









APPENDIX B

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……………………………...
