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ACADEMIC STAFF PROMOTION PROCEDURES & GUIDELINES
APPLICATION CHECK LIST
	Candidates to tick                                                                                                 
	YES 
	NO

	1. Completed Application for Personal Promotion form (Annexure D) 
	
	

	2. Candidate’s Statement not exceeding 4000 words (see 5.1)
	
	

	3. Curriculum Vitae is in the prescribed format (5.2)
	
	

	4. Application clearly shows what has been done since last promotion / appointment or details on how shortcomings have been addressed from previous unsuccessful application 
	
	

	5. Teaching Portfolio submitted  
	
	

	6. Portfolio submitted for Community / University Service
	
	

	7. Certified copies of certificates for qualifications, programmes or courses completed (if applicable)
	
	



TEACHING PORTFOLIO CHECK LIST
	Candidates to tick                                                                                                 
	YES 
	NO

	1. Teaching Portfolio submitted one hard copy file and in electronic format
	
	

	2. Teaching Portfolio Statement not exceeding 10 pages or 4000 words 
	
	

	3. Contents page listing all categories chosen (1-4 and at least 2 from 5-8) 
	
	

	4. All appendices listed and accurately cross referenced
	
	

	5. Table showing details of teaching workload 
	
	

	6. Table of post-graduate supervision (if applicable)
	
	

	7. QPA student evaluation reports (at least 3)
	
	

	8. Peer evaluation reports
	
	

	9. List of higher education publications & copies of best examples (if applicable)
	
	

	10. Outline / templates of new modules/programmes (if applicable)
	
	

	11. Certified copies of certificates awarded (teaching related, if applicable)
	
	


	College Administrator to tick for documentation to CTPAC  
	YES
	NO

	1. Completed candidate’s Application for Personal Promotion (Annexure D)
	
	

	2. Candidate’s statement 
	
	

	3. Curriculum Vitae of the candidate 
	
	

	4. Line Manager’s Report
	
	

	5. Assessor Reports 
	
	

	6. Candidate’s Teaching Portfolio (Hard copy file and electronic versions) 
	
	

	7. Academic Staff Promotion Procedures & Guidelines with Annexures 
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