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1.
Timetable for the 2011 Academic Staff Annual Review
             All Academic Staff Informed of Review   
        18 July 2011
            Return of Submissions to College HR Officers  
    22 August 2011
TO ALLOW TIME FOR PROCESSING OF SUBMISSIONS, NO FURTHER

APPLICATIONS WILL BE ACCEPTED AFTER THIS DATE

           College HR Officer to issue papers to VP and                 as soon as possible
           and Deans of School                                                        after 22 August 2011
           CSARG Meetings                
           to be arranged by each College

           Issue of Result Letters                                        following CSARG Meetings

           Appeals                                                                        must be lodged 30 days    







      within issue of result letters
(1)
Relevant staff will be advised that the Annual Review cycle is about to commence.   For those wishing to take part in the Annual Review a copy of the Procedure and Guidelines can be obtained from the Human Resources website or requested from the College HR Officer.

(2)
All submissions (2 copies of all documents) for the Annual Promotion Review i.e. nominations for promotion to College HR Officer by 

22 August 2011.  All relevant documentation must be submitted by this date.

(3) The CSARG can decide on the promotion of College staff.


It is the responsibility of the College HR Officer to liaise with the Vice-Principal & Head of College to arrange a suitable date for the CSARG.  

(4)
Individuals and Deans of School are informed of the outcome of submissions by letter after the minutes of the CSARG are approved and the decision processed by College HR Officer.

(5) Decisions reached through the Academic Staff Annual Review procedure in relation to promotion are effective from 1 October of the review year.   There will normally be no backdating of promotions.
(6) Further guidance on the procedure for the Academic Staff Annual Review is available from the College HR Officer.

2.
What the Review Covers

The Academic Staff Annual Review Procedure invites submissions for the following:

· Promotion to a higher grade (i.e Grade 7 to 8; Grade 8 to 9)
· Confirmation of appointment for Probationary Lecturers
· Annual reports for Probationary and Fixed-Term Lecturers
· Reports on Probationary Lecturers in their penultimate year

3.
Who is Covered by This Review

· Academic and research staff (i.e. roles covered by the nationally agreed role profiles)
· Probationary Lecturers
· Fixed-term Lecturers
Please note that although the title ‘Lecturer’ is used throughout this document the review will also cover staff who are in teaching only or research only roles eg Teaching Fellows, Research Assistants, etc.


Nominations for Senior Lectureships can be considered at any time of year although in most instances will be submitted at the time of the Annual Review.

Externally funded staff can be considered at the Annual Review for promotion.  If a Dean of School wishes to make a recommendation, supporting evidence should be in the same format as for University-funded staff.  In addition, the submission should include confirmation that the approval of the funding body to finance any resultant salary increase has been gained.  

4.
Equality and Diversity Statement

The University of Dundee is committed to applying its Equality and Diversity Policy to the Academic Staff Annual Review process. 

5.
Promotion Procedure for Academic Staff

A.
GENERAL PROMOTION PROCEDURE

1. CRITERIA FOR PROMOTION

All staff seeking promotion are required to provide evidence to support their case for promotion in the form of a CV (see Appendix A) and a HERA role outline form (see Appendix D) .  The CSARG will review the written evidence submitted and a match will be made to one of the nationally agreed role profiles for academic staff. 

2.
EVIDENCE FOR PROMOTION
(1)
The CSARG will consider a candidate for promotion on the basis of a written submission which should comprise the following components:

(i)
A curriculum vitae produced by the candidate, set out in the University format (see Appendix A) and signed by the candidate and Dean of School. Failure to do so may result in the CV being returned for re-drafting (see Appendix B).

(ii)
A report containing the recommendation of the Dean of School which should be explained and justified by specific reference to the HERA role outline form and to the other written evidence submitted.




(iii)
A completed HERA role outline form.




The submission must be completed according to the rules in Appendix B.  The report of a Dean of School should be made available to the individual member of staff, prior to the submission to the CSARG.



(2)
Self nomination is allowable for promotion.  The submission required must consist of a completed HERA role outline form, CV and report from the Dean of School as detailed above however, a second report may be submitted from another senior member of the School if the candidate wishes.  This report should be in the same format as that required of the Dean of School’s report.  A candidate who has submitted a self nomination is responsible for ensuring that all parts of the written evidence are submitted to the College HR Officer by 22 August 2011.


3.
CONSULTATION PRIOR TO NOMINATION


Before formulating a recommendation for promotion, the Dean of School should consult such senior academic colleagues as are considered appropriate and in submitting the recommendation should inform the CSARG which members of staff have been consulted and whether those consulted are in agreement with the recommendation made.


4.
NOTIFICATION TO AN UNSUCCESSFUL NOMINEE FOR PROMOTION


An unsuccessful candidate will be given a brief written statement that he/she has not gained promotion and a copy will be sent to the Dean of School.  The Vice-Principal 



and Head of College (or their delegate eg Dean of School) will discuss the reasons for not gaining promotion with an unsuccessful candidate, if the candidate wishes. The object of the meeting is to explain the reason for the decision and to advise the candidate on what is expected in order to gain promotion. In certain instances an unsuccessful candidate may appeal against a decision not to promote 



(see Appendix C).



In the case of promotion to Senior Lecturer the unsuccessful candidate will be advised that the failure to promote was due to the candidate having failed to satisfy the CSARG that the criteria had been met to the standard expected.  The nature and extent of the shortfall in meeting the criteria should be made known to the candidate.


5.
STAFF DEVELOPMENT


The notification to a member of staff of an unsuccessful nomination for promotion, of necessity, will be brief.  The unsuccessful candidate may wish further guidance on how to achieve promotion.  


6.
RENOMINATIONS


An unsuccessful nomination for promotion may be resubmitted the following year.

B.
SPECIFIC APPLICATION OF THE PROMOTION PROCEDURE



1.
PROGRESSION FOR LECTURING STAFF FROM GRADE 7 TO GRADE 8
Progression for lecturing staff from Grade 7 to Grade 8 is via a gateway at the top of grade 7. The normal expectation for staff in these categories is either (i) role development or (ii) individual development to enable a move to a different role. Progression to Grade 8 will occur providing that the role has developed to meet the generic profile/role size for grade 8 and assuming satisfactory performance in the role.  Submissions will be considered under the General Promotion Procedure outlined in Section 5A.


2.
PROMOTION TO GRADE 9


(1)
Promotion to Senior Lecturer Grade 9



In determining whether promotion to senior lecturer level is appropriate, factors to be taken into consideration will include: matching of the role against the nationally agreed role profiles for academic staff and assessing whether the qualitative aspects of the role profile have been met.


(2)
Eligibility
Relevant staff on the Grade 8 salary scale (Point 37 to Point 46) are eligible to be considered for promotion to Senior Lecturer.  In addition, the role outline form for the post must match to one of the nationally agreed HERA profiles for Senior Lecturers.



(3)
Nominations and Referees

Provided a candidate is eligible according to the previous paragraph, he/she may be nominated by the Dean of School or be the subject of self nomination. The right to apply for promotion is in addition to, and does not replace, the right and duty of Deans of School to nominate for Senior Lectureships members of their staff whom they consider meet the qualitative aspects of the relevant role profile.  


The report of a Dean of School should start with a clear statement indicating whether the nomination is that of the Dean of School or whether it is a self nomination for which the Dean of School has been asked to provide a report by the candidate.

The report of a Dean of School on a candidate for promotion should be made available to the individual member of staff prior to its submission to the CSARG.

Whether a nomination is made by the Dean of School, or by a candidate's self-nomination, the candidate concerned must supply the names of two referees of 

substance and request them to write on his or her behalf to the College HR Officer by 22 August 2011.  At least one referee must be of international standing and at least one referee must be external to the University.  References previously submitted can be resubmitted from previous CSARG records if so requested by the candidate.  In addition a further two references may be taken up at the discretion of the Vice-Principal and Head of College.



(4)
Consultation



In the case of promotion to Senior Lecturer the Dean of School should consult with at least two senior colleagues in the School and inform the CSARG by including an explicit statement of the support indicated by the senior colleagues who have been consulted.  If the recommendation is not supported by any one of the colleagues who have been consulted, the reason for the lack of support should be given.  No member of staff (if involved) should be a member of the consultative group unless of Senior Lecturer status or above.  

(5)
Self Nomination to Senior Lecturer
It is the responsibility of a candidate who has submitted a self nomination to ensure that the written evidence (Dean’s report, CV, HERA role outline form) is returned to the College HR Officer by 22 August 2011, referees' reports for Senior Lecturer nominations should also be sent direct to the College HR Officer by the referees.  It should be made clear that the application is a self-nomination.  Deans of School should co-operate in agreeing the necessary Curriculum Vitae, set out in the format required by the CSARG, and in submitting their own recommendations timeously.  In making a recommendation, Deans of School are asked to state whether:

(a)
it is supported, in which case the Dean of School should give reasons in the same way as he/she would do were he/she nominating the person, or

(b)
there is no objection to the proposal going forward, in which case the Dean of School should include with the reply an assessment of the candidate.  If there is no objection to the application proceeding, the Dean of School may nonetheless feel it appropriate to say whether any other member of the School should have preference, or whether the Dean of School thinks the application premature, or

(c)
the Dean of School is opposed to the application, in which case the Dean of School will be expected to set out reasons.

In all cases, the report of a Dean of School on a candidate’s suitability for promotion should be made available to the individual member of staff prior to its submission to the CSARG.

If the Dean of School is not supportive of a self nominated candidate, the candidate may, if they wish, seek a further report from another senior member of the School.  This other report should be produced following the same guidelines as laid down for the report from the Dean of School.
6.

GUIDANCE ON PROBATIONARY AGREEMENT/PROCEDURE
On the appointment of a new member of academic staff, the individual and the Dean of School are written to outlining the Probationary Agreement/Procedure and the action required during the period of probation.  In summary the action required is as follows:

-  
a mentor is appointed

- 
a development programme is agreed at the start of the probationary period 
including the Learning, Teaching & Assessing in Higher Education (LTA) 
module 
-  
Annual Reports are produced by the Dean of School

-  
culminating in a final report reviewed by the CSARG
(1)

Probationary and Fixed Term Lecturers
(a)
Annual Reports
Completed annual reports are sent to the Deans of School and must be accompanied by an up to date curriculum vitae prepared by the Lecturer.  The Dean of School must ensure that the Probationary Lecturer has seen the report and had the opportunity to comment, if he/she wishes.  Probationary Lecturers are required to set out their curriculum vitae in the same manner as that required for promotion.

If appropriate, the Dean of School can discuss any individual report with the Vice-Principal and Head of College and, if necessary, add a supplementary comment.  



(b)
Confirmation of Appointments

It should be noted that confirmation of probationary appointments is the subject of a separate procedure based on the UAP/AUT National Agreement of 1974.  Final Reports for confirmation of appointment, together with the recommendation of the Dean of School regarding the outcome of probation, are considered at the CSARG.

(2)
Shortening of Probationary Period
A Probationary Lecturer is expected to serve the full 3 year probationary period.  Exceptionally, it is open to Deans of School to apply to the CSARG for shortening of the probationary period where the Lecturer's experience and performance prior to appointment justify this step.  This might be where a Lecturer had served part of a probationary period prior to appointment.  However, the case for shortening the probationary period must be based 

primarily on the Lecturer's performance after appointment to this University. 

(3)

Warnings for Unsatisfactory Progress Towards Confirmation of Appointment
Written warnings should be given to Lecturers whose progress is unsatisfactory, one year before they are due for confirmation of appointment at the end of their probationary period.  A warning should make clear what is expected of the Lecturer in order to gain confirmation of appointment.  The CSARG will review the annual report and decide whether a warning is necessary.   The Lecturer being considered for a warning should be interviewed in order to discuss the position, before a warning is issued by the Vice-Principal and Head of College and the Dean of School.















APPENDIX A
Curriculum Vitae: Standard Format

Candidates for promotion should submit their CV's in a standard format to assist the College Staff Annual Review Group in assessing candidates and, where appropriate, in comparing candidates for promotion places.  A minimum of point 10 font size must be used when producing CVs.  The non-research part of the CV eg personal details, teaching, administration etc, should not exceed 4 pages.  The research section of the CV, other that the list of publications, should not exceed 2 pages.  The information should be set out under the following headings:

1.
Personal Details

Name, School and present position

2.
Higher Education

A list, in chronological order, of qualifications with, as applicable, start and finish dates, name of qualification, class of honours, subject(s), name of institution and any other relevant detail such as title of thesis.


eg
1984-88
BSc (Honours), class 2:1, in Applied Mathematics




University of Dundee

3.
Experience

A list, in chronological order, of posts held since completing, or in conjunction with higher education with start and finish dates, post title, department and institution or organisation, and any other relevant detail, such as a brief (one sentence) description of the post and its purpose.


eg
1988-91
Research Assistant




School of Life Sciences




University of Dundee




Research project: member of Professor A B Clark's research group working on .......................

4.
Teaching

An account of teaching duties including courses taught, course design and preparation, contact hours, student numbers, examining duties and any other relevant information.  Teaching in Continuing Education and Staff Development Activities should be covered under this heading.

5.
Research

A description of research activities, with relevant dates, including research projects, awards gained, collaboration, grants and contracts obtained, supervision of research staff or students and any other research orientated activities.

6.
Administrative and Community Contributions

A list of items such as committee work, other School, College or University responsibilities, external academic related and community activities.

7.
Professional Status

Contributions to the candidate's profession, including, for example, editorial work.


8.
Publications List

(a)
The list should be arranged under the following sub-headings:



(i)
Books and Chapters



(ii)
Refereed Journal Papers



(iii)
Other Journal Papers



(iv)
Conference Papers



(v)
Visual exhibits or related work


(b)
Each sub-heading should be sub-divided, as necessary, so that publications are listed



(i)
Published



(ii)
Accepted for Publication



(iii)
Submitted to journals or publishers and under review, (publications in preparation should not be listed).


(c)
Each item on the list should have the following information:



(i)
title of publication/exhibition



(ii)
authors, (plus an indication of the percentage contribution of the promotion candidate to the publication, visual exhibit or related work where there is more than one author)



(iii)
name of journal/gallery (or book, conference etc), volume or any other identifying number



(iv)
date of journal/exhibition



(v)
page numbers of publication in journal/number of exhibits etc.



Candidates are asked to ‘*’ their six best pieces of work.

9.
Special Factors

If there are special factors influencing the content under any of the above headings these should be mentioned (eg, FTE's appertaining to school and candidate, staffing difficulties, workload, sabbatical leave taken).

Note:
Attendance at Continuing Education and Staff Development events for the purpose of enhancing performance or personal development should be listed with the following information:


(i)
Title of event


(ii)
Type of event, eg, course, seminar workshop etc


(iii)
Institution organising the event, eg, University of Dundee


(iv)
Length of event, eg, full day, half day etc.


Candidates who have contributed to such events by presenting, teaching or the like should give this information under one of the other headings (probably Teaching).

Candidate's Signature..........................................................................................................Date………………………………

Dean of School’s Signature.......................................................................................................................…….Date……………………………...











APPENDIX B
Promotion Procedure For Academic Staff

Rules for Promotion Submissions

A promotion submission should consist only of the report on the candidate by the Dean of School , the candidate's CV and a completed HERA role outline form.

1.
Curriculum Vitae

(i)
There is a standard format for the Curriculum Vitae.  Candidates must adhere to the format, using each heading in the format in the given order.


(ii)
Under the "Teaching" heading (particularly for Senior Lecturer cases made principally on teaching performance) candidates should refer to Appendix E and present a summary of documentary evidence as an appendix to the Curriculum Vitae.


(iii)
The "Publications List" must be arranged using the sub headings in the format.  It is particularly important that refereed journal publications are clearly identified.  There is no need to submit examples of publications.


(iv)
For senior lectureships, candidates must ensure that 2 referees' reports are submitted on their behalf.  At least one must be of international standing and at least one must be external to the University.

2.
Report of the Dean of School


(i)
If making more than one recommendation, eg, confirmation of appointment and promotion, Deans of School must make a separate report on each.


(ii)
Where a case for promotion to senior lecturer is based principally on teaching performance, Deans of School should comment on as many of the criteria for evaluating teaching performance as apply (see Appendix D of the Annual Review Procedure).


(iii)
Where Deans of School are making recommendations for promotion to senior lecturer, the recommendation should be wholly positive, otherwise the recommendation should not be made.  Where the Dean of School is commenting on a candidate's self-nomination for promotion and does not support the nomination, this should be clearly stated.


(iv)
Reports from Deans of School should not exceed 500 words.

3.
General Guidance

(i)
If the above rules on the format of the report from the Dean of School or the candidate's CV are not followed, the CSARG may return the submission for re-presentation in the correct format.


(ii)
Adherence to the rules on format is vital in order that the CSARG can give proper consideration to the content of both the report of the Dean of School and the candidate's CV.












APPENDIX C APPEAL AGAINST A DECISION NOT TO PROMOTE
(1)
The right of appeal will be available to a candidate nominated for promotion to a higher grade on the basis of increased duties and responsibilities; or for promotion to a higher grade on the basis of merit and performance, although the latter category will have the right of appeal only on the grounds of a defect in procedure.  

(2)
An unsuccessful candidate who has the right of appeal, must lodge an appeal, with the Director of Human Resources, within 30 days from the date of the letter informing them of the fact that they have not been successful in gaining promotion.  

(3)
The appeal procedure is detailed below.

(i) When a candidate is notified that his or her nomination for promotion has been unsuccessful he or she may appeal against this decision.  The first stage of this process is to request further enquiry by the CSARG.

(ii) The CSARG will consider this request. At this stage the HERA role outline form will be scored by a HERA analyst  and the CSARG will consider this and any information submitted to them by the appellant. CSARG will make any further enquiries with regard to the information as necessary and this may include requesting that a HERA interview takes place.

(iii)
If, after further enquiry by the CSARG, the decision remains unchanged, the unsuccessful candidate will be advised of this in writing.  If the candidate is not satisfied with this decision he or she may request that their case is considered by an Appeal Committee.

(iv) The Principal will nominate 3 senior members of the University staff to hear the appeal and the appeal will be heard without undue delay.  The Committee will have access to all relevant material considered by the CSARG.


(v)
The Appeal Committee will require at least 7 days in advance of the Hearing:

a) a written statement of case from the appellant.  It should be noted that the written statement should be based on the information submitted to the CSARG and new information is not normally admissible at this stage.


and

b) a statement of the reasons underlying the decision of the CSARG, prepared by the Convener of the CSARG.

The respective statements will be made available to the appellant and to the Convener of the CSARG in advance of the Hearing.  The Committee may also feel that the Dean of School should have access to these documents before the Hearing and will distribute these if appropriate.

(vi) The appellant may be accompanied by a trade union representative or work colleague to the Hearing.  The appellant, or their representative, will present their case to the Appeal Committee.  The Committee will ask questions and the Convener of the CSARG will be given the opportunity to ask questions.

(vii) The Convener of the CSARG will present the case for the CSARG.  The Committee will ask questions and the appellant (or their representative) will be given the opportunity to ask questions.

(viii) Normally the Appeal Committee will invite oral evidence from the Dean of School.

(ix) Either party, subject to the concurrence of the Appeal Committee itself may also call other members of the University as additional witnesses.


(x)
The appellant and the Convener of the CSARG will remain present while evidence is presented by witnesses and will be offered the opportunity to ask questions of these witnesses.

(xi) Following the Appeal Hearing the appellant will be advised of the decision of the Committee in writing.  The decision of the Committee will be final and there will be no further right of appeal.

(xii) This Appeal Procedure will preclude the simultaneous use of the Staff Grievance Procedure for the same purpose.












      APPENDIX D
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HERA        















Role Outline Form                 

Name:               
	Unit [School/College] 




	Role Title

	Role Code
For Internal Use Only



	Responsible to 


	Responsible for




	Role purpose 




Role Holder - Please confirm:

The details in my role outline form represents a true and accurate picture of the current requirements of my role.

Signed……………………………………….….….Date ………………………………………..……………..

Verifier (line manager/Head of School)

To the best of my knowledge, I verify that the information given in the role profile represents a true and accurate picture of the current requirements of this role.

Signed……………………………………………..Date……………………..………………………………….

Name…..…… …………………………………….Role Title………… ………………………………………..

When completed please return to Human Resources, 7th Floor, Tower Building or e-mail to personnel@dundee.ac.uk   For further guidance about the completion of this form, please refer to the HR website at http://www.somis.dundee.ac.uk/hr/HERA/forms/index.html 
	Principle duties or Key objectives

	1



	2



	3



	4



	5



	6




	Activities
	Examples of role requirements

	1     Communication

	

	2 Teamwork and Motivation

	

	3     Liaison and networking

	

	4 
 Service delivery

	

	5 
Decision making 

	

	6 
Planning and organising resources

	

	7 
Initiative and problem solving

	

	8 
Analysis and research

	

	9 
Sensory and physical demands

	

	10 
Work environment

	

	11 
Pastoral care and welfare

	

	12 
Team development

	

	13 
Teaching and learning support

	

	14 
Knowledge and experience

	

	Any other significant activities not included above or any other information you want to highlight?













APPENDIX E
L ELTON AND P PARTINGTON

CVCP OCCASIONAL GREEN PAPER NO. 1

TEACHING STANDARDS AND EXCELLENCE IN HIGHER EDUCATION: DEVELOPING A CULTURE FOR QUALITY (OCTOBER 1991)

Formulation of new "bespoke" Criteria for Teaching
A new range of criteria by which an academic's teaching activity might be evaluated and judged, could be drawn from the following list.  The list derives partly from a study of Australian and British literature, including Prosser (1980) and Gibbs (1988), and partly from a review of the promotions' procedures developed at Universities such as Queensland University of Technology and Murdoch University.  It also derives from our own experience and thinking on these issues.

(a)
Teaching within the institution

1.
Preparation for teaching


-
clarity of aims and objectives for each course component



-
preparation of content/quality of notes, handouts etc



-
preparation of materials and equipment, and of acetates, slides, videos etc


2.
Quality of delivery of teaching


-
evidence of lecturing effectiveness and excellence



-
evidence of small group teaching effectiveness and excellence



-
evidence of practical teaching effectiveness and excellence



-
evidence of fieldwork effectiveness and excellence



-
evidence of postgraduate supervision effectiveness and excellence


3.
Volume and range of teaching


-
amount of time spent on teaching



-
experience of a wide range of teaching e.g. to a variety of -





students





sizes of groups





content of intrinsic difficulty


4.
Innovation in teaching



-
innovations in curriculum/course design



-
innovations in methodologies e.g. distance learning materials



-
collaboration in teaching - team teaching, etc



-
innovations of national/international repute in the teaching of the specific subject area



-
short course developments



-
modular programme developments


5.
General communications with students



-
availability outside class times



-
guidance and counselling



-
motivating students


6.
Assessment/examination procedures


-
evidence of range of methods of assessment used



-
innovation in assessment techniques





7.
Evaluation of own teaching



-
systematic and regular reflection on all the above practices



-
regular use of peer/student evaluation



-
continuing reflection on teaching in relationship to




(a)
the overall teaching aims and objectives of the School, and




(b)
other topics in the course and the curriculum and a whole


8.
Management of teaching


-
course leadership



-
chair of programme committees e.g. for





curriculum development





modularisation





assessment etc



-
responsibilities for learning support



-
staff/student consultative committee duties



-
'Enterprise' tutorships

(b)
Other teaching criteria

9.
Invitations to teach elsewhere


-
national/international conferences, lectures, seminars



-
regular teaching visits to other university departments


10.
Membership of professional groups


-
subject-based



-
interest-specific e.g.





assessment groups





curriculum development groups


11.
Professional service to other universities and organisations


-
as external examiner



-
as adviser/consultant


12.
Publications on teaching


-
critical reflection on teaching approaches



-
textbooks



-
compilations of teaching materials



-
major pedagogic publications



-
editorial work



-
referee for journals etc


13.
Teaching grants and contracts secured



-
grants for teaching development work



-
contracts to provide teaching programmes for other organisations
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