
Applications Checklist

APPLICANTS NAME: _____________________________________________

LEVEL APPLYING FOR: ___________________________________________

	Correct font size (minimum Arial 12 point)
	(

	Correct number of pages 
	

	Promotion to Level B

10 single sided A4
	(

	Promotion to Level C

16 single sided A4
	(

	Correct number of application copies (as per committee members)
	(

	Enter Candidates Application Information into record table
	(

	Send Acknowledgment Letter and Evaluation form to Candidate 
	(

	Send Request letter to Head of School for Candidate
	(

	Enter Candidate onto Shortlisting Criteria Grid
	(

	Create Referee Cover Sheet for folder
	(

	Create Head of School Cover Sheet for folder
	(

	Print Labels for Committee folders (dividers)
	(

	Enter Candidate onto Statistic by Division/Gender by Level record
	(

	Enter Candidate on Committee Members Cover Sheet
	(

	File Copies of Applications in folders
	(


