Academic Portfolio
Checklist for Head of School as supervisor of academic staff member.  

The Head of School, or delegate (eg School Manager, Research Director, Chair T&L Committee, etc) should: 






         

	
	Task completed

By (insert name):
	Tick box

	· Encourage the new academic staff member to maintain an academic portfolio/diary to assist with information gathering for mid-term review and general monitoring of performance, teaching, research and service.
	
	□

	· Provide advice on performance appraisal:  when due, expectations, two-way process, etc.
	
	□

	· Detail specific contracts and form of appraisal (types of contract, who does what in the Faculty in terms of reviewing performance, when it is done, processes etc/maintaining a portfolio).
	
	□

	· Introduce new staff member to relevant University, Faculty and School plans e.g. strategic and operational plans and their relevance to the individual’s research, teaching and service. Also relevant policies and procedures e.g. OHS, Faculty/School processes and routines – or to relevant people concerned with these.
	
	□

	· Provide advice on SSP: how and when to apply.
	
	□

	· Introduce new academic staff member to their Mentor.
	
	□

	· Introduce new academic staff member to key people in their section, including HR Officer, Finance Officer, IT Co-ordinator, etc.
	
	□

	· OH&S New Worker Induction Checklist has been completed
http://www.uq.edu.au/ohs/pdfs/OHS-NewWorkerInduction.pdf 
	
	  □

	· Introduce new academic staff member to program director/course coordinator or other relevant person, to assist with induction into the curriculum:

· Standards for course design (description of items that need to be included)


· Teaching support services (brief description and links to TEDI web site, WebCT and POD, including explanation of acronyms)


· Grading procedures (University policy on grading, brief description of criterion referenced system and uploading grades onto Si-net)


· A/V facilities and procedures (link and brief description of facilities in classes and lecture theatres)


· Library support (Web links).  Information on School’s Library Liaison officer


· Teaching appraisal (description of process and TEVAL link)


· Student records (Si-net)


· Organising and supporting sessional teaching staff
	Course Co-ordinator (insert name):
	□

□

□

□

□

□

□

□

	· Introduce new academic staff member to senior administrative staff, to assist with:

· Teaching timetable and courses


· Textbook orders


· Uploading of examinations


· Information on TEDI courses


· Introduction to SiNet to obtain class lists, etc.


· Applying for leave, including during teaching periods


· Consultancies and outside work – policies and guidelines


· Policy on academic workloads and tutoring


· Student and course evaluation process


· Conference and travel bookings


· General claims and reimbursement of expenditure


· School/Centre Committees
	Senior Admin Staff member (insert name):
	□

□

□

□

□

□

□

□

□

□

□

□

	· Introduce new academic staff member to the Faculty/School Research Director to provide advice with:

· Applying for research grants (UQ Research Web site)


· Availability of grant money for new staff and for early career research work


· Research postgraduate supervision – rules and guidelines (ORPS web site & local procedures, if applicable)


· Staff development support for supervisors – TEDI web site


· Conversion from provisional to full PhD status
	Research Director

(insert name):
	□

□

□

□

□


Signed:
………………………… (Head of School)
Signed:   ………………………… (Employee)

Date:
…………………………


Date:
   …………………………

Head of School to forward completed form to HR Co-ordinator.
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