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the latest versions must be used.  

All documents should use a Sans Serif font (such as Arial, Aptos or Calibri) at 12pt and at least 1.15 
line spacing.  Each document should be submitted as a separate file in Word or PDF format and 
include surname and type of document in the file name. 

The application form consists of two columns, for ‘Claims’ and ‘Evidence’. There is a strict word 
limit of 300 words per criterion to be divided across the two columns. The form should contain all 
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2. I am actively involved in 
widening participation and 
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Where applicants have submitted personal circumstances for 
consideration, the Head of School must agree a final statement 
with the applicant prior to submission to the University Secretary. 

Monday 20 January 2025 Contextual Statements (Part B and C) to be submitted to the 
Head of School no later than 5pm. 

Monday 27 January 2025 Head of School to forward cases, Contextual Statements (A, B 
and C) and Personal Circumstances Agreed Statements (if any) to 
the University Secretary no later than 5pm. 

February and March 2025  School Personal Titles Committee meetings held. 

February/March 2025 Applicants notified of School Personal Titles Committee decision 
by University Secretary within 7 working days of the School 
meeting. 

3 weeks from the date of 
the School Personal Titles 
Committee outcome letter 

Deadline for submission of an appeal against School Personal 
Titles Committee decision by 5pm. 

March/April 2025  Consideration of appeals. 

Friday 09 May 2025  Deadline for applicants’ optional updates by 5pm. 

Thursday 12 June 2025 University Personal Titles Committee meeting held. 

w/c 16 June 2025 Applicants notified of outcome by no later than 5pm on Tuesday 
17 June 2025. 

3 weeks from the date of 
the University Personal 
Titles Committee outcome 
letter 

Deadline for submission of an appeal against University Personal 
Titles Committee decision by 5pm. 

Friday 1 August 2025 Promotions take effect. 

September 2025 Appeal Committee meetings to be held. 



©University of Reading 2024   Page 7 

3.4 Help with your application 

All applicants are entitled to advice and guidance with regard to the timing, shape and content of 
an application for promotion from a Personal Titles Mentor within their School. These will be 
assigned by the Head of School. 

A number of applicant training sessions will be held during the autumn and will be available to be 
booked via UoR Learn. 

All applicants are encouraged to attend one of the training sessions offered and engage with the 
School Mentor as early as possible in the development of an application. 

3.5 Applications from part-time staff 

In the case of part-time staff, expectations regarding quality will be the same as those for full-time 
staff, but expectations regarding the quantity of work produced will be lower.  

If, exceptionally, a School determines that an applicant’s part-time employment would mean it 
would be more suitable for them to submit an application against fewer criteria, the Head of School 
should seek guidance from the Office of the University Secretary. In such cases, the applicant 
must, as a minimum, be able to demonstrate activity against the essential criteria required for their 
contract type, along with criterion S1.  

It is recognised that the quantity of work produced by part-time staff (though not the quality) will be 
lower, and that particular staff may be appointed in part-time roles with particular areas of focus. It 
is impossible to be prescriptive about all possible combinations of part-time working over the 
period leading up to the promotion application, and the Personal Titles Committees will use their 
judgement in each case.  

The School Personal Titles Mentor for a part-time applicant will provide guidance on what is likely to 
be an appropriate quantity of evidence required so as to inform the writing of the case, and it will be 
entirely appropriate for both the Mentor and the applicant to seek additional advice on this from 
their Head of School as Chair of the School Personal Titles Committee. 

2024
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will engage in a collaborative discussion to identify how the applicant's personal circumstances 
have impacted the specific Personal Titles criteria. Following the discussion with the Head of 
School, the final statement will be signed by both the Head of School and the applicant and then 
submitted to the University Secretary by the Head of School. If the Head of School and applicant 
are unable to reach an agreement on the Personal Circumstances Agreed Statement, the Dean for 
Diversity and inclusion would be asked to adjudicate. In cases of adjudication, the applicant's 
Personal Circumstances Declaration form may be disclosed to the Dean for Diversity and Inclusion. 

The agreed statement provided by the Head of School must not describe the nature of the personal 
circumstances (with the exception of information regarding contractual employment history, which 
is permitted); but rather indicate that they have occurred and are considered to have had an impact 
on the applicant’s work, and what that impact is considered to be. Where impact is cited in terms of 
a number of strategic pieces of work not undertaken, the Head of School should satisfy themselves 
that this is an accurate assessment of impact. 

It is important that the relevance to the case for promotion of the personal circumstances cited is 
made clear. The statement provided should detail the impact with respect to each of the criteria 
affected (e.g. T1, R3) as well as overall impact, e.g. on S1. 

Further guidance is provided in Annex C. 

3.7 Fellowship of the Higher Education Academy  

All applicant
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¶ Part B - This is a further factual, evidence based statement, adding whether in the particular 
area of the discipline in which the applicant works there is any difference in what is expected 
for promotion from the broader Contextual Statement. Contextual Statement B will not be 
required of all cases. It is the responsibility of the Head of School to ensure this is produced 
although they will not necessarily write it themselves.  

¶ Part C - 
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3 The track record evidenced in the CV and promotion case for this category narrowly 
fails to meet an acceptable level for the personal title sought 
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Score 1 2 3 4 5 6  Score agreed by committee 

C1   0%   0%  10% 80%   10%   0%  

C2   0%   0%   0% 50%   50%   0%  

Additional rows for other categories and so on. 

4.2.7 Record keeping and feedback 
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¶ The applicant’s former PhD supervisor or PI 

¶ Related to the applicant 

¶ A friend of the applicant 

¶ A previous workplace colleague 

If, exceptionally, a School Personal Titles Committee determines that it cannot provide the names 
of four assessors who are independent on the University’s definition, it will need to make a case as 
to why not, addressed to the University Secretary, which will be considered by a Pro-Vice-
Chancellor. 

4.4 Application update 

Those applicants who are recommended for consideration at the University Personal Titles 
Committee will be invited to submit an update to their original application.   

The submission of an update is optional and should only be submitted where it is directly relevant 
to the criteria for promotion. The update must be no longer than two sides of A4 and should detail 
any significant achievements against the specific criteria chosen by the applicant in the initial 
application. The update must be clearly identifiable with the applicant’s name, school affiliation 
and the promotion being sought. The following layout must be used to give an update on specific 
criteria and an example is given below: 

Criteria Update 

R2 Since submitting my application, I have spoken at 3 conferences at X, Y and Z of 
which I have received positive feedback. 

Applicants should not mਁ樀ate



©University of Reading 2024   Page 17 

The membership of the University Personal Titles Committee is as follows: 

¶ The Vice-Chancellor (Chair) 

¶ Three Pro-

-
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following the date of the letter informing the applicant of that decision.    

The applicant submitting the appeal must detail, in writing, their grounds for doing so in relation to 
the statement on perceived procedural irregularities given above. Once the appeal has been 
received, the University Secretary will consult the Chair of the Appeal Committee on the eligibility 
of the appeal. If an appeal is considered eligible, HR will confirm arrangements for an appeal 
hearing, as appropriate. 

4.6.1 Appeal after the School Personal Titles Committee  

An appeal against the decision of the School Personal Titles Committee will be heard by a group 
consisting of an external person appointed by the Council (in the Chair) and three Heads of School 
not involved in any decisions against which an appeal is being made.  

Before reference to an Appeal Committee, the University Secretary will consult the Chair of the 
Appeal Committee on the eligibility of the appeal. 

The Appeal Committee will have access to all material available to the School Personal Titles 
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themselves resolve that a case should have been successful. It is therefore open to the Appeal 
Committee; 

¶ to reject the appeal or  

¶ to refer the case back to the School or University Personal Titles Committee (or if 
appropriate to an ad hoc group drawn therefrom). A case will be referred back only where 
the Appeal Committee is satisfied that on the basis of the evidence submitted to it, no body 
acting reasonably could have reached the decision such as that recorded. The School or 
University Personal Titles Committee will then be asked to reconsider the application in the 
light of the findings of the Appeal Committee. 

The decision of the Appeal Committee is final. 

5. Review 

The University will obtain feedback on the Personal Titles process on an annual basis. The list of 
evidence included in Annex A will be reviewed and updated also as part of this process to ensure 
that it reflects current thinking and practice.  
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Annex A 

Academic Citizenship and Leadership criteria  

Associate Professor/Research Grade 8 

Criteria Definition 

/human-resources/-/media/project/functions/human-resources/documents/humresvalues-for-working-together-and-professional-behaviours.pdf?la=en&hash=0528F51C4148B5C8A1F0A9ECD90941E2
/human-resources/-/media/project/functions/human-resources/documents/humresvalues-for-working-together-and-professional-behaviours.pdf?la=en&hash=0528F51C4148B5C8A1F0A9ECD90941E2
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grant development colleges). Evidence of 
applications might strengthen a case, but only 
where funding has actually been gained.  

R4 

/research/research-environment/open-research/open-research-12-tips
/research/research-environment/open-research/open-research-12-tips
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¶ Effective contribution to University QA 
processes. 

¶ Effective contribution to subject/disciplinary 
initiatives across HEIs.  

¶ Effective contributions to University T&L/ 
student experience focused sub-
committees/committees. 

¶ Effectiveness in mentoring roles in relation to 
T&L. 

¶ Effective contribution to and/or co-ordination 
of T&L committees/working groups/ 
communities of practice. 

¶ 







©University of Reading 2024   Page 32 

Academic Citizenship and Leadership criteria 

Professor/Research Grade 9 

Criteria Definition Examples of evidence could include: 

/human-resources/-/media/project/functions/human-resources/documents/humresvalues-for-working-together-and-professional-behaviours.pdf?la=en&hash=0528F51C4148B5C8A1F0A9ECD90941E2
/human-resources/-/media/project/functions/human-resources/documents/humresvalues-for-working-together-and-professional-behaviours.pdf?la=en&hash=0528F51C4148B5C8A1F0A9ECD90941E2
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C2 

Continuing 
professional 
development 
to ensure 
working 
practice is up 
to date 

Essential all 

 

Professional 
development activities, 
plus evidence of 
reflection on these 
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We interpret leadership 
to include leadership of 
groups of staff (or 
possibly staff plus�耀 
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Research criteria 

Professor/Research Grade 9 

Criteria Definition Examples of evidence could include: 

R1 

Outputs  

Essential 
(T&R, RI) 



/research/research-environment/open-research/open-research-12-tips
/research/research-environment/open-research/open-research-12-tips
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Teaching and Learning criteria 

Professor/Research Grade 9 

Fellow of the Higher Education Academy (HEA) or equivalent at D2 or above 

Criteria Description Examples of evidence could include: 

T1 

Excellent 
teaching  

Essential 
(T&R, TI) 

Track record of excellent 
T&L practice, and 
excellent feedback. 
Evidencing positive 
impact on students and 
where applicable 
colleagues and mentees 
(either internal or 
external).  

¶ Positive student module or programme 
evaluation. 

¶ Positive student feedback. 

¶ Positive feedback from student experience 
surveys. 

¶ Improvements to student recruitment.   

¶ A record of good levels of student 
progression/completion/attainment.  

¶ Successful outcomes of supervision of UG 
and/or PGT and/or PGR projects. 

¶ Positive feedback from peer review of 
teaching. 

¶ Positive feedback from External Examiners. 

¶ Award of RSU excellence award. 

¶ The award of a University Teaching 
Fellowship. 

¶ The award of a National Teaching Fellowship. 

¶ The award of a University Collaborative Award 
for Outstanding Contribution to T&L. 

¶ Discipline/subject/School awards for T&L. 

¶ Positive comments from Periodic Review. 

¶ Mentees’ success in completion of Academic 
Practice Programme/CPD route to FHEA/ 
SFHEA/ PFHEA. 



©University of Reading 2024   Page 39 

¶ Leadership of significant initiatives to support 
specific groups of students. 

T2 
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¶ Identifying market need and establishing and 
running a financially significant new 
programme. 

T6 

Engagement 
with 
innovation in 
T&L 

Effective consideration 
and/or application of 
new pedagogies or 
innovative teaching 
methods at disciplinary, 
interdisciplinary, School 
or University levels. 

¶ Initiating and/or leading University-wide T&L 
innovations. 

¶ Significant innovation in design of teaching.  

¶ Significant personal contribution or 
leadership in technology enhanced learning.  

¶ Evidence of reputation for innovatory 
approaches to teaching and learning. 

¶ Effective contribution to discussion and 
decision-making with regard to T&L. 

 

  





©University of Reading 2024   Page 43 

particular subject area. Where such information is available, the number of citations should 
be stated. 

¶ Where joint publications are included, it is essential that a clear indication (in percentage 
terms) is given of the extent of the applicant’s contribution to the publication. 

¶ A clear indication must be given of those books written as author or co-author, and those in 
which the work has been editorial or contributory.  

¶ Publications that are ‘in press’ or ‘under review’ must be listed separately, detailing the 
relevant journal or publisher; publications that are ‘in preparation’ must not be listed. 

¶ Detail the number of PhD students supervised, and whether as first or second supervisor. 
State the number who have successfully completed within 4 years FTE. 

¶ Research grants and contracts, listing first grants won and, clearly separated, grants applied 
for. Internal and external awards should be indicated separately. Detail the research income 
associated with each award, and identify the Principal Investigator and the Co-Investigators 
(if any). 

Teaching and Learning 

Achievements providing evidence as described in the Teaching and Learning section of Annex A 
including some or all of the following: 

¶ The modules/credits taught at undergraduate and postgraduate levels both within and 
beyond the home School, the numbers of hours taught, and the numbers of students on 
each module. 

¶ Quantitative evidence (for example, of improvements to mean marks or failure rates 
following the implementation of particular initiatives). 

Academic citizenship and leadership 

Achievements providing evidence as described in the Academic Citizenship and Leadership 
section of Annex A.  

Illustrative appendices 

The optional illustrative appendices could include the following: 

Teaching and Learning 

¶ Copies of documents (for example, handouts to students) annotated in such a way as to 
describe the approach taken, the pedagogical drivers for it, etc.  

¶ External validation of particular activities (for example, letters accepting and/or praising 
work in journals or at conferences not directly related to research). 
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¶ Excerpted slides/notes from presentations given which highlight Teaching and Learning 
issues discussed. 

¶ Screenshots of innovative uses of technology (discussion board use, Web 2.0 technologies, 
etc.) that augment the learning experience/process. 

¶ Quotes from students, alumni, employers, colleagues (within and beyond the University); 
judicious choice of a limited number of representative quotes is advised. 

¶ Copies of reports of peer/mentor observations of teaching (construed in a wide sense to 
include review of materials and methods). 

¶ Copies of proposals written about Teaching and Learning for wider discussion amongst 
School/Departmental staff (for example, a proposal to introduce a particular Teaching and 
Learning method into a module). 

¶ Example agendas/proceedings of events in which work in Teaching and Learning is 
presented (internally and externally). 

¶ Photographs of particular approaches being used (in the classroom, the laboratory or the 
field). 

¶ Excerpts from the minutes of Boards of Studies/departmental meetings/student-staff liaison 
committees in which a distinctive contribution is recorded. 

Academic citizenship and leadership 

¶ Copy of personal training or continuing professional development log over a sustained 
period. 

¶ Examples of feedback you have received from colleagues and/or students that you have 
mentored and supported. 

¶ Excerpts from the minutes of School or University committees. 

¶ Excerpted slides/notes from presentations given which demonstrate leadership in the 
discipline, School, University and/or beyond. 
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The Personal Circumstances Agreed Statement will be made available to the relevant School 
Personal Titles Committee, to the University Personal Titles Committee and to independent 
assessors (where applicable). No committee members on either the School or University 
Committee are permitted to raise any information relating to an applicant’s personal 
circumstances during the meeting which has not been included within the Agreed Statement.  

If the Head of School and applicant are unable to reach agreement on the Personal Circumstances 
Agreed Statement, the Dean for Diversity and Inclusion would be asked to adjudicate. In cases of 
adjudication, the applicant’s Personal Circumstances Declaration may be disclosed to the Dean for 
Diversity and Inclusion.  

In exceptional cases, an applicant may feel that there are personal circumstances which have 
emerged since the original application that the University Committee should be made aware of.  In 
these cases, applicants should consult with the Head of School in the first instance. If the Head of 
School agrees that the personal circumstances should be reported to the University level 
committee, a statement should be agreed with the applicant and submitted to the University 
Secretary by 09 May 2025. 
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Annex D 

 
Human Resources 

Personal Circumstances 
Declaration 
The submission of a Personal Circumstances Declaration is optional. It is the means by which the 
University seeks to ensure that no applicant for promotion is placed at a disadvantage as a 
consequence of a particular set of conditions or circumstances.   

Please describe the effect of any personal, familial or other non-academic circumstances on your 
career profile. You need not describe the circumstances themselves but must detail: 

a) the period of time for which the circumstances have had an effect 

b) the impact that the circumstances have on specific promotion criteria  

Once completed, please submit this form to your Head of School with your application form. 
Alternatively, you may choose not to complete the form and decide instead to talk to your Head of 
School about your personal circumstances. The deadline for submission of all cases is Monday 06 
January 2025. 

This form will only be seen by your Head of School and possibly your HR Partner and the Dean for 
Diversity and Inclusion. 

Name:  

Personal Circumstances Declaration 

Please outline the period of time and promotion criteria affected. If the time period is throughout 
your entire career (past and ongoing), please make that clear. Please refer to Annex C for more 
detailed guidance about what should be included here. This should not normally exceed 600 
words. 
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Signature 

Date:  

Signature:  
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Human Resources 

Personal Circumstances  
Agreed Statement 
Personal Circumstances 
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Research 

Criteria Time period affected Impact 

R1   

R2   

R3   

R4   

R5   

R6   

Teaching and Learning 

Criteria Time period affected Impact 

T1   

T2  

 

�3  
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Sustainability 

Criteria Time period affected Impact 

S1   

If considered helpful, a timeline may also be provided in the space below (an example can be found 
in the guidance). This must not include any details regarding the circumstances themselves but 
may include basic factual information such as ‘period of unspecified leave’. Information regarding 
contractual employment history, such as job title, FTE and contract type, is also permitted.   

 

 

 

If any of the personal c
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Human Resources 

Contextual Statement Part A 
Associate Professor 
You have been asked by your Head of School to complete this form as part of the submission to the 
Personal Titles process 2024/25. This statement is to provide the committees with factual 
contextual information about achievements that would be expected of an Associate Professor in 
the discipline. It must be a factual statement and is intended as an informative document for the 
committees.   

Once completed, please submit this form to the Head of School of the discipline. The deadline for 
submission of all Contextual Statement Part As is Monday 11 November 2024. 

About the applicant 

School:  

Discipline:  

Contract type: Teaching & Research / Teaching Intensive / Research Intensive / All  

Please provide information below about the academic discipline. All sections must be completed 
(apart from ‘Other’ which is optional). 
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Teaching and Learning 

Please comment factually on the Teaching and Learning context expected of an applicant in the 
discipline e.g. on the nature of teaching undertaken (UG, PG), complexity of T&L issues; internal 
and external T&L commitments within the context of the discipline/sector. This should not exceed 
250 words. 

 

 

 

Other (optional) 

This part is optional and could include any other relevant contextual information. This should not 
exceed 250 words. 

 

 

 

Signature 

Name:  

Date:  

Signature:  
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Human Resources 

Contextual Statement Part B 
You are required to complete this form as part of the submission to the Personal Titles process 
2024/25 if relevant. This is only required if the applicant is working in an area of the discipline where 
some variation of the achievements described in Part A would be expected. Please comment only 
on what variations would be expected and why. 

Once completed, please submit this form to the Head of School of the applicant. The deadline for 
submission of all Contextual Statement Part Bs is Monday 20 January 2025. 

About the applicant 

Name:  

School:  

Promotion sought: Associate Professor / Research Grade 8 / Professor / Research Grade 9 

Please provide information below about the academic discipline of the applicant. This information 
is intended to place the applicant’s achievements in a disciplinary context. 

Citizenship 

What, if anything, should be expected that is different from what was described in Part A? This 
should not exceed 250 words. 

 

 

 

Research 

What, if anything, should be expected that is different from what was described in Part A? This 
should not exceed 250 words. 
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Teaching and Learning 

What, if anything, should be expected that is different from what was described in Part A? This 
should not exceed 250 words. 

 

 

 

Other (optional) 

This part is optional and could include any other relevant contextual information variant from Part 
A. This should not exceed 250 words. 

 

 

 

Signature 

Name:  

Date:  

Signature:  
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Human Resources 

Contextual Statement Part C 
You are required to complete this form as part of the submission to the Personal Titles process 
2024/25 if relevant. This is only required if the applicant is working on, or has recently returned 
from, secondment outside of their home School. Please describe the nature of the secondment, 
including term and full time equivalent, and make a factual statement about how the context of the 
secondment would result in some variation of the achievements described in Part A. 

Once completed, please submit this form to the Head of School of the applicant. The deadline for 
submission of all Contextual Statement Part Cs is Monday 20 January 2025. 

About the applicant 

Name:  

School:  

Promotion sought: Associate Professor / Research Grade 8 / Professor / Research Grade 9 

Details of secondment 

Please describe the nature of the secondment, including term and full time equivalent, and make a 
factual statement about how the context of the secondment would result in some variation of the 
achievements described in Part A.  
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Annex E 

Personal Titles School Preparation Checklist 

Activity Owner(s) Completion date 

Confirm membership of School Personal Titles 
Committee (SPTC) and inform University Secretary 

Head of School October 2024 

Agree date of School Personal Titles Committee in 
Spring 2025 

Head of School/ 
University 
Secretary 

October 2024 

Produce list of academic staff in School (including 
those on secondment and/or working at non-UK 
campuses) along with promotion history 

HR Partner October 2024 

Hold meeting involving SPTC members to: 

¶ Assign School Personal Titles Mentor and 
schedule training via HR Partners where required 

¶ Identify staff to provide Contextual Statements 
A,B and C 

¶ Review list of all academic staff in School 
(including those on secondment and/or working 
at non-UK campuses) and consider whether 
there are staff who should be approached to 
consider applying for promotion 

¶ Agree School level communication plan on 
Personal Titles process 

Head of School/ 
SPTC/HR 

October 2024 

Submission of Contextual Statement As to Head of 
School 

As determined by 
Head of School 

By 11 November 
2024 

Applicants to make submission to Head of School Academic staff By 06 January 
2025 

Submission of Contextual Statement Bs and Cs to 
Head of School 

As determined by 
Head of School 

By 20 January 
2025 
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(Part B) 

Secondee’s line 
manager (Part C) 

Agreement of Personal Circumstances Statement by 
applicant and Head of School 

Head of School By 27 January 
2025 

Applications, Contextual Statements and Personal 
Circumstances Agreed Statements to University 
Secretary 

Head of School By 27 January 
2025 
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