
At the beginning of each Term

Years 1 and 2
Probationer receives e-mail 

requesting submission of the 
following which combined form a 
self-report (see paragraph 5.4 of 

the Probationary Scheme 
document:-

(i) CV, publications list, three best 
publications/draft papers
(ii) Teaching statement

The Submission DEADLINE must 
be adhered to

Years 3 & 5
Probationer receives an e-mail 
requesting submission of the 

following including coversheets and 
forms which combined form a self-

report:-
(i) CV, publications list, three best 
publications/draft papers
(ii) Teaching statement
(iii) Names & contact details of two 
referees

The Submission DEADLINE must be 
adhered to

Year 4
Depending upon the Advisory 

Committee decision at the third 
year assessment

The Probationer will either be 
asked by e-mail to follow Option 

A or Option B

Probationer 
prepares self 

report

Probationer meets 
with HoDiv to 

discuss choice of 
referees

Probationer submits self-report 
including 3 publications, a 

teaching statement and the 
names and contact details of 

two referees to SCT by 
deadline

The following steps are then taken by the HR 
Office:-

1. Statement from HoDiv requested
2. Statement from Deputy Head of Department

requested
3. Statement from Senior Tutor requested
4. Statements from referees requested

HoDiv submits names and 
contact details of 3 referees 

to SCT by deadline

The Advisory Committee meet at the 
end of Term/beginning of the next 

Term, the HoDiv attends for their part 
of the programme

A review form PD.PROB.R1 is 
completed and submitted to the HoD

Years 1 & 2
Year 4 Option B

An e-mail requesting a 
statement will be sent to 

the HoDiv and the Deputy 
Head of Department

The HoD carries out the 
review and returns the 
signed record to SCT

DEPARTMENT OF ENGINEERING
ACADEMIC PROBATION SUMMARY

OPTION A
Head of Division 

Review

The Probationer will 
submit a draft self-

report for the fifth year 
to the HoDiv, together 
with the details of two 
referees.  The HoDiv 

will meet with the 
Probationer to discuss 
and advise on the draft 

self-report and choice of 
references

OPTION B
Committee Review

The Probationer  will 
submit a draft self-report 

for the fifth year 
together with the details 

of two referees.  The 
HoDiv will meet with the 
Probationer to discuss 
and advise on the draft 

self-report and choice of 
references and also 
provide details of 3 

referees by deadline


