
Academic Progression  2019/20 

FAQs  

Please also refer to guidance available at   

https://www.dur.ac.uk/resources/hr/Progressionguidance.docx 

 (Please note that you should refer to the University Benchmark Criteria on the HR 

Website to ensure you are reviewing the final version of this document).  

CVs and outputs 

1. What if I don’t want to put my CV forward?  

 

This process is not only about promotion, it is an ongoing process to review progression, 

and therefore every member of eligible staff is expected to submit a CV on an annual 

basis.  Submitting a CV ensures that appropriate feedback is provided to aid every 

employee’s progression, including towards promotion.  

 

It is not possible to submit your CV directly to the FPC without first having your CV 

considered by the DPPC. 

 

2. How many outputs are staff members meant to have to progress between each 

level? 

 

This information is in the University benchmark criteria (refer to the HR website as 

above). The key issue, however, is that there should be additional outputs since your last 

promotion and the quality is most important.  

 

From academic year 2019/2020, activity prior to your date of appointment to Durham 

University, can be considered.  Outputs listed on your CV must be since your last 

promotion, where relevant, whether that be at Durham or elsewhere. 

 

3. Do I have to meet all the University benchmark criteria? 

 

We would normally expect some evidence of progression in all key areas (research/ 

scholarship, teaching/education, citizenship/leadership), however the proportion of 

contribution may differ from case to case.  

 

You do not have to evidence all of the listed benchmark criteria.  Track-specific guidance 

is provided.  For example, excellence in research alone is not normally a sufficient 

requirement to progress on the Academic Track. For example, an individual has been 

bought out of teaching to undertake a particular role and, despite contributing significantly 

across two of the three mandatory benchmark criteria, is unable to evidence contribution 

to the teaching benchmark; this can be enough for promotion.  

 

 

https://www.dur.ac.uk/resources/hr/Progressionguidance.docx


4. Does my online staff profile have to be up to date? 

 

Yes, as per current policy, your online staff profile on your department webpage should 

always be up to date.  Your own personal CV does not need to be available online. 

 

5. Do I have to deposit all publications in Durham Research Online (DRO)? 

Yes.  In line with the University’s Open Access Policy, and its commitment to “sharing 

the findings of its world-class research as widely as possible to enhance its use and 

impact within the academic and research community and more widely within society”, all 

Durham staff and doctoral level research students should aim to: 

 Deposit a copy of their author accepted manuscript version of all journal articles 
and conference papers in DRO within 3 months of the date of acceptance.  This will 
only become publicly accessible following any publisher-defined embargo, and under 
the terms and licence permitted by the publisher or publication contract between the 
author and publisher. 

 

 Deposit all other publication types in DRO (e.g. book chapters, reports, grey 
literature) at the earliest date possible, unless prohibited by the publisher. 

 

Please contact the DRO team for further advice. 

 

6. CVs are to be uploaded to SharePoint – who will have access to this? 

SharePoint has secure access. The only people that will be able to look at the CVs in 

the departmental progression file on SharePoint will be members of the DPPC, relevant 

colleagues in HR , the Departmental Progression Administrative contact and the 

Provost/Associate Provost.  If an application is progressed to FPC, only members of 

FPC, relevant colleagues in HR, and the Provost/Associate Provost will have access to 

the file. 

7. How is work on impact reflected in the CV? 

 

There is a section on the CV to capture your achievements in relation to impact and 

engagement.  

 

8. There is a section on the CV asking for evidence as to how the individual 

demonstrates a commitment to the University’s Equality, Diversity and Inclusion 

agenda.  What is expected here? 

Examples for consideration in your application – this list is not exhaustive and is 

intended to provide an indication of the types of activities you may wish to include. 

 Explain actions you have undertaken to develop and implement [services and 

programmes] [courses] [course objectives] [learning objectives] that incorporate EDI.  

  

 How you may have engaged students from a number of different cultural 

backgrounds during seminars or group activities.  

  

https://www.dur.ac.uk/research.innovation/governance/policy/openaccess/
mailto:dro.admin@durham.ac.uk


  The needs of students from diverse groups have been incorporated within your 

course design, for example students with different learning requirements, or context 

that is inclusive.  

 Explain how you have demonstrated an interest in learning more about EDI and how 

you have applied that learning.  

  

 Explain how you have supported team members in embedding equality, EDI into their 

everyday working practices and research. 

  

 How you have ensured the EDI policy is put into practice in your team/department, 

for example member of Athena Swan SAT.  

 

 Examples of when you have effectively challenged questionable behaviour and 

practices. 

  

As a minimum however, we would expect staff to have undertaken relevant 

EDI/Unconscious bias training.  

Colleagues would be advised to look at their department EDI action plan to assist them 

in considering how they may assist/show support in meeting the objectives set out. 

Internal Readings and External References 

 

9. I am early in my academic career and am struggling to find names of external 

referees to put forward that adhere to the guidance provided; what should I do? 

 

External references will only be required for promotions to Associate Professor (grade 9), 

to Full Professor (grade 10), and for professorial band changes. There is guidance on the 

selection of referees on the progression website.  It is important that a referee can give an 

impartial assessment of your work, and therefore PhD supervisors and close 

collaborators should be avoided wherever possible.  If you are struggling with the choice 

of referees, you should talk to your line manager or HoD in the first instance.  

 

If there are reasons why it is not possible to adhere to the guidelines set, a case can be 

made from your HoD to the Executive Dean providing a rationale as to why other referees 

should be contacted. 

 

Referees are asked to declare that they do not believe they have a conflict of interest that 

may influence (or be perceived to influence) the independence of their reference. Please 

bear this in mind when nominating referees and avoid those, for example, that you have 

closely collaborated with, have a personal relationship with or cannot give an independent 

reference for other reasons.  It is likely that a referee who is a REF panellist will decline 

the request to provide a reference.  

 

 

 



10. Are reports on internal readings disclosed to the individual?  Can I ask to see the 

reports?  Will I be told who is reading my work? 

Reports on internal readings should be shared with the individual so that they can be 

used as a source of feedback to improve their work. Ordinarily authors will not be told 

who has assessed the work; however, practice varies as in some departments all 

reviews, including REF readings, are shared with the author along with the name of the 

assessors whereas in other departments this is not standard practice. Departments can 

decide on their own practice, however, no matter the practice adopted, this should always 

involve constructive feedback.  

11. Should REF criteria be used to assess outputs? 

 

No, the University benchmark progression criteria, as set out in the guidance document 

should be used to assess outputs. Thus even if REF-readings are used they need to be 

aligned with these criteria. 

If the same individual reads an output for REF and for the progression process, they will 

produce two separate reports.  The one for the progression process will be in the format 

set out in the guidance pack and will ask the reviewer to comment on the work in relation 

to the University progression benchmark criteria. 

Departments are encouraged to read outputs once and assess, at the same time, for 

DPPC and REF, noting the current REF eligibility criteria and the specific nature of the 

DPPC criteria.  

12. I am concerned that people may be encouraged to avoid collaborative work as the 

process says you cannot normally have your work internally assessed by anyone 

you have collaborated with in the previous 4 years. 

We suggest pragmatism here. Close collaborators should not normally be used; 

however, there may be exceptions. When deciding on reviewers, DPPCs should consider 

who is best placed to review the work including who can be subjective; this can be a 

colleague from outside of the DPPC, or, if relevant, from a cognate department  

13. How can DPPC best review interdisciplinary outputs? 

The DPPC can use internal readers from outside their own department.  By internal we 

mean internal to the University, not necessarily your own department.  

14. Can the new peer review process use existing REF reviews?  

Yes, but see Q. 11 above as two separate reports should be produced. 

15. Are external referees asked to comment on the outputs of the work or make a 

more general comment about the applicant? 

 

The focus of the external readers is on output quality, however, they will be also asked to 

comment, where appropriate, on the individual’s wider contribution including good 

citizenship and are provided with a copy of the CV for this purpose. 

 



 

16. Are internal readers asked to make an overall comment on the application? 

 

No, they comment on each output only. Internal readers are not provided with a copy of 

the CV. 

 

17. I am on the teaching track – what happens if I am unable to provide the names of 

six referees? 

External references are not required for progression from Grade 7 to Grade 8. It is 

expected that the majority of those progressing from Grade 8 to Grade 9 and above will 

be able to provide six referees. 

It is noted, however,  that for a small number of teaching staff it may not be possible, 

due to the their reach or opportunity for external engagement, to adhere to some of the 

guidelines set out within the progression guidance. In such circumstances, a case 

should be made by your HoD to the Executive Dean setting out why this is the case and 

the rationale for an alternate choice of referee. The Executive Dean and the Deputy 

Vice-Chancellor and Provost will consider each case. 

The University takes up four references from the six names suggested.  The receipt of 

four references is the minimum. If a response is not received from the first four referees 

contacted, the remaining two may be contacted, alternatively,  further suggestions may 

be obtained from the Department.  

Links to Other University Processes 

18. How does the progression and promotion process link to the University’s 

performance management process? 

 

The new progression process is not a performance management process. However, if 

this process highlights staff may benefit from further help and support, this may be 

progressed in an appropriate way.  

 

19. There is an overlap between the progression and promotion process and the ADR 

process?  

 

The new progression process provides an effective platform for review of performance 

and progress over the previous 12 months. In addition, the feedback from the DPPC 

provides a basis for the setting of objectives.  A new University-wide mentoring scheme, 

alongside this new progression process will replace the current ADR process. The new 

mentoring scheme will involve each member of academic, teaching and research staff, 

being assigned an appropriate mentor who will meet with them to discuss their feedback 

from the DPPC, assist in setting objectives, as appropriate, and discuss associated 

development needs. The mentoring process will provide an opportunity for other 

concerns or issues to be raised outside of the formal DPPC process. 

 

 

 



 

20. How does this process link to other University pay and award processes? 

Pay Awards – including Professor Grade 10 Merit Awards 

There is a separate process for determining pay awards. However, to avoid duplication, 

evidence gathered as part of the Academic Progression and Promotion process will be 

used to inform the decision making process. 

With this in mind, colleagues are invited, as part of their standard CV, to provide any 

additional factual information that they feel is relevant to a potential Merit Award, 

Exceptional Contribution Payment (ECP) or Discretionary Award (DA), which is not 

captured elsewhere on the form. 

Department Progression and Promotion Committee (DPPC) 

21. Should all members of the DPPC read all the CVs? 

 

Yes. 

 

22. How will the DPPC assess teaching? 

 

The Department’s Director of Education will be a member of DPPC and should provide 

a brief synopsis of each individual’s teaching contribution.  DPPC will also consider your 

MEQ scores, which will be contextualised (as appropriate) by the Director of Education, 

peer reviews and other relevant evidence. 

 

Assessment is based on your performance and contribution so you should try to provide 

directly attributable evidence wherever possible.  

 

23. What can I do if I disagree with the decision of the DPPC not to progress my case 

to FPC? 

 

There is a route for self-sponsored applications; such applications would need to be 

submitted by the end of January to the Faculty Promotion Contact to allow HR to take 

up external references (see guidance notes section, page 9). 

 

The DPPC will be asked to submit comments on your CV to FPC and will be required to 

provide internal reading reports (where relevant). 

 

A copy of your application will be shared with your HoD. 

 

If you are a self-sponsored applicant, the same requirements for the nomination of 

external referees apply, ie. the HoD nominates three and the individual nominates three. 

 

 

 

 

https://www.dur.ac.uk/hr/paypensionsreward/reward/meritreward/
https://www.dur.ac.uk/hr/paypensionsreward/reward/ecpda/


24. In Arts and Humanities, the preference of the majority of staff would be to have 

their monograph read. However, this is a lengthy process and reviewers are 

reluctant to do it.  How will this be addressed? 

 

From experience, we do not believe this is a problem.  Where concerns are raised, it is 

sometimes possible for the referee to comment on specific chapters or extracts of the 

work. 

 

Where a monograph is to be considered by referees it is essential that the individual 

ensures that access is possible via the publisher’s website or alternative arrangements 

are made with HR to enable the referees to review the work. 

 

25. Should being a member of a DPPC be built into the workload model? 

 

This is a department decision, however, we would recommend that departments 

recognise the contribution of this key role and do include it in their workload model.  

 

26. How should DPPCs record their discussion and decisions? 

The Departmental Progression and Promotion contact will be present at the meeting of 

the DPPC to take notes.  These notes will be forwarded to HR following the conclusion 

of the process so that a full record can be kept. HR will provide guidance as to how best 

to capture the key points for each individual so that feedback can subsequently be 

provided.   Guidance will also be provided to HoDs on the format and content of 

feedback.  

All colleagues should be provided with written feedback within 2 weeks, (HoD, member 

of DPPC or nominee) to allow for a further face-to-face dialogue.  This meeting should 

also include a forward-looking element including objective setting.  A written summary of 

the discussion should be produced for the benefit of both parties.  The outcome of this 

meeting, along with the written feedback from DPPC, can, if the colleague wishes, be 

discussed further, and on an ongoing basis, with their mentor.  The follow up meeting 

will also provide colleagues with an opportunity to raise any other issues of concern not 

addressed elsewhere.  Note the new mentorship scheme combined with the provision 

here formally replaces the ADR process for academic staff. 

27. What should happen when DPPCs considers the application of a DPPC member? 

When that member’s application is being considered they should leave the room.  It is 

important to note that although DPPCs are making the initial recommendation for 

progression, it is the FPC that will be making the decision as to whether a promotion is 

warranted or not.  

28. Do DPPCs consider the application from Heads of Department? 

The HoD will submit a CV to the DPPC in the normal way. The DPPC will arrange for 

internal readings to be undertaken as for other colleagues. The DPPC will provide a 

factual report, which does not contain a recommendation, to FPC. The Executive Dean 

will be asked to comment on the CV and the wider citizenship contribution and the FPC 



will determine, by circulation, whether the mandatory criteria have been met.  If the 

criteria have been met, external references will be sought. The FPC will be responsible 

for determining whether there is a case for promotion and for providing the appropriate 

feedback.  

Contextual Factors 

29. I feel my performance has been impacted by illness/absence, what should I do? 

 

There is an option within the process to make a declaration of any relevant contextual 

factors.  Further information is provided on page 8/9 of the guidance notes and within 

appendix 17. 

 

This section is also relevant if you believe you have a disability that has impacted on 

your performance that you wish to highlight to DPPC. 

 

30. I feel my research outputs have been negatively impacted by an unrealistic 

teaching load/large admin role, what should I do? 

 

First, speak to your HoD. Then, if you believe it is relevant, you should submit these 

details via a contextual factors form, as above.  

Professorial Staff 

31. I am a Professor; do I have to submit a CV? 

Yes, all staff on the career tracks should submit a CV on an annual basis.  

32. Does the DPPC simply make a recommendation on the appropriate band or does it 

recommend the appropriate pay level? 

 

 DPPC will only recommend a band change for professorial staff.  DPPC will not be 

directly involved in any discussion regarding pay.   

Staff at Associate Professor (Reader) level 

33. Is progression since my last promotion considered to be Reader level or Senior 

Lecturer level? 

 

The requirement to evidence additional research outputs since the last promotion must 

not disadvantage staff at the Associate Professor (Reader) level.   It was agreed all 

outputs and activity since the first promotion (i.e. from Lecturer to Senior Lecturer) would 

be considered when assessing future cases for promotion from Associate Professor to 

Professor.   

Staff on Probation 

34. If someone is still on probation can they apply for progression? 

 

Yes, but this would be exceptional.  

 



If you are on the ‘old’ three-year probation and believe you meet the probation targets, 

you have been set but have not yet been ‘signed off’ probation, please see your HoD. If 

this is the case, it is possible for you to pass probation prior to the end of your three year 

probationary term.   

 

35. Can I move to Grade 8 after my probationary year or do I have to wait until the 

following year? 

For those academic staff that have successfully completed their one year probation and 

the DPPC confirms readiness for promotion to Grade 8, the expectation is that the 

DPPC will request that the FPC consider the case, by circulation, in advance of FPC 

meeting so that any successful promotion can be implemented, effective 1 January. 

Teaching Staff 

36. I am on a fixed term contract, should I submit my CV as part of this process? 

All fixed term teaching Staff, Grade 7 and above, with two years employment in their 

current role, will be considered as part of this process and are required to submit their 

CV, in the standard format, as set out in the guidance. Your CV will be considered by 

the DPPC and you will receive feedback on your performance and be offered 

appropriate career development advice and mentoring. 

37. I am a fixed term teaching member of staff with two years employment in my 

current role, can I be considered for promotion? 

You can be considered for promotion, by exception, on the basis of a business case, 

submitted by your line manager, in addition to your CV, to the DPPC. The business case 

will detail how the requirements of the role have changed and will confirm that finance is 

available to support the potential promotion.  This would normally be obtained via the 

University annual planning round.  

38. I don’t have a PhD, what sort of equivalent experience would I be expected to have 

to progress to Grade 8? 

Examples would include: 

 Ongoing and sustained development of original and innovative resources to 

enhance teaching and learning; 

 Practical experience of leading in the development of education policy or review 

at departmental, faculty or University level; 

 Substantial experience and evidence of innovation in developing and delivering 

training in academic practice enhancement. 

Research Staff 

39. I am on a fixed term contract, should I submit my CV as part of this process?  

 

All fixed term Research Staff, Grade 7 and above, with two years employment in their 

current role will be considered as part of this process, and are required to submit their 

CV in the standard format, as set out in the guidance. Your CV will be considered by the 



DPPC and you will receive feedback on your performance and be offered appropriate 

career development advice and mentoring. 

 

40. I am a fixed term research member of staff with two years employment in my 

current role, can I be considered for promotion? 

You can be considered for promotion; when:  

 You demonstrate an exceptional contribution over and above what is 

expected in your substantive grade. 

 

 You have an emerging independent research trajectory. 

 

 The business case, in addition, will need to confirm whether funds are available 

in the grant to support any potential promotion.   

If funds are not available in the grant, and the DPPC and FPC confirm that the 

colleague is working at a higher grade, the University centrally will fund the 

increase. 

41. When considering a researcher for progression does it matter if they are 

‘independent’ or not? 

 

Independence or significant emerging independence in research is an essential criteria 

to move up to grade 8 and beyond.   

Fixed Term Staff 

42. Why are staff with less than 24 months employment in their current role excluded 

from this process? 

The expectation is that it will take a minimum of two years to gain the necessary skills 

and experience to demonstrate performance at a level higher than when the individual 

was recruited or promoted. The expectation is that staff will need sufficient time to 

establish themselves in their role and be in a position to demonstrate the necessary 

skills for the higher grade. 

Part-time Staff 

43. How will the DPPC take into account the fact that I work part-time? 

The annual review of all staff by DPPCs includes those staff on fractional posts.  You 

should state in the contextual factors section of your CV that you work part-time, state 

your % fte and/or hours of work.  You are able to say how you believe working part-time 

has impacted on your ability to demonstrate that you meet the benchmark criteria, if you 

feel it is relevant.  

For part-time staff, DPPCs will assess your contribution, research, teaching and 

citizenship (as appropriate), against the University benchmark criteria and adjust for the 

% split of role.  DPPCs will make a recommendation for progression or promotion in the 

normal way, based on the performance within the relevant fraction of your contract. 



Split Roles 

44. My role is split, the benchmark criteria are only relevant to one part of my role.  

How does the process take this into account? 

The contextual factors section of the standard CV has been revised to include an explicit 

statement regarding the nature and % of any split role.  This includes an opportunity for 

you to explain the nature of the role and how it may impact on your ability to perform 

against one or more of the University Mandatory Benchmark Criteria.  The Progression 

and Promotion Committee will consider this information when assessing your CV, 

including by making appropriate adjustments to any quantity (but not quality) 

expectations.  By example, if the nature of a role means an individual is unable to deliver 

any teaching, then this should be accommodated. 

The process for those with split roles will include consideration of a recommendation by 

the immediate line manager for any further role (e.g., VP (R) for the Institute Directors; 

Executive Deans for Deputy Executive Deans, PVC (Colleges and Student Experience) 

for Heads of College. The relevant committees will then consider these two reports.  The 

process will ensure that the performance of an individual in both their roles is adequately 

assessed and reported.   

Staff who hold a 50% or greater split role are able to provide additional information in the 

Citizenship section of the standard CV.  The word count has been amended to allow for 

this. 

Other 

45. What will happen if someone gets another job and we want to keep them? 

 

We already have the option to consider out of round applications and this will continue 

by exception and where there is a strong business requirement to do so. 

 

46. This appears to be very REF-focussed, is it? 

 

This is not a REF-focussed process; however, it is a reality of life as an academic that 

your work will be reviewed and assessed.  The progression criteria include a range of 

factors, one of which is research. 
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