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Athena SWAN Charter 
Award Guidance

This document provides guidance for applications for all levels of Athena SWAN Charter awards, including a matrix identifying differences between Bronze, Silver and Gold department awards, and a template action plan.

· Please bear in mind that the panel will look at applications printed in black and white on A4 paper so data should be easy to read in that format. 

· Make sure data are embedded within the text (not as separate appendices) and submit the entire application form as a PDF document. 

· Don’t submit too many pages of data: focus on what is relevant to your analysis and the actions that emerge from this to form your action plan.

All applications, including the letter from the Vice Chancellor or Head of Department, should be sent electronically to athenaswan@ecu.ac.uk. A hard copy of the letter should also be sent to:
Athena SWAN Charter Coordinator

Equality Challenge Unit

7th Floor Queen’s House

55/56 Lincoln’s Inn Fields

London WC2A 3LJ

A Bronze university award recognises that the university overall has a solid foundation  for eliminating gender bias and developing an inclusive culture that values all staff. This includes: (i) an assessment of where the university is in quantitative (staff and student data) and qualitative (policies, practices, systems and arrangements) terms, which has identified both challenges and opportunities; (ii) a plan that builds on the assessment, the activities that are already in place and what has been learnt from these; and (iii) an organisation (the self assessment team) to carry proposed actions forward. 

Bronze Department awards recognise that in addition to university-wide policies, the department has identified particular challenges and is planning activities for the future. This includes: (i) an assessment of where the department is in quantitative (staff and student data) and qualitative (policies, practices, systems and arrangements) terms, which has identified both challenges and opportunities; (ii) a plan that builds on the assessment, the activities that are already in place and what has been learnt from these; and (iii) an organisation (the self assessment team) to carry proposed actions forward. At Bronze department level activities should be planned for the future. 
Silver Department awards recognise that in addition to university wide policies, the department has a significant record of activity and achievement and has identified particular challenges, has implemented activities and can demonstrate the impact of these so far.  

A Silver university award recognises a significant record of activity and achievement by the university in promoting gender equality and in addressing challenges across the full range of SET departments within the university. Applications should demonstrate Athena SWAN is well embedded within the university with strong leadership in promoting the charter principles, and evidence the impact of Athena SWAN activities.
A Gold department award recognises a significant sustained progression and achievement by the department in promoting gender equality and to address challenges particular to the discipline. Gold departments should be beacons of achievement in gender equality and should champion and promote good practice to the wider community.
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Athena SWAN Bronze university award guidance

Introduction

Universities who are members of the Athena SWAN Charter can apply for an Athena SWAN Bronze award. 

An Athena SWAN Bronze university award recognises that the university overall has a solid foundation (the policies, practices, systems and arrangements) for eliminating gender bias and developing an inclusive culture that values all staff. This foundation is a prerequisite if science, engineering and technology (SET) departments are to successfully support their female staff and students. On this basis, the university has to achieve its Bronze award before its SET departments can apply for individual awards.

At Bronze university level the focus is on:

· The action taken and planned which demonstrates the university’s commitment at a senior level to the 6 Athena SWAN principles; and

· The journey to which the university has committed itself in order to achieve a significant improvement in women’s representation and career progression in SET, with:

· An identified starting point;

· The resources needed;

· People to lead and support; and

· The means to monitor its progress (e.g. the action plan).

The definition of SET can be found on the Athena SWAN website.

Baseline data 

Rather than providing all the data in the first section of the application form (as in previous years), applicants are asked to include relevant data under the appropriate headings.
Applicants are asked to provide evidence of good practice within the university and its SET departments, and baseline data for the past three years. Bronze award holders are expected to have a robust evidence base, so that the university can target its interventions where the attrition is greatest and/or where the underrepresentation of women is greatest. The application must demonstrate that the university’s priorities are based on a sound analysis of their staff and student statistics.

It is also important to show the main trends emerging from the data.

If data are unavailable please explain why. For example, the university’s human resources data systems have recently changed or jobs have been repositioned on a new pay and grading spine. 

It is important that applications identify how the university is going to address any current gaps in data collection in the three-year action plan.

The use of graphical illustrations is recommended as they are effective in showing the trends. Please make sure that these are embedded within the text, well set out and clearly labelled.  

The narrative provided should reflect on what the data indicate. It should draw out the important points. It should demonstrate self-awareness and honesty on the underrepresentation of women. It should also highlight and explain positive trends.

· Please bear in mind that the panel will look at applications printed in black and white on A4 paper so data should be easy to read in that format.

· Make sure that data are embedded within the text (not as separate appendices) and submit the entire application form as a PDF document.  

· Don’t submit too many pages of data: focus on what is relevant to the analysis and the actions that emerge from this to form the action plan.

Evidence of good practice 

Remember Athena SWAN is a Charter for women in science. It is recognised that good practice benefits both men and women, however SWAN recognition awards recognise what is being done to increase the representation of women at all levels and to support and encourage their career progression.  So make sure that the application and action plan are gender-specific.

Some of the examples of good practice given in this guidance are intended to stimulate thought rather than act as a prescriptive list, so do include any new and innovative initiatives being undertaken at the university.

The panel looks for effective communication of the SWAN Charter and positive action initiatives throughout the application. Would a woman working in the university recognise the descriptions in the application?

The application form

Be concise and stick to the word limits. Tables are not included in the word limits but analyses of the data are. Focus on what has really made a difference.

Look at the previous submissions section of the website for examples of successful submissions. Please note that the SWAN criteria and process have changed over the years, but the good practice and analysis are still relevant.

Contact other SWAN members to discuss how they applied for an award and their experience of the process.

Read some of the other good practice guidance for women in SET, as many of the initiatives will be applicable to SWAN.

1. Letter of endorsement from a Vice-Chancellor – maximum 500 words

An accompanying letter of endorsement from the Vice-Chancellor (or equivalent) should explain how the university’s SWAN action plan and activities in SET contribute to the overall university strategy and academic mission. 

The letter is an opportunity for the Vice-Chancellor to confirm their support for the application and to endorse and commend any women and SET initiatives that have made a significant contribution to the achievement of the university mission. 

The panel will also be interested to be told about any women and science activities, initiatives and interventions before the university joined the Athena SWAN Charter and how the university is building on this.

2. The self-assessment process – maximum 1000 words

The recognition panel will expect a diverse membership of the Self-Assessment Team showing leadership and senior level engagement – a balance of men and women, at different career stages and with some personal experience of work-life balance issues. It is also useful to have a mixture of individuals from SET, equality and diversity, management and staff development.

Please state when the team was formed, how often it meets, how it operates, and the future plans for the self assessment team, in particular how the self assessment team intends to monitor implementation of the action plan. 

The application should also detail any wider consultation that has taken place as part of the self assessment process, such as staff and student opinion surveys, focus and discussion groups, and reports. The panel expects evidence of how this consultation has informed the application and action plan. 

All applications should be made available on the university’s website.

3. Description of the university – maximum 1000 words

The purpose of this section is to contextualise the application, so that the panel can form a clear picture of the university, its size, its strengths and its focus. 

Also include any contextual information or mitigating circumstances that are relevant to the application. It may be that the university is coming from a particularly low base and progress needs to be viewed in this light, or that there are external factors beyond the control of the university that have an impact on the scope or pace of its activities. There may be a considerable overseas student population or students may largely be drawn for the local area, or the university may be spread over a number of sites which has an impact on activities. 

Provide information on the size and number of SET departments as a proportion of the whole university, as well as relevant baseline data detailing the staff profile by gender and turnover rates for the last three years.

Please include only factual information and avoid unnecessary promotional language.

Supporting and advancing women’s careers – 4500 words in total

The good practice under the following headings (numbered 4-7) covers the range of activities that support and advance women’s careers, and that are expected at Bronze level.

Please provide evidence of relevant university-wide policies and procedures under the appropriate headings, including weblinks, how policies are communicated to staff, and what training is given to ensure that policies are effectively and consistently put into practice. Please do not send hard copies or attachments of policies.

In addition to describing the university’s good practice, please reflect and comment on how successful it has been.

4. Key career transition points – appointment and promotion processes, including: panel membership; appointment and promotion information and its communication; monitoring stages and outcomes; identifying and encouraging candidates; support for candidates going through the processes; and providing feedback.

Examples from previous Bronze applications include: promotion reviews and support; gender training from staff on recruitment and promotion panels.

5. Career development – provisions for career development and career development activities, including: career development arrangements and opportunities; early career staff development; appraisal; mentoring; networks and role models; and activities to raise professional profiles.

Examples from previous Bronze applications include: women in SET networking and mentoring; teaching fellowships; effective appraisals and personal development programmes; thematic seminars and training events.

6. Organisation and culture – management structures and organisational values and ethos, including: communications; resource and workload allocation; the rotation of management roles and responsibilities; collegiality; support and inclusivity. 

Examples from previous Bronze applications include: transparent workload systems; raising staff awareness of gender issues.

7. Flexibility and managing career breaks – flexibility and sustainable careers and managing career breaks, including: approaches to flexible working; take up of flexible working; how flexible operational management arrangements are; approaches to career interruptions, support before and during the career break; support on returning from a career break and work-life balance.

Examples from previous Bronze applications include: additional support or funding for women returners after taking maternity leave.

While female postdoctoral staff and academics at lecturer level and above are the primary focus for Athena SWAN, applicants are encouraged to provide some evidence of how activities also support female administrative and technical staff.

For more detail about good practice in past award applications visit the good practice section of the Athena SWAN website, and universities that hold awards will provide help. Athena SWAN factsheets on Organisational Culture, Work-life Balance, Supporting Researchers, and Promotion are also available on the website and Athena Project good practice reports and case studies are available on the Athena Forum website. In addition, support is available from the UKRC including their Cultural Analysis Tool (CAT).

8. Any other comments – maximum 500 words

This section provides the opportunity for applicants to refer to or showcase any other SET-specific initiatives of special interest and anything SET-specific that the university has achieved that have not been covered in previous sections, such as other external gender equality initiatives with which the university is affiliated, work with the UK Resource Centre for Women in SET or the ASSET survey. 

Applicants may include other diversity work underway at the university, such as Stonewall, Opportunity Now or other diversity awards/recognition.

9. Action plan

An action plan template is available. This is just for guidance and whilst there is no requirement to use it, the features it includes (e.g. timetable, accountability, progress) are all needed and expected. A good action plan will assist in seeing progress being made.

The action plan must include targeted actions, outcome/success measures, clear responsibilities and timelines covering a three year period. Avoid giving responsibility to the Self-Assessment Team as a whole or allocating most actions to one individual, and only describe an activity as ongoing when this really is the case. 

The panel also expects to see in the action plan how the university will encourage SET departments to apply for awards.

Note 

The university will be expected to report its progress on the actions in the plan when it renews its Bronze university award after three years, and will be expected to provide its new three-year action plan. 
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Athena SWAN Bronze and Silver Department award guidance
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Introduction

Applications for a Bronze or Silver Department SWAN award are open to departments in universities that hold a Bronze award. Applications for a Silver 
Department award are welcome from departments that already hold a Bronze 
Department award and from those that do not.

Not all universities use the term ‘department’ and there are many equivalent academic groupings with different names, sizes and compositions. The definition of a ‘department’ for SWAN purposes can be found on the Athena SWAN website. If in doubt, contact the Athena SWAN Charter Coordinator well in advance to check eligibility.

Applications at Bronze Department and Silver Department level should demonstrate a thorough self evaluation of the evidence relating to the representation and progression and show what the department is doing to work towards equality in the career progression of women and men in SET. The activities and initiatives which the department has in place and/or is planning may be part of a university or faculty women and science action programme, or may be specific to the department. Where external actions are adopted, the department must demonstrate how that action is relevant to the departmental context. 

At Bronze Department level activities should be planned for the future. 

At Silver Department level some activities should already be in place and applications should demonstrate the impact of these activities so far.
While Athena SWAN is primarily aimed at female staff, at Bronze and Silver Department level the panel is interested in actions the department is taking or plans to take to address any underrepresentation of females in the student body, as these students are part of the pipeline to produce the academics of the future.

The definition of SET can be found on the Athena SWAN website.

Baseline data

Rather than providing all the data in the first section of the application form (as in previous years), applicants are asked to include relevant data under the appropriate headings.

Applicants are asked to provide evidence of good practice within the department and baseline data for the past three years. 

· Bronze Department award holders are expected to have a sound understanding of the data relating to their department and discipline. At Bronze level applicants are expected to make some relevant/useful comparisons with the national or other relevant data, where available. 

· Silver Department award holders are expected to have a thorough understanding of the data relating to the department and discipline. At Silver level applicants are expected to make an assessment of how the department compares with the national or other relevant data, where available. Applicants should also have undertaken specific monitoring in areas identified as needing attention. The panel will also expect to see progress in terms of the proportion of women being appointed, comparable rates of application for and success in promotion for men and women, and an increasing proportion of women at more senior grades.

It is important to show the main trends emerging from the data.

The panel will look for evidence of progress made on recruiting, retaining and advancing women’s careers, especially since the university achieved its Bronze award. Applicants are expected to show an understanding of the main points of attrition and outline their priorities to address these. 

At the department level, differences in female/male data and changes in them will often not be statistically significant; departments should therefore focus their activities in areas where the female/male attrition rates are most strikingly different, and where they can make a difference. 

Certain datasets will be small sample sizes and thus limit analysis. Low numbers make it more important to use and/or obtain qualitative data. For instance, if only one or two women go on maternity leave, then it would be useful to find out why the individuals did/did not return to work and/or ask women with children their views on what would make for a smooth return to work, and act on these findings.

If any datasets are incomplete, please give the reasons (the university’s human resources data systems have recently changed or jobs have been repositioned on a new pay and grading spine), and make sure that the department action plan covers how the department will address this in the next three years. 

The use of graphical illustrations is recommended as they are effective in showing the trends. Please make sure that these are embedded within the text, well set out and clearly labelled. 

The narrative provided should reflect on what the data indicate. It should draw out the important points. It should demonstrate self-awareness and honesty on the underrepresentation of women. It should also highlight and explain positive trends.

· Please bear in mind that the panel will look at applications printed in black and white on A4 paper so data should be easy to read in that format. 

· Make sure data are embedded within the text (not as separate appendices) and submit the entire application form as a PDF document. 

· Don’t submit too many pages of data: focus on what is relevant to your analysis and the actions that emerge from this to form your action plan.

Evidence of good practice

Remember Athena SWAN is a Charter for women in science. It is recognised that good practice benefits both men and women, however SWAN recognition awards recognise what is being done to increase the representation of women at all levels and to support and encourage their career progression.  So make sure that the application and action plan are gender-specific.

Some of the examples of good practice given in this guidance are intended to stimulate thought rather than act as a prescriptive list, so do include any new and innovative initiatives being undertaken in your department.

The panel looks for effective communication of the SWAN Charter and positive action initiatives throughout the application. Would a woman working in the department recognise the descriptions in the application?

The application form
Be concise and stick to the word limits. Tables are not included in the word limits but analyses of the data are. Focus on what has really made a difference.

Look at the previous submissions section of the website for examples of successful submissions. Please note that the SWAN criteria and process have changed over the years, but the good practice and analysis are still relevant.

Contact other SWAN members to discuss how they applied for an award and their experience of the process.

Read some of the other good practice guidance for women in SET, as many of the initiatives will be applicable to SWAN.

1. Letter of endorsement from the Head of Department – maximum 500 words
An accompanying letter of endorsement from the Head of Department should explain how the SWAN action plan and activities in the department contribute to the overall department strategy and academic mission. 

The letter is an opportunity for the Head of Department to confirm their support for the application and to endorse and commend any women and SET initiatives that have made a significant contribution to the achievement of the departmental mission.

The panel will also be interested to be told about any women and science activities, initiatives and interventions before joining the Athena SWAN Charter and how the department is building on this. 

· At Silver Department level, where the department already holds a Bronze award, the panel would like to know what additional actions have been implemented since the Bronze award was made.

2. The self-assessment process – maximum 1000 words

The recognition panel will expect a diverse membership of the Self-Assessment Team showing leadership and senior level engagement – a balance of men and women, at different career stages and with some personal experience of work-life balance issues. It is also useful to have a mixture of individuals from SET, equality and diversity, management and staff development.

Please state when the team was formed, how often it meets, how it operates, and the future plans for the self assessment team, in particular how the self assessment team intends to monitor implementation of the action plan. 

The application should also detail any wider consultation that has taken place as part of the self assessment process, such as staff and student opinion surveys, focus and discussion groups, and reports. The panel expects evidence of how this consultation has informed the application and action plan. 

All applications should be made available on the department’s website.

3. A picture of the department – maximum 2000 words

University departments vary widely in size, in their management and reporting structures (internal and external), in their focus and where their staff and students work. Please provide a description of the department, including only factual information and avoiding unnecessary promotional language.  The purpose of this section is to contextualise the application, so that the panel can understand any particular features of the department.  

Also include any contextual information or mitigating circumstances that are relevant to the application. 

Please include relevant baseline data detailing student and staff profiles by gender for the last three years.

Supporting and advancing women’s careers – maximum 5000 words

The following sections (numbered 4-7) provide the opportunity to present some narrative on what the department is doing (including participation in university-wide initiatives), with a focus on initiatives to advance and support women’s careers. 

· For a Bronze Department award the panel expects to see evidence of current activity under some of the headings below and future actions planned under all of the headings.

· For a Silver Department award the panel expects to see evidence of current activity and future action under each of the headings, as well as plans for additional activity where issues are identified in the self evaluation. The panel also expects to see an assessment of the impact of activities.

In addition to describing the department’s good practice, please reflect and comment on how successful it has been.

4. Key career transition points – appointment and promotion processes, including: panel membership; appointment and promotion information and its communication; monitoring stages and outcomes; identifying and encouraging candidates; support for candidates going through the processes; and providing feedback.

5. Career development – provisions for career development and career development activities, including: career development arrangements and opportunities; early career staff development; appraisal; mentoring; networks and role models; and activities to raise professional profiles. 

6. Organisation and culture – management structures and organisational values and ethos, including: communications; resource and workload allocation; the rotation of management roles and responsibilities; collegiality; support and inclusivity.

7. Flexibility and managing career breaks – flexibility and sustainable careers and managing career breaks, including: approaches to flexible working; take up of flexible working; how flexible operational management arrangements are; approaches to career interruptions, support before and during the career break; support on returning from a career break and work-life.

While female postdoctoral staff and academics at lecturer level and above are the primary focus of Athena SWAN, applicants are encouraged to provide some evidence of how activities also support female administrative and technical staff. 

For more detail about good practice in past award applications visit the good practice section of the Athena SWAN website, and universities with departments that hold awards will provide help. Athena SWAN factsheets on Organisational Culture, Work-life Balance, Supporting Researchers, and Promotion are also available on the website and Athena Project good practice reports and case studies are available on the Athena Forum website. In addition, support is available from the UKRC including their Cultural Analysis Tool (CAT) and professional societies may also be able to help.

8. Any other comments – maximum 500 words
This section provides the opportunity for applicants to refer to or showcase any other SET-specific initiatives of special interest or achievements that have not been covered in previous sections, such as other external science gender equality initiatives with which the department has been associated, including work with the UKRC, the ASSET survey, or professional societies. 

Applicants might like to introduce any work the department is doing to address multiple discrimination; include details of inclusive social activities and initiatives to support and advance the careers of part-time staff; or reflect on activities that were not successful and lessons learnt in the process.

9. Action plan

An action plan template is available. This is just for guidance and whilst there is no requirement to use it, the features it includes (e.g. timetable, accountability, progress) are all needed and expected. A good action plan will assist in seeing progress being made.

The action plan must have targeted actions, outcome/success measures, clear responsibilities and timelines covering a three year period. Avoid giving responsibility to the Self-Assessment Team as a whole or allocating most actions to one individual, and only describe an activity as ongoing when this really is the case.

Note 

The department will be expected to report its progress on the actions in the plan when it renews its Bronze department award after three years, and will be expected to provide its new three-year action plan. 

For Silver Department awards only

10. Case study: impacting on individuals – maximum 1000 words

This section provides the opportunity to focus on the career progression of two individuals working in the department, and to show how the inclusive culture and working practices of the department have enabled them to progress a career in academic SET.

One of these case studies should be a member of the self assessment team, the other someone else in the department. The members of the department put forward in this section may be contacted by the Athena SWAN Coordinator to attend the panel should the panel be undecided on the outcome of your submission. 

More information on this requirement can be found here.
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Athena SWAN Silver University award guidance

Introduction

Applications for a Silver University SWAN award are open to universities that already hold a Bronze University award and have a number and range of departments that hold a Bronze, Silver, and/or Gold award. University Silver applications will need to demonstrate that, not only do a number of SET departments hold awards, but that there is ongoing work in the more challenging disciplines too.  

Not all universities use the term ‘department’ and there are many equivalent academic groupings with different names, sizes and compositions. The definition of a ‘department’ for SWAN purposes can be found on the Athena SWAN website. If in doubt, contact the Athena SWAN Charter Coordinator well in advance to check eligibility.

Applications at Silver University level should demonstrate:

· Athena SWAN is well embedded within the university

· Strong leadership in promoting charter principles at the university level

· Evaluation of the impact of SWAN activities 

While Athena SWAN is primarily aimed at female staff, at Silver University level the panel would be interested to see other diversity initiatives being undertaken at the university.

The definition of SET can be found on the Athena SWAN website.

Baseline data 

Rather than providing all the data in the first section of the application form (as in previous years), applicants are asked to include relevant data under the appropriate headings.
Applicants are asked to provide evidence of good practice within the university and its SET departments, and baseline data for the past three years. Silver university award holders are expected to have a thorough understanding of the data, so that the university can target its interventions where the attrition is greatest and/or where the underrepresentation of women is greatest. The application must make it clear that the university’s priorities are based on a sound analysis of the data and current practices.

It is also important to show the main trends emerging from the data.

The panel will look for evidence of progress made on recruiting, retaining and advancing women’s careers, especially since the university achieved its Bronze award. At Silver University level the panel will be looking for an increasing proportion of women being promoted and in senior positions in the university, faculties and departments.

New data needs identified should be addressed in the three-year action plan.

The use of graphical illustrations is recommended as they are effective in showing the trends. Please make sure that these are embedded within the text, well set out and clearly labelled.  

The narrative provided should reflect on what the data indicates. It should draw out the important points. It should demonstrate self-awareness and honesty on the underrepresentation of women. It should also highlight and explain positive trends.

· Please bear in mind that the panel will look at applications printed in black and white on A4 paper so data should be easy to read in that format.

· Make sure that data are embedded within the text (not as separate appendices) and submit the entire application form as a PDF document.  

· Don’t submit too many pages of data: focus on what is relevant to the analysis and the actions that emerge from this to form the action plan.

Evidence of good practice 

Remember Athena SWAN is a Charter for women in science. It is recognised that good practice benefits both men and women, however SWAN recognition awards recognise what is being done to increase the representation of women at all levels and to support and encourage their career progression.  So make sure that the application and action plan are gender-specific.

The panel look for effective communication to engage senior academics in departments with the SWAN Charter.

The application form

Be concise and stick to the word limits. Tables are not included in the word limits but analyses of the data are. Focus on what has really made a difference.

Contact other SWAN members to discuss how they applied for an award and their experience of the process.

Read some of the other good practice guidance for women in SET, as many of the initiatives will be applicable to SWAN.

1. Letter of endorsement from a Vice-Chancellor – maximum 800 words
An accompanying letter of endorsement from a Vice-Chancellor (or equivalent) should explain how the university’s SWAN action plan and activities in SET have contributed to the overall university strategy and academic mission. The letter should also detail how the university as a whole has benefitted from the activities of the award-winning departments.

The letter is an opportunity for the Vice-Chancellor to confirm their support for the application and to endorse and commend any women and SET initiatives that have made a significant contribution to the achievement of the university mission in relation to SET.

2. The self-assessment process – maximum 1000 words
The recognition panel will expect a diverse membership of the Self-Assessment Team showing leadership and senior level engagement – a balance of men and women, at different career stages and with some personal experience of work-life balance issues. It is also useful to have a mixture of individuals from SET, equality and diversity, management and staff development.

Please state when the team was formed, how often it meets, how it operates, and the future plans for the self assessment team, in particular how the self assessment team intends to monitor implementation of the action plan.

The application should also detail any wider consultation that has taken place as part of the self assessment process, such as staff and student opinion surveys, focus and discussion groups, and reports. The panel expects evidence of how this consultation has informed the application and action plan. 

All applications should be made available on the university’s website.

3. A picture of the university – maximum 2000 words
The purpose of this section is to contextualise the application, so that the panel can form a clear picture of the university.

Also include any contextual information that is relevant to the application, for example major restructuring of the university. 

Provide information on the structure of SET departments and faculties, as well as relevant baseline data detailing staff and student profiles by gender for the last three years, comparing SET departments with and without awards and in context with the whole university. 

Please include only factual information and avoid unnecessary promotional language.

4. Evidence of the impact of university and department good practice – maximum 2000 words
This section provides an opportunity for the applicant to describe what good practice initiatives have been implemented across the university as a whole and within SET departments, and to comment on the impact these initiatives are having on the working environment, management and culture. 

5. Embedding Athena SWAN – maximum 2000 words

This section is for applicants to demonstrate how Athena SWAN has been embedded within the university, with particular reference to SET departments.

Applicants should highlight how SET departments are encouraged and supported to make Athena SWAN award submissions, how the university celebrates success, and how good practice is shared across all departments. 

Applicants may wish to describe how Athena SWAN is promoted more widely, including any external publicity, and evidence of strong leadership in communicating the Athena SWAN Charter principles to staff and students.

6. Any other comments – maximum 500 words
This section provides the opportunity for applicants to refer to or showcase any other SET-specific initiatives of special interest or achievements that have not been covered in previous sections, such as other external science gender equality initiatives with which the department has been associated, including work with the UKRC, the ASSET survey, or professional societies. 

Applicants may include other diversity work underway at the university, such as Stonewall, Opportunity Now or other diversity awards/recognition.

7. Action plan

An action plan template is available. This is just for guidance and whilst there is no requirement to use it, the features it includes (e.g. timetable, accountability, progress) are all needed and expected. 

The action plan must have targeted actions, outcome/success measures, clear responsibilities and timelines. Only describe an activity as ongoing when this really is the case and accountability must be referenced.

Make it clear in the action plan:

· How far the university has come since its Bronze award;

· What the university thinks its biggest challenges are; and

· List/details of SET departments going forward with Athena SWAN awards (for example new Bronze or Silver submissions, and Silver award holding departments going for gold).

Note 

The university will be expected to report its progress on the actions in the plan when it renews its Silver university award after three years, and will be expected to provide its new three-year action plan. 
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Athena SWAN Gold Department award guidance

Introduction

Applications for a Gold Department SWAN award are open to departments that already have a Silver award and where the university holds a valid Bronze award. 

Not all universities use the term ‘department’ and there are many equivalent academic groupings with different names, sizes and compositions. The definition of a ‘department’ for SWAN purposes can be found on the Athena SWAN website. If in doubt, contact the Athena SWAN Charter Coordinator well in advance to check eligibility.

Applications at Gold Department level should demonstrate a thorough self evaluation of the evidence relating to the representation and progression of women and a substantial and well established record of activity and achievement in working towards equality in the career progression of women and men in SET. Applications should also demonstrate the impact of these activities so far. 

Gold departments should be beacons of achievement in gender equality and are expected to champion and promote good practice to the wider community.

At Gold Department level the panel expect to see evidence (qualitative and quantitative) of the impact of the department’s work on staff and students, and how the impact is reflected in the action plan. In addition, the panel also expects continuing improvement in all areas. 

The definition of SET can be found on the Athena SWAN website.

Baseline data

Rather than providing all the data in the first section of the application form (as in previous years), applicants are asked to include relevant data under the appropriate headings.

Applicants are asked to provide evidence of good practice within the department and baseline data for the past five years. Gold Department award holders are expected to have an in-depth understanding of the data relating to their department and discipline. At Gold level the panel expects the data provided to compare favourably to equivalent departments in the UK and to evidence this using benchmarking data.  

It is important to show the main trends emerging from the data.

The panel will look for evidence of progress made on recruiting, retaining and advancing women, particularly since the department attained its Silver award. Applicants are expected to show a clear understanding of where women are persistently underrepresented, the possible causes of this and what the priority areas are for the department. At Gold level the panel will expect to see evidence of significant progress in the proportion of women being appointed, in rates of women’s application for and success in promotion and an increasing proportion of women at more senior grades.

At the department level, female/male data differences, and changes in them, will often not be statistically significant; departments should therefore focus their activities in areas where the female/male attrition rates are most strikingly different, and where they can make a difference. 

Certain datasets also have small sample sizes and thus limit analysis. Low numbers make it more important to use and/or obtain qualitative data. For instance, if only one or two women go on maternity leave, then it would be useful to find out why the individuals did/did not return to work and/or ask women with children their views on what would make for a smooth return to work, and act on these findings.

For a Gold award, the panel expects all, or almost all, of the data sets to be available, and tracked for at least five years. If any of the data sets are incomplete, this needs to be explained and information provided on how the department will address any current gaps in data in its three-year action plan.

The use of graphical illustrations is recommended as they are effective in showing the trends. Make sure that these are embedded within the text, well set out and clearly labelled. 

The narrative provided should reflect on what the data indicate. It should draw out the important points. It should demonstrate self-awareness and honesty on the underrepresentation of women. It should also highlight and explain positive trends.

· Please bear in mind that the panel will look at applications printed in black and white on A4 paper so data should be easy to read in that format. 

· Make sure data are embedded within the text (not as separate appendices) and submit your entire application form as a PDF document. 

· Don’t submit too many pages of data: focus on what is relevant to your analysis and the actions that emerge from this to form your action plan.

Evidence of good practice

Remember Athena SWAN is a Charter for women in science. It is recognised that good practice benefits both men and women, however SWAN recognition awards recognise what is being done to increase the representation of women at all levels and to support and encourage their career progression.  So make sure that the application and action plan are gender-specific.

Some of the examples of good practice given in this guidance are intended to stimulate thought rather than act as a prescriptive list, so do include any new and innovative initiatives being undertaken in your department.

The panel look for effective communication of the SWAN Charter and positive action initiatives throughout the application. Would a woman working in the department recognise the descriptions in the application?

The application form

Be concise and stick to the word limits. Tables are not included in the word limits but analyses of the data are. Focus on what has really made a difference.

Read some of the other good practice guidance for women in SET, as many of the initiatives will be applicable to SWAN.

1. Letter of endorsement from the Head of Department – maximum 500 words
An accompanying letter of endorsement from the Head of Department should confirm how the SWAN action plan and activities in the department contribute to the overall department strategy and academic mission. The letter should also spell out what is next for the department, what difficulties might be experienced, and what the department most looks forward to.

The letter is an opportunity for the Head of Department to confirm their support for the application and to endorse and commend any women and SET initiatives that have made a significant contribution to the achievement of the departmental mission.

The panel will also be interested to be told about any women and science activities, initiatives and interventions before joining the Athena SWAN Charter and how the department is building on this.

2. The self-assessment process – maximum 1000 words

The recognition panel will expect a diverse membership of the Self-Assessment Team showing leadership and senior level engagement – a balance of men and women, at different career stages and with some personal experience of work-life balance issues. It is also useful to have a mixture of individuals from SET, equality and diversity, management and staff development.

Please state when the team was formed, how often it meets, how it operates, and the future plans for the self assessment team, in particular how the self assessment team intends to monitor implementation of the action plan. 

The application should also detail any wider consultation that has taken place as part of the self assessment process, such as staff and student opinion surveys, focus and discussion groups, and reports. The panel expects evidence of how this consultation has informed your application and action plan. 

All applications should be made available on the department’s website.

3. A picture of the department – maximum 2000 words

University departments vary widely in size, in their management and reporting structures (internal and external), in their focus and where their staff and students work. Please provide a description of the department, including only factual information and avoiding unnecessary promotional language.  The purpose of this section is to contextualise the application, so that the panel can understand any particular features of the department.  

Also include any contextual information or mitigating circumstances that is considered relevant to your application. 

Please include relevant baseline data detailing student and staff profiles by gender for the last five years.

Supporting and advancing women’s careers – maximum 5000 words

The following sections (numbered 4-7) provide the opportunity to present some narrative on what the department is doing (above and beyond legal requirements and university-wide initiatives), with a focus on initiatives to advance and support women’s careers. The panel expects activity in all the areas of good practice identified for a Gold award together with evidence of actions already implemented, and plans for additional activity where issues are identified in the self evaluation.

In addition to describing the department’s good practice, please reflect and comment on how successful it has been since the department’s Silver award.

4. Key career transition points – appointment and promotion processes, including: panel membership; appointment and promotion information and its communication; monitoring stages and outcomes; identifying and encouraging candidates; support for candidates going through the processes; and providing feedback.

5. Career development – provisions for career development and career development activities, including: career development arrangements and opportunities; early career staff development; appraisal; mentoring; networks and role models; and activities to raise professional profiles. 

6. Organisation and culture – management structures and organisational values and ethos, including: communications; resource and workload allocation; the rotation of management roles and responsibilities; collegiality; support and inclusivity.

7. Flexibility and managing career breaks – flexibility and sustainable careers and managing career breaks, including: approaches to flexible working; take up of flexible working; how flexible operational management arrangements are; approaches to career interruptions, support before and during the career break; support on returning from a career break and work-life balance.

While female postdoctoral staff and academics at lecturer level and above are the primary focus of Athena SWAN, you are encouraged to provide some evidence of how activities also support female administrative and technical staff. 

For more detail about good practice in past award applications visit the good practice section of the Athena SWAN website and universities with departments that hold awards will provide help. Athena SWAN factsheets on Organisational Culture, Work-life Balance, Supporting Researchers, and Promotion are also available on the website and Athena Project good practice reports and case studies are available on the Athena Forum website. In addition, support is available from the UKRC including their Cultural Analysis Tool (CAT) and professional societies may also be able to help.

8. Any other comments – maximum 500 words
This section provides the opportunity for applicants to refer to or showcase any other SET-specific initiatives of special interest or achievements that have not been covered in previous sections, such as other external science gender equality initiatives with which the department has been associated, including work with the UKRC, the ASSET survey, or professional societies. 

Applicants might like to introduce any work the department is doing to address multiple discrimination; include details of inclusive social activities and initiatives to support and advance the careers of part-time staff; or reflect on activities that were not successful and lessons learnt in the process.

9. Action plan

An action plan template is available. This is just for guidance and whilst there is no requirement to use it, the features it includes (e.g. timetable, accountability, progress) are all needed and expected.

Your action plan must have targeted actions, outcome/success measures, clear responsibilities and timelines covering a three year period. Avoid giving responsibility to the Self-Assessment Team as a whole or allocating most actions to one individual, and only describe an activity as ongoing when this really is the case.

Note 

The department will be expected to report its progress on the actions in the plan when it renews its Gold department award after three years, and will be expected to provide its new three-year action plan. 

10.  Case study: impacting on individuals – maximum 1500 words

This section provides the opportunity to focus on the journey the department has taken in applying for Gold and how the department and its staff have benefited from any changes. 

Please provide a small number of case studies of individuals working in the department and show how the inclusive culture and working practices of the department have enabled them to pursue a career in SET.

At least one of these case studies should be a member of the self assessment team, and at least one should be someone else in the department. There should also be at least one case study from a male member of staff. 

The members of the department put forward in this section may be contacted by the Athena SWAN Coordinator to attend the panel should the panel be undecided on the outcome of your submission. 

	
	Letter from Head of Department
	Baseline data
	Supporting and advancing women’s careers
	Action Plan

	
	
	Data Collection
	Data Monitoring
	Key career transition points
	Career development
	Organisation and culture
	Flexibility and managing career breaks
	

	GOLD
	Strong letter of endorsement showing clear and continuing Head of Department and other senior support and commitment, evident links between Athena SWAN work and department strategy, clear progress since Silver, evidence of the impact that the department’s women and science work has had on the department as a whole, and awareness of what is next for the department including any significant challenges


	The specified data has been collected at all levels (UG, PGT, PGR, PDRA, Academic and research staff) for 5 years
	The specified data has been monitored at all levels (UG, PGT, PGR, PDRA, Academic and research staff) for 5 years with in-depth analysis and reference to benchmarking; additional monitoring of problem areas identified and evidence of progress since Silver highlighted
	Evaluation of the impact of well-embedded practices and processes, and reflection on successes since Silver to show the following:

Key career transition points

· Appointment and promotion systems and practices, and decisions taken are open, transparent, and fair

· Approaches and systems are used to make sure that men and women are equally likely to apply for appointment and promotion and equally likely to be successful

Career development

· Arrangements exist to monitor and ensure the quality and effectiveness of career development provided

· Arrangements ensure staff engage in activities, internal and external, that contribute to career progression

· Specific reference is made to the needs of early career staff

Organisation and culture

· Administrative and academic contributions made by staff are effectively and fairly managed and resourced

· A working environment that recognises the ambitions and expectations of staff, recognises their contribution and enables a rewarding career

Flexibility and managing career breaks

· A department managing the flexibility that underpins sustainable careers

· Arrangements for managing career breaks, maternity leave, and other career interruptions that support individuals to maintain a career trajectory that meets their abilities and ambitions.
	A clear action plan that has targeted actions for all areas identified through self assessment and those where work to date has shown improvements are possible, outcome/success measures, clear responsibilities and timelines covering at least a three year period, and evidence of progress with actions since Silver

	
	Letter from Head of Department
	Baseline data
	Supporting and advancing women’s careers
	Action Plan

	
	
	Data Collection
	Data Monitoring
	Key career transition points
	Career development
	Organisation and culture
	Flexibility and managing career breaks
	

	SILVER
	Strong letter of endorsement showing clear Head of Department and other senior support and commitment, clear links between Athena SWAN work and department strategy, and evidence of recent progress (since Bronze where applicable)


	The specified data has been collected at all levels (UG, PGT, PGR, PDRA, Academic and research staff) for 3 years
	The specified data has been monitored at all levels (UG, MSc, PhD, PDRA, Academic and research staff) for 3 years with thorough analysis and reference to benchmarking; specific monitoring in areas identified as needing attention
	Ongoing activity and future action with some reflection on successes to show the following:

Key career transition points

· Appointment and promotion systems and practices, and decisions taken are open, transparent, and fair

· Approaches and systems are used to make sure that men and women are equally likely to apply for appointment and promotion and equally likely to be successful

Career development

· Arrangements exist to monitor and ensure the quality and effectiveness of career development provided

· Arrangements ensure staff engage in activities, internal and external, that contribute to career progression

· Specific reference is made to the needs of early career staff

Organisation and culture

· Administrative and academic contributions made by staff are effectively and fairly managed and resourced

· A working environment that recognises the ambitions and expectations of staff, recognises their contribution and enables a rewarding career

Flexibility and managing career breaks

· A department managing the flexibility that underpins sustainable careers
· Arrangements for managing career breaks, maternity leave, and other career interruptions that support individuals to maintain a career trajectory that meets their abilities and ambitions.

	A clear action plan that has targeted actions on the monitoring and collection of data and for action areas identified, outcome/success measures, clear responsibilities and timelines covering a three year period, and evidence of recent progress with actions (since Bronze where applicable)

	
	Letter from Head of Department
	Baseline data
	Supporting and advancing women’s careers
	Action Plan

	
	
	Data Collection
	Data Monitoring
	Key career transition points
	Career development
	Organisation and culture
	Flexibility and managing career breaks
	

	BRONZE
	Strong letter of endorsement showing Head of Department support and commitment, and links between Athena SWAN work and department strategy
	Some of the specified data has been collected at all levels (UG, PGT, PGR, PDRA, Academic and research staff) for 3 years
	The available data has been monitored at all levels (UG, PGT, PGR, PDRA, Academic and research staff) for 3 years with sound analysis and some relevant/ useful comparisons; some problem areas identified

 
	Some activity and future action with reflection on areas highlighted by self-assessment to show the following:

Key career transition points

· Appointment and promotion systems and practices, and decisions taken are open, transparent, and fair

· Approaches and systems are used to make sure that men and women are equally likely to apply for appointment and promotion and equally likely to be successful

Career development

· Arrangements exist to monitor and ensure the quality and effectiveness of career development provided

· Arrangements ensure staff engage in activities, internal and external, that contribute to career progression

· Specific reference is made to the needs of early career staff

Organisation and culture

· Administrative and academic contributions made by staff are effectively and fairly managed and resourced

· A working environment that recognises the ambitions and expectations of staff, recognises their contribution and enables a rewarding career

Flexibility and managing career breaks

· A department managing the flexibility that underpins sustainable careers
· Arrangements for managing career breaks, maternity leave, and other career interruptions that support individuals to maintain a career trajectory that meets their abilities and ambitions.

	A clear action plan that has targeted actions on the monitoring and collection of data and for some action areas identified, outcome/success measures, clear responsibilities and timelines covering a three year period


	Action
	Description of action
	Action taken already and outcome at March 2010
	Further action planned at March 2010
	Progress Log


	Responsibility
	Timescale
	Start date
	Success Measure

	1
	Baseline Data and Supporting Evidence

	1.1
	Monitor UG student data by gender

      Annual report to

· Teaching Committee

· Personnel Committee

· Executive Board

· Staff meeting
	Data collected for entry and for cohorts; local systems fit for purpose; data in line with national figures
	Create record of national data (IoP); create  standard ongoing process and record
	
	Teaching Committee, 

Teaching Office
	1/5/09-

30/6/10 onwards
	
	Maintain or increase above national figures. 

	1.3


	Monitor UG UMS A2 scores (or equiv) in Physics, Maths and F.Maths. Include in UG performance report (1.2).
	Data will be available in 2010
	Data to be extracted from Admissions Office and stored in standard form, to allow comparison with outcomes in 1.2
	
	Teaching Committee, 

Teaching Office
	1/5/09

-30/6/10 onwards
	ST2010
	Get all data and reach conclusion with respect to 1.2

	1.8
	Monitor staff appointments, including fellowships and pay award success rates

      Annual report to

· Personnel Committee

· Executive Board

· Staff meeting
	Equal opportunity forms; short list and decision grids collected for most appointments. No evidence of discrimination
	Encourage uptake of EO training and increase return of forms
	
	Departmental Administrative Secretary,

HoD Office
	1/5/09 – 31/12/10
	
	Increase rate of return to 95%

50% of PIs to complete EO training (e-learning module).

	1.9
	Monitor staff destinations

      Annual report to

· Personnel Committee

· Executive Board

· Staff meeting
	Modify exit questionnaire – no outcome yet available
	Collect and collate data
	
	Departmental Administrative Secretary
	1/10/10 – 30/6/11
	AT2010
	Increase proportion of leavers destination information. Monitor for gender difference

	1.11
	Monitor the promotion rates by gender from RA to SRA.
	
	
	
	Departmental  Academic Secretary
	1/10/10 – 30/6/11
	AT2010
	Obtain a gender balance in applications and success rates.

	2
	UG and PG Students

	2.4
	PG exit questionnaire

Annual report to

· Graduate Education Committee

· Graduate Students Consultative Committee

· Personnel Committee

· Executive Board
	
	Create questionnaire
	
	Graduate Education Committee
	1/10/10 – 30/6/11
	AT2010
	Instigate and achieve high return rate ~60%.

	2.5
	Advertise Departmental policy on part-time PG degrees.


	
	
	COMPLETED 4/5/10
	Departmental  Academic Secretary
	2010
	SP2010
	Complete. Policy published 

	3
	Key Career Transition Points, Appointments and Promotions



	3.1
	Identify the cause of reduction in women researchers between RA (grade 7) and grade 9 appointments

· Action 1.6, 1.7, 1.8, 1.9, 1.11

· Action 3.2, 3.3, 3.4

· Action 4.2, 4.3

· Action 5.9
	
	Analyse fellowship applications; follow-up individual cases
	1/5/10 Discuss issue at RSC meeting – 14/5/10
	Personnel Committee
	1/1/10- 30/6/10
	SP2010
	Reach valid conclusion.

	3.2
	2010 ASSET questionnaire 
	Staff have been encouraged to participate in the survey.
	Review resulting report and implications for Department.
	1/5/10 COMPLETED – achieved highest response rate in School
Data incorporated into SWAN application
	Personnel Committee

Head of Department
	Jan 2010
	SP2010
	Achieve high return rate and address implications for Department

	4
	Career Advice and Support

	4.1
	Review and monitor uptake of Mentoring Scheme
	Monitoring guidance published. Discussion group in place and active.
	Use RA Committee / group administrators to embed
	1/5/10 to agenda of RSC mtg
	Personnel Committee, Departmental Administrative Secretary
	1/10/09 -30/11/10


	AT2009
	New scheme in place by October 2010.

	4.3
	Feedback on induction, mentoring, SRD and careers advice

· Asset survey

· RA committee

· SRD scheme
	Already in place, but needs improvement
	Review annually.
	
	Personnel Committee, RA Committee, Departmental Administrative Secretary
	1/10/09 -30/11/10


	AT2009
	New scheme in place by October 2010.

	4.4
	Career advice for RAs

· Continue with Career surgeries offered by the University careers service.

· Advertise widely 
	Careers surgeries and events in place
	Ensure careers adviser funding remains in place; monitor participation
	
	Personnel Committee, University Careers Service
	Continue

1/10/10
	
	Maintain highest participation rate in School.

	5
	Culture, Communications and Departmental Organization

	5.1
	Improve awareness of Equality and Diversity at

· Welcome and induction sessions for all new staff

· Staff meetings
	
	Encourage uptake of EO e-learning modules; develop continuity training
	
	Personnel Committee,

Departmental Administrative Secretary.
	1/10/10 – 30/11/11
	AT2010
	Launch new welcome session and schedule E&D session at staff meeting. 50% PIs to take e-learning course

	5.3
	Monitor committee membership
	Committee membership reviewed annually – gender balance achieved
	Continue
	
	HoD Office
	30/6/10 onwards
	
	Maintain gender balance on committees commensurate with Departmental balance.

	5.4
	Review and document Department Workload Model to include

· Internal and External committees

· College teaching load

· Outreach
	Senior management aware of need for focus group and in conjunction with School.
	Convene focus group and define terms of reference
	30/3/10 – EB agree to establishment of working group. ToR in preparation.
	HoD, Executive Board
	1/1/10 – 30/6/11
	SP2010
	New scheme in place Summer term 2011.

	5.6
	Review and develop the mandate of the Nominations Committee.

Publicise the procedure for nominations for awards and prizes to all staff.
	Informal scheme in place
	
	
	HoD
	1/10/10 onwards
	AT2010
	Ensure HoD aware.

	5.8
	Publicize awards and prizes on web, staff meetings etc
	New website has rolling news function
	Continue
	1/5/10 New website homepage launched with updated news function
	HoD
	1/10/10 – 30/11/11
	AT2010
	Continue with good practice.

	5.9
	Form RA Committee to advise on

· Induction procedure

· Mentoring

· Career advice

· Training needs

· Events
	RAs introduced to Personnel Committee
	Hold RA meeting and establish committee
	COMPLETED – Renamed RSC formed, first meeting held 14/5/10
	Personnel Committee
	1/10/10 – 30/11/11
	AT2010
	Form RA Committee by Autumn Term 2010.

	5.11
	Improve social aspect of Department e.g. summer garden party for families
	Group functions and retirement parties held; pensioners tea party – all seen as positive to working culture
	Look to establish more department-wide events
	Reschedule Summer 2012
	HoD
	1/5/11 – 30/6/12
	AY2011-2012
	Event in Summer 2011.

	6
	Career breaks/flexible working

	6.1
	Advertise parental leave, return to work and flexible working policies widely
	HR policies highlighted on website; high uptake of parental, sabbatical and maternity leave
	Produce departmental introductions to HR polices
	1/5/10 COMPLETED 
	Personnel Committee, HoD Office
	Summer Term 2010

Summer Term 2011
	ST2010
	Update web-site by Summer Term 2010. Maintain high uptake and zero complaints

	6.2
	Advertise career success stories of women with families in the Department widely and on the web
	
	Produce posters and publicity materials
	
	Personnel Committee, HoD Office
	1/1/11 – 30/6/11
	SP2011
	4-5 case studies by Summer 2011.

	6.3
	Advertise policy for workload after return from maternity leave
	
	As 6.1
	
	HoD, Executive Board,

Teaching Committee
	1/5/10 – 30/6/10
	ST2010
	Web-site by Summer term 2010. Maintain zero complaints


Notes and Key to Action Plan:

	Start Date
	Code

	Already embedded/completed
	

	Autumn Term 2009
	AT2009


	Spring Term 2010
	SPT2010

	Summer Term 2010
	ST2010

	Autumn Term 2010
	AT2010

	Spring Term 2011
	SPT2011

	Summer Term 2011
	ST2011

	Academic Year 2011-2012
	AY2011-2012

	
	

	Completed since March 2010
	Completed


1. HoD = Head of Department

2. HoG = Head of Research Group

3. RA = Research Associate

4. RSC = Research Staff Committee

