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· Include your updated academic CV with your application

· If you are making an application following a successful application in the last two years, please provide evidence of the additional contribution made since the last application. It would be unusual for an award to be made in successive years, unless the circumstances are exceptional. 

· If you are making an application following an unsuccessful application last year, you are advised to address the action taken in the intervening period to address the feedback.        
Presenting Evidence on Teaching, Learning and Assessment
These guidelines are intended to help academic staff when preparing an application for incremental progression and/or promotion.  They are devised from experience gained assessing applications, and will be developed and revised in the light of further application rounds.  The guidance has been organised to relate to the promotion/contribution criteria, however this should be regarded as indicative only – evidence may well relate to more than one criterion.

Leadership in inspiring learners to achieve their learning outcomes and ensuring high quality work in lectures, seminars, industrial placement, project, dissertation and research supervision and other scheduled teaching and assessment

1. Indicate if you have successfully completed the PG Certificate in Learning and Teaching in HE and/or any other programme of continuing professional development (with dates) and show how this has impacted on your teaching.
2. Formal and informal mentoring and coaching of other staff, and link tutor responsibilities may all be detailed.
3. Citations from external examiners, peers (e.g. through peer observation) students, graduates and alumni, and employer representatives may be quoted (note this must be based on reliable and auditable evidence).
Successful educational innovation as well as the excellent application of traditional educational methods

4. Highlight any awards for teaching excellence or innovation, e.g. a University Teaching Fellowship and the impact of your work on colleagues.
5. Highlight any exceptionally positive feedback on teaching quality from students, peers, external examiners or other stakeholders, e.g. employers (note: a claim must be supported by reliable and auditable evidence).
6. Provide details of contributions to the development of Departmental policy and practice in teaching, either through formal roles and responsibilities, project leadership, co-ordination of working or advisory groups, writing policy or other papers for the Department.
7. Include all internal publications, presentations and project work that relates to innovation and show how it has impacted on learning and teaching and benefited the Department/University.
8. Provide evidence of involvement in external subject networks and indicate how this has impacted on your teaching, that of your colleagues and where relevant, more widely.
Positive and effective engagement with national work as external examiner, subject reviewer/assessor and any other similar duties, and national recognition/work which receives national recognition of excellent practice
9. List all external examinerships and participation in approval/validation/review events at other HEIs (give dates).

10. Work as a reviewer/assessor or auditor, including work for the QAA, TDA, professional bodies and subject associations should be detailed.
11. Textbook or teaching material publications, resource materials that have been adopted by others and/or developed collaboratively should be cited.

12. Include all external presentations on teaching and learning activity, with dates and venue, including invitations to give guest lectures, conference/workshop presentations etc.
13. Include all publications on teaching and learning activity in HE, including any electronic publications, giving full details using standard referencing conventions and/or URLs.
14. If you have been asked to review or referee the work of others, give detail.
Leading course development, for example, development of innovative, new or revised courses/modules

15. Present information about successful course/curriculum design or re-design,  including for example initiatives related to use of learning technologies, work-based learning, work placements, employability and enterprise, internationalisation, widening participation, innovative assessment, research informed teaching.
16. Provide information about design and organisation of events and initiatives such as student conferences, day schools, short courses, student clubs and societies and other initiatives that contribute to student learning, but are outside the formal curriculum.
17. Give detail of successful internal (e.g. T+L projects, Innovation and Development Grants, Scholarly Activity Grants) or external funding applications, (e.g. to the HEA or subject associations, professional bodies etc), including any collaborative bids, and show how they have benefited the University/Department.
Proactively ensuring that course design and delivery comply with quality standards and regulations

18. Give information about any roles and responsibilities in relation to, e.g. liaison with PSRBs, co-ordination and leadership in preparing for external review/audit or assessment.
19. Contributions to the development of Departmental/course policy and procedure in relation to quality, e.g. in producing a course moderation policy and procedures, assessment criteria, quality assurance of professional practice, work placements etc may all be detailed, as well as any associated staff development activity.
Student recruitment activity including widening participation

20. Evidence of successful work in relation to student recruitment and widening participation, e.g. through organisation of marketing campaigns, taster days, schools/colleges liaison, sixth form conferences, masterclasses, summer schools etc may be presented. 

Presenting Research and Scholarly Activity, and other forms of 
Knowledge Transfer dissemination
1. Read the guidance notes that are circulated to all applicants carefully.  These indicate the range of activity that can be counted.  The wider the range presented, the more compelling the evidence is likely to be.

2. Include all media in which your research is published – books, journals, and on-line journals.

3. Do not forget citations in indexing and abstracting publications.

4. If the journal is peer received, say so. Similarly, if the journal has an international readership.

5. Give the publisher of journals and books in which your work appears.

6. If a work is ‘forthcoming’, be specific, e.g. is there a contract?

7. If work that you cite is available on-line, give the URL.

8. List any journals for which you act/have acted as referee.

9. Give instances and details of knowledge transfer events to which you have contributed, e.g. conferences, consultancy, presentations to business, regional events, day schools, learned societies.  Detail any such events that you have organised, or contributed towards organising, separately.

10. Provide details of any research groups, research seminar programmes, and public lectures either contributed to or organised.

11. Detail any successful internal or external funding applications, and any pending; detail briefly their purpose and benefit to UW.

12. Pay particular attention to how you have encouraged/supported a research culture in your field/department.  This might include a formal or informal research student support network or organisation of work presentation/display.

13. Highlight any inter-professional and/or inter-disciplinary initiatives you have taken in the area of research, scholarship or knowledge transfer.

14. Use standard referencing conventions when listing your publications, including ISBN/ ISSN numbers.

15. Give full details of research students supervised past and present, to include at least level of award and thesis titles.

16. Indicate, if appropriate, ways in which you have used particular methods to support research students e.g. email discussion groups, group activity, master classes, blogs.

17. Provide evidence of involvement in external subject networks, particularly if this is active, and spell out the benefits of this to developing the research culture at UW.

18. Give details of any departmental role and responsibilities you have taken on to develop research, scholarly activity and knowledge transfer in the university.

19. Where you are collaborating with external academics, give details of the nature and extent of the collaboration, and say how this is benefiting your department/subject.

20. If you have made a grant application, e.g. to the Higher Education Academy, give details.

21. Make explicit how your research, scholarly activity or knowledge transfer activity informs and supports your teaching, and how it benefits your department and the institution.

22. If your work is demonstrably innovative, e.g. you are developing a new model for analysis of a problem, describe how, and indicate how you plan to develop this aspect of your career.

23. If you are involved in a commercial or a public knowledge transfer project, specify the client, the nature of the project, its value, and place it in the context of your wider work.  Point out the specific benefits to the department/institution.

24. Use the opportunity of a supporting statement to elaborate and contextualise the information given in the pro-forma.  It is particularly helpful to indicate a direction or strategy to your research, scholarship or knowledge transfer activity.

25. Where you can demonstrate the public impact of your work, e.g. research/consultancy carried out for an organisation that has led to policy development/change, give details.

26. Highlight any management and leadership roles in relation to research, scholarship and knowledge transfer at departmental level, e.g. Research Co-ordinator.  Indicate how you have approached and developed the role and say what impact has been made.

GOOD PRACTICE GUIDANCE








