ACADEMIC PROMOTIONS

GUIDANCE NOTE ON REFEREES
These guidance notes give useful information for any member of staff who is applying for internal promotion to these posts:

Professor
Reader
Senior Lecturer
Principal Research Fellow
Senior Teaching Fellow 
Teaching Fellow
In all cases, staff are required to nominate appropriate academic and/or professional referees from whom the University can obtain a written reference in support of your application. 
Who is an appropriate referee?
1.
People you nominate as referees should be of appropriate academic and/or professional standing who are able to give an independent, informed and objective view on your academic and professional suitability for the promoted post or level you are applying for. 

2. They should be able to comment on
· your qualifications and positions and confirm they are an accurate reflection of your career to date
· your achievements being an accurate and reliable reflection of what you have done
· your personal and professional standing, whether national, UK or international 
· the particular development of your subject area or area of expertise which you have been responsible for/have been involved in 
· the extent to which the above can be considered to have contributed to academic or educational advancement, the advancement of the University and/or other organisations you have been associated with.
3.
Your nominated referees cannot 
· be a past or present co-author
· have supervised your PhD or MSc 
Note: However, in the case of referees nominated in support of an application for promotion to Reader and/or Professor one referee may be a candidate’s current or previous co-author a previous Ph.D. or M.Sc. supervisor, or have been a member of Edinburgh Napier University staff within the last five years.

What details about my referees should I provide?
4.  The Panel members considering all applications for promotion will be helped considerably if you provide the following information about each of your nominated referees:

· title or form of address
· initials and surname
· position within present (or last) organisation
· name of present (or last) organisation
· work or home address to which any reference request should be sent
· telephone number for contact
· email address
This information should be provided as part of your application on a separate sheet of A4 paper.
How many referees do I need to provide?

5.
Post applied for


Number of referees required
Professor*
4 external referees - at least two of whom must be UK based
     
Reader*
4 external referees - at least two of whom must be UK based
     
Principal Research Fellow 
3 - at least one of whom must be external and UK based
Senior Lecturer
3 - at least one of whom must be external and UK based
Senior Teaching Fellow
3 - at least one of whom must be external

Teaching Fellow
2 - at least one of whom must be internal
* Note: for promotion to Professor and Reader the Panel will also ask the Dean of your School to nominate an additional 3 referees - two will be contacted and asked to provide a written submission on your application which will be considered by the full Professorship and Readership Panel.
General Information

6. The relevant Panel has the right to contact additional referees if necessary.
7. Selection of referees is entirely a matter for your own judgement and it is your responsibility to ensure that each nominee has agreed to act in the capacity of a referee, has full copies of your application to refer to and is contactable between July and September.
8. For all appointments, referees should be currently active at an equivalent or higher level than the post you have applied for. 
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