supporting Information: Common Skills Criteria


Please use the space below to describe the activities you undertake in your role and how they meet each of the common skills criteria. Please continue on separate sheets, if required.  
	Common Skills Criteria

	Note: University Values and Priorities criteria (within section A1) - you are not required to provide specific evidence in relation to each of the criteria but to confirm that appropriate training and ongoing development have been undertaken.


	3b. Supporting Information: Job Specific Criteria


Job Specific Criteria
Please indicate below which ONE job specific section you are addressing and use the space below to describe the activities you undertake in your role and how they meet the chosen job specific section.  Please continue on separate sheets, if required.  
	Job Specific:                                                                        (please indicate)

	


	4. Declaration


I confirm that I have attached:
· an organisational structure chart;
· an agreed job description;
· CV (for promotion applications to Grades 8, 9 and 10).
Signature……………………………………………………
Date………………………… 

Please now submit your completed application form for verification via your Faculty/Service HR Manager.

For Completion by the Verifier
As the Verifier, you are required to:
· confirm that the job description and organisational chart are agreed and reflect ongoing requirements which are necessary to support Faculty/School/Service strategy and plans;

· confirm that the job specific sections completed by the applicant fit with the Faculty/School/Service strategy and are appropriate to the agreed role;

· consider the evidence provided about the activities currently being undertaken by the applicant and comment on whether this provides a full and accurate representation in the context of the requirements of the higher grade;
· ensure that the responsibility, autonomy and complexity of the role are reflected accurately throughout the application.
You may wish to undertake additional consultation with relevant key parties, where appropriate and in consultation with the Faculty/Service HR Manager.  You can also provide comments on the application – these should be clearly marked as the verifier’s and fed back to the applicant. 
Once completed, please forward the verified application to the Faculty/Service HR Manager.

	Verifier’s Comments:

	

	Name of Verifier……………………………………………

Signature…………………………………………………….
Date……………………………..



