
Pro-forma for Use by Promotions Panels (to be completed by Chair and HR representative)
	Applicant name:

	

	School/Service:


	

	Application for promotion to grade:


	

	Date of panel meeting:

	

	Panel members:


	


Outcome

	Have the promotion criteria for the higher grade been met?
YES/NO (delete as appropriate)


	If YES, please indicate new grade, starting salary and date of effect for the promotion:

New grade: …………………………………….

Starting salary: …………………………………

Date of effect: ………………………………….




	Please use this section to record the any general comments by the panel to support its decision.

Note: information provided in this section will be used as part of the feedback to applicants.



If the panel deemed that the applicant should NOT be promoted, please identify below which of the criteria were not met and describe why the evidence presented by the candidate was judged not to meet each of these criteria.
Note: information provided in this section will be used as part of the feedback to unsuccessful applicants.
	Criterion ref
	Justification – please provide reasons for which the application has been deemed unsuccessful:

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Feedback to unsuccessful applicants

	In the case of unsuccessful applications, please indicate who will provide feedback to the applicant:

Name 

……………………………………………………



	Please note:  A letter informing the applicant of their promotion outcome will be sent to the Head of School/Service in order that it can be forwarded to the applicant.  If the panel recommends an alternative approach, please indicate below to whom the letter should be sent:

Name

……………………………………………………



	Chair of the Promotions Panel

Name
………………………………………


Signature…………………………………..

Date…………………………………………

HR/Role Analyst

Name
………………………………………


Signature…………………………………..

Date…………………………………………




