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	Local Promotions Committee (LPC) Report Form



	For promotion to Level: (Insert Level)
Faculty/ ies: (Insert Faculty names)
LPC Chair: (Insert Name of LPC Chair)  



Procedures

This Report Form should be completed consistent with the policies governing the policies and procedures for promotion of academic staff, see: Academic Promotions Policy, the University’s Code of Conduct, Procedures for Local and Central Promotion Committees, Guidelines for LPC Meeting and Guidelines for Applicants.
The completed Report Form, once signed by all core members of the LPC, must be emailed to the Academic Promotions Unit together with the individual voting sheets. A commentary must be provided for each applicant except those who are unanimously recommended for promotion to level B or C.  
The LPC is asked to verify that:

(
The Chair informed all members of the LPC of the University’s EEO policies and of the requirement to treat all information and processes as confidential.

(
The Chair asked all members of the LPC, at the beginning of the meeting, to declare any personal interest in any application.

(
The Chair distributed the Guidelines for LPC Meetings to all members of the LPC at the beginning of the meeting

Copies of applications are confidential and must be either destroyed or returned to the Academic Promotions Unit at the conclusion of the LPC’s meeting process.

For levels B and C supplementary materials should be returned to applicants at the completion of the promotions process. For successful applicants this is after the outcome letters have been sent (see schedule for dates). For unsuccessful applicants the supplementary materials should be sent to the APU, who will retain it until the appeals period has closed and any appeals have been processed.
For applications to be considered by a CPC (Levels D and E and where relevant C), all copies of published work and supplementary evidence must be forwarded to the Academic Promotions Unit (Room L2.03, Main Quadrangle, A14) for the use of the CPC. These materials will be returned to the applicants after the meeting of the CPC.

LPC Preliminary Meeting (Levels B-D)
The LPC considered (insert no.) applications for promotion at a preliminary meeting on (INSERT DATE) / by circulation).
The LPC agreed to seek further information from the following applicants under section 4.3.6 of the Academic Promotions Policy.
	Applicant Name
	Faculty
	Response received (Y/N)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(Insert additional rows if required)
Any responses received from applicants were circulated to all committee members and were considered at the LPC final meeting.

A copy of the LPC’s questions and any response received from the applicant has also been attached to each application by the APU.
LPC Final Meeting

The LPC considered (insert no.) applications for promotion on (insert date).
Core members of LPC








	Role
	Name
	Title

	CHAIR
	
	

	Academic Board nominee
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(Insert additional rows if required)

Additional members of LPC








	Name
	Title and Faculty/Institution
	Additional member for (applicant name/s)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(Insert additional rows if required)

Recommendations
Applicants who receive at least two-thirds positive votes are recommended for promotion.

The LPC UNANIMOUSLY recommends promotion of the following applicant(s) to Levels B or C
Applicants unanimously recommended for promotion to Levels D or E should be listed in the table below and a commentary provided.
	Applicant name
	School/Discipline/Faculty
	Substantive appointment (including details of FTE, conjoint, research-only etc where applicable)
	Stream applied
	Stream recommended (if different)
	Promotion to (Level and step)

	E.g. Dr Joe Brown
	Faculty of Arts, SoPHI
	Research-only, 0.6FTE
	Research focused
	Teaching & Research
	Level C, Step 1

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


(Insert additional rows if required)

The table below should be used to list the following (a commentary should be provided for each applicant):

· Applicants for promotion to Levels B or C who received a vote of at least two-thirds
· All applicants recommended for promotion to Levels D or E (including unanimous recommendations)
	Applicant name
	School/Discipline/Faculty
	Substantive appointment (including details of FTE, conjoint, research-only etc where applicable)
	Stream applied
	Stream recommended (if different)
	Promotion to (Level and step)
	Commentary page No.

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


(Insert additional rows if required)

The LPC recommends AGAINST promotion of the following applicant(s). A commentary is provided for each applicant.
	Applicant name
	School/Discipline/Faculty
	Substantive appointment (including details of FTE, conjoint, research-only etc where applicable)
	Stream applied
	Were other streams considered (Y/N)
	Commentary page No.

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


(Insert additional rows if required)

Section 1: Final voting table
Please indicate in the table below each LPC core member’s vote for/against each applicant and the LPC’s final recommendation. To recommend an applicant for promotion at least two thirds of the committee must vote in favour of promotion. 
	Name of LPC Member
	APPLICANT NAME


	APPLICANT NAME


	APPLICANT NAME


	APPLICANT NAME


	APPLICANT NAME


	APPLICANT NAME


	APPLICANT NAME



	1.


	
	
	
	
	
	
	

	2.


	
	
	
	
	
	
	

	3.


	
	
	
	
	
	
	

	4.


	
	
	
	
	
	
	

	5.


	
	
	
	
	
	
	

	6.


	
	
	
	
	
	
	

	7.


	
	
	
	
	
	
	

	Total no. of votes for / against recommending promotion


	
	
	
	
	
	
	

	LPC recommends promotion? (Yes/No)
	
	
	
	
	
	
	


(Insert additional rows / columns if required)

Section 2: Declaration by core members of the LPC








I agree that the procedures of the LPC were in accordance with the procedures and guidelines for LPCs and with University policies on the conduct of meetings.

	Name (Chair):
	Signed:
	

	Name: 
	Signed:
	

	Name: 
	Signed:
	

	Name: 
	Signed:
	

	Name: 
	Signed:
	

	Name: 
	Signed:
	

	Name: 
	Signed:
	

	Name: 
	Signed:
	


NOTE: The process of confirming that Committee Procedures have been followed may be carried out by email provided that the committee member clearly states in the email: "I have read the report of the Local Promotions Committee and confirm that the procedures of the Committee were in accordance with the procedures and guidelines for the Local Promotions Committee."
If confirmation is given by email, please write “email attached” in the signature box and attach the email to the end of the report.
Authorisation








LPC Chair 

	Name:
	Date:
	Signed:
	


Section 3: Applicant commentaries (a separate page should be used for each applicant).
This section of the report should be completed for:

· All unsuccessful applicants

· Any successful applicants who were not unanimously recommended for promotion (Levels B & C)

· All applicants to Levels D or E, regardless of recommendation
Each commentary should address both the strengths and weaknesses of the application in relation to the criteria for promotion (Academic Promotions Policy, Section 3) and provide a clear account of the reasons for the LPC’s recommendation. Evaluation will focus on the achievements since the date of the last promotion/appointment at this university, but will also take into account the applicant’s whole career to date. 
The LPC Report should make reference to any period of special circumstances that may affect each applicant’s opportunity for promotion.

The LPC should note that parts of this section of the Report will be released to applicants who are not successful in gaining promotion. If the LPC recommends against promotion, the commentary should provide constructive advice on what issues need to be addressed by the applicant.
Please note that the ranking of ‘Exceptional’ only applies to the Education/Research focused streams.
Applicant name: 

Faculty:
Stream:
Appointment synopsis: E.g. Dr Jones was appointed/promoted to Senior Lecturer in the School of X in 2006. Prior to her appointment she had held the position of Lecturer at the University of X since 1999.
	If applicable - new stream recommended by the LPC:

(Only where the application would not otherwise have been supported)



(a)
TEACHING 

The LPC ranked the applicant’s performance in teaching as being (please select):

Exceptional
Outstanding
Superior
Satisfactory
Not meeting


(b)
RESEARCH / SCHOLARSHIP / CREATIVE / PROFESSIONAL WORK 
The LPC ranked the applicant’s performance in research / scholarship / creative / professional work as being (please select):

Exceptional
Outstanding
Superior
Satisfactory
Not meeting


(c)
SERVICE TO THE UNIVERSITY / DISCIPLINE / PROFESSION 

The LPC ranked the applicant’s service to the University / discipline / profession as being (please select):

Exceptional
Outstanding
Superior
Satisfactory
Not meeting


(d)
Comment on the standing of applicant’s referees (and assessors for Level E) and their suitability to provide comment on the applicant’s case.









Please provide a commentary in accordance with directions for section 3 above and include in this section the following:





Where applicable please indicate the applicant’s role in any relevant committees, and detail the impact and outcomes


Comment on any service to the profession and/or community and the impact and outcomes this service may have had (these should be relative to discipline expectations)


Where a candidate has a rating of satisfactory or lower, provide constructive feedback on areas that should be addressed





(Please delete this text box in the final report)





Please provide a commentary in accordance with directions for section 3 above and include in this section the following:





Any discipline specific expectations regarding performance in research


Comment on the status of publications, expectations and norms regarding publications in the applicant’s field


Comment on any other discipline specific expectations regarding performance in this category


Where an applicant is not successful please provide constructive feedback on areas that should be addressed.


(Please delete this text box in the final report)











(Please delete this text box in the final report)








Please provide a commentary in accordance with directions for section 3 above and include in this section the following:


:


Comment on any discipline specific expectations regarding performance in teaching


What are some of the applicant’s notable achievements in their field


What are their weaknesses


Where an applicant is not successful please provide constructive feedback on areas that should be addressed.


(Please delete this text box in the final report)








CONFIDENTIAL: LPC Report

Page 8 of 10

