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CIRO Membership Upgrade Guidance Notes 
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1. Introduction 
 

By upgrading your membership to Associate, Member or Fellow level you are demonstrating 

your professionalism and dedication to the industry. 

Only Chartered Institution of Railway Operators (CIRO) members can apply for Associate, 

Member or Fellow membership. If you are not a member, find out more information about 

becoming a member on the CIRO website. 

These guidance notes are designed to support you with your membership upgrade. They 

include practical advice on how to submit your application as well as suggestions of what to 

include to demonstrate your knowledge and experience. 

The CIRO membership upgrade process allows you to use the CIRO upgrade criteria to 

showcase the knowledge and experience gained throughout your career.  

Formal study is not a requirement, although membership upgrades are awarded through a 

study path. For more information about which courses qualify click here. 

 

2. Start Your Application 
 

Membership upgrades take place via the CIRO Members’ Portal. 

Log in at www.ciromembers.org and got to My Membership Upgrade 

 

Need help logging in? 

Contact the Membership Team at membership@railwayoperators.co.uk 

https://www.ciro.org/become-a-member/
https://www.ciro.org/upgrade-your-membership/
http://www.ciromembers.org/
https://www.ciromembers.org/My-Membership-Upgrade/
mailto:membership@railwayoperators.co.uk
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3. What level should I apply for? 
 

CIRO membership levels are mapped against: 

• Operators work experience 

• Breadth of knowledge 

• Relevant POD experience 

You do not need to step from one level to another to reach your desired membership level, 

your work experience and professional knowledge will determine the level of membership 

you will be awarded - so choose the right fit for you: 

 

 

4. What to include in your Upgrade Application 
 

a) Annotated C.V. 

b) POD sections knowledge & experience summary 

c) Additional evidence (optional) 

 

(a) Annotated C.V. 

Your C.V. is an essential part of your application as it is the link between your career 

experience and the Professional Operations Development (POD) framework. 

Go through your C.V. considering each role in relation to the POD sections and mark your 

C.V. the POD section number(s) it covers.  

 

You can annotate the POD section number(s) directly onto your C.V. or use the summary 

template in Appendix 1. 

 

 

 

https://viewer.joomag.com/pod-professional-operators-development-pod-2020-app/0187248001588072901?short&
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What should it include? 
Your C.V. should include as a minimum: 

 

Your Current Job Role 

• Your current position and your responsibilities within your organisation 

• Your key achievements in this role 

Your Railway Operations Career History 

• Summary your employment history  

• Brief details of all your previous railway operations roles: job titles, organisations, 

dates of employment, responsibilities and any other relevant information, including 

any notable achievements you consider should support your application 

• Details of your membership of any other professional bodies including the name, 

grade and post-nominal letters, date of election to the grade 

Your Education and Training 

• Details of your school college or university qualifications and dates awarded. 

• Details of other professional qualifications (including name of the institution or 

awarding body and dates awarded). 

• Briefly outline other courses and Continuing Professional Development (CPD) you 

have taken. 

 

Do not include: 
Your personal details. Please remove all personal details other than your name e.g. 

• Contact details 

• Date of birth 
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(b) POD section knowledge & experience summary 

When completing your application, write a brief summary of your knowledge and experience 

within all the required POD sections.  

Clearly map your experience and knowledge against the POD framework Essential 

Knowledge Elements (p8-30). For Associate you need to cover approximately 30% of these, 

for Member 50% and for Fellow 80%. Your application will be considered against these 

criteria. 

Support your application by using relevant personal examples in the required POD sections. 

As a guide the number of personal examples to use per POD section is shown below: 

• Associate  - one example 

• Member - two examples 

• Fellow  - three or more examples 

 

 

Tips for completing your POD sections:  

✓ Each POD section should include a concise and relevant summary that meets the 

Essential Knowledge Elements criteria for that POD section. 

✓ Keep your submission succinct as key information can be lost or masked if contains 

content irrelevant to that POD section.  

✓ Consider the evidence needed to cover the Essential Knowledge Elements for each 

section – the higher the membership level the deeper and broader your experience 

should be (30% for Associate; 50% for Member and 80% for Fellow).  

✓ Demonstrate what you have done and explain why it is relevant, e.g., what part of 

your role gave you the relevant experience for the POD section. 

✓ Provide examples on actual projects/tasks that you have been involved in or relevant 

CPD. Reflect on what you have learned from those experiences and actions taken / 

lessons learned / changes made going forward.  

✓ Reflect on your experiences in relation to the level you are applying for. When 

applying for a senior level of membership, don’t forget more junior roles, especially 

when it comes to front-line customer experience. 

✓ Don’t assume that by only listing your job role it is obviously covering the criteria. By 

just writing roles or tasks without explanation, you are missing an opportunity to 

explain why those roles or tasks are relevant. Ask yourself ‘So what?’ This may help 

you to explain the reasons why a task/project etc. is relevant to a POD section and 

the impact that it had.  

✓ If you have a relevant qualification, don’t just list the modules, explain how it relates 

to each of the relevant POD sections, including examples of how you have or could 

apply this knowledge.  

 

 

 

https://viewer.joomag.com/pod-professional-operators-development-pod-2024/0187248001588072901?short&
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International Experience (Fellow applications only): 

International experience relates to any experience outside of your home country. You must 

demonstrate international knowledge in three POD sections.  

If you haven’t worked outside of your own country, there are a variety of ways that you could 

meet this criterion. For example, you may have worked on projects that have an international 

perspective or input. Remember to highlight how the experiences relate to your chosen three 

POD sections and what you have got out of it - e.g. how it compares to your home country, 

similarities, differences, bring it back to the risks in your own business - improvements to be 

made/that you have made and the impact of this. 

Are there gaps in your knowledge and experience? 

If you have some knowledge or experience gaps in a particular POD section or in 

international experience, then there are several ways that you can supplement this. Here are 

some suggestions (please note this is not an exhaustive list): 

 

Supplement your hands on experience: 

• Events and Webinars 

There are a host of local and online events that you can attend as a member. These 

are mapped to the POD, so it is easy to find an event to help bridge some knowledge 

gaps. After attending the event, think about what you got out of it and what you have 

then considered going forward. Demonstrate this thought in your application.  

• Research and Reading 

Research a topic or read up on a paper or policy but again, think about what you got 

out of it and what you have then considered going forward. Demonstrate this thought 

in your application. 

• Interview or Shadow a colleague or other operator 

Ask to shadow or interview a colleague in a particular department to get an inside 

look into a particular specialism. As always, think about what you got out of it and 

what you have then considered going forward. Demonstrate this thought in your 

application. 

 

Remember you are evidencing your own knowledge, so when comes to any of your 

experiences, whether direct experience or any of the additional learning, prove your 

knowledge by evidencing how you’ve put the learning into practice and what impact 

that has had. 

 
 

(c) Additional evidence (optional) 

You can upload up to 4 documents to support your application.  

Additional documents must relate to you personally and you must reference them in the 

POD sections to explain why they are relevant evidence.  
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5. The Upgrade Process 
  

CIRO membership upgrade is an iterative process, so applicants are given unlimited 
opportunities to build and refine applications. 

Below is an overview of the CIRO Membership Upgrade process:  

 

 
 

View the full user guide in Appendix 2. 

•Login to the CIRO Members Portal www.ciromembers.org and download the 
Upgrade Guidance Pack 1

•Choose the level which is the right fit for you2

•Upload your annotated CV

•Complete the relevant POD section summary

•Add any supporting documents (max. of 4)
3

•Submit your application4

•The CIRO membership team review your application for completeness (is your 
CV annotated, have you provided personal examples etc.)5

•Incomplete applications will be returned with observations

•Complete applications will be forwarded for Membership Panel review
6

•The Membership Standards Panel review applications (this takes place 5 
times/year) 7

•The CIRO membership team contact you with feedback from the Panel revew

•You may be asked for clarification/additonal information

•On final successful review upgrades will be awarded
8

•On successful review, upgrade fees are paid, a digital copy of your membership 
certificate is made available to you, and you can use your new post nominals9

http://www.ciromembers.org
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6. Our Membership Standards Panel 
 

Our Membership Standards Panel is a sub-committee of the CIRO Board of Governors. Its 

job is to ensure valid and consistent assessment of applications to ensure the professional 

standards of the Institution are met in every case.  

Drawn from the industry with a wide-ranging knowledge of all railway systems and 

specialisms on track and train, the membership panel consider each application both 

individually and collectively. Their recommendations are moderated by the CIRO Board and 

are subject to quality assurance activity by independent assessment experts.  

The Membership Standards Panel meet 5 times a year: 

February 

April 

June 

September 

November 

Applications can be submitted at any time, but will only be subject to Membership Standards 

Panel review at the next available Panel meeting. 

 

7. Fees 
 

Details of membership fees are available on the CIRO website – membership fees 

Upon completion of your upgrade, you will, if applicable, be asked to pay the difference 

between your old and new annual fee plus the administration fee.  

The upgrade fee is payable upon offer of upgraded level.  

 

8. Contacts 
 

We’re here to help, so please get in touch. 

Membership Co-Ordinator: Sarah Bevans: membership@railwayoperators.co.uk 

Membership Standards: Liz Walker: liz@railwayoperators.co.uk  

Membership & Engagement Manager: Kelly Marklove: kelly@railwayoperators.co.uk 

 

 

 

https://www.ciro.org/fees/
mailto:membership@railwayoperators.co.uk
mailto:liz@railwayoperators.co.uk
mailto:kelly@railwayoperators.co.uk
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Appendix 1 - Summary of experience against CIRO POD 

sections 
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Appendix 2 – Upgrade Exemplar Template 
 

The POD section element of a CIRO upgrade application does not need to follow a set 

structure, but if you would prefer to use a structure then one is provided below.  

A suggested approximate word count per POD section is shown below:  

• Associate  150 - 200 words 

• Member  300 - 500 words 

• Fellow  500 - 800 words 

 

Each POD section should include: 

1. A written description of your understanding of railway principles – suggested 100-

200 words. 

2. You should also include examples of real situations you have been involved in, 

including what learning you gained. 100-150 words per example: 

• Associate  1 example per POD section 

• Member  2 examples per POD section min 

• Fellow   3 or more examples per POD section 

 

1. Written Description: 

A written description of your understanding of railway principles – refer to the 

Essential Knowledge Elements in the POD booklet 

Example for POD section 1: Incident and Emergency Management: 

I have extensive experience as an operational manager during normal and out of hours (on-

call) duty responding to and co-ordinating the management of incidents and emergencies. 

This has ranged from support and assistance to key stakeholders, whilst understanding their 

priorities, including signallers, mobile operations managers and operations controllers during 

catastrophic infrastructure failures (e.g. OLE, Signalling, which included understanding site 

management and security) to fatalities.  

I have experience of working with RAIB and BTP as well as knowledge and experience of 

communicating information to customers and the public. 

Post incident, I have been involved in reviews and sharing learning within my organisation. 

 

2. Examples: 

Include examples of real situations you have been involved in and the learning that 

you obtained from those situations. Examples do not need to follow a set format, but 

you can use the STARR format if you choose. Suggested word count per example is 

100 - 200 words.  

Example of one situation for POD section 1: Incident and Emergency Management: 

Situation 

I was acting as the senior leader on-call during an accident in 2021 where there was an 

electrocution on the OLE during engineering work. 

https://viewer.joomag.com/pod-professional-operators-development-pod-2020-app/0187248001588072901?short&
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Task 

I co-ordinated tactical and strategic decision making between response staff, senior 

stakeholders and customers. 

Action 

I paid particular attention to the competing demands of different stakeholders including the 

emergency services. This required careful co-ordination in order to achieve an accurate 

provision of information for service start-up impacts to passengers, as well as ensuring a 

timely hand back of the site.  

Result 

My actions allowed those involved in the tactical management of the incident to focus on 

their tasks, whilst I was able to plan with TOCs/FOCs of how best to manage service start-up 

around the recovery of the site back to operation. 

Reflection  

Through this experience I gained a better understanding of how to effectively support site 

activities and manage the expectations of other stakeholders in exceptionally challenging 

circumstances. 
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Appendix 3 - System User guide 
 

1. Login to the CIRO Members’ Portal or if you are 
not a member you will need to register first. Visit 
www.ciromembers.org  
 

 

2. Click on Membership Upgrade from the menu 

 

3. Before you begin, download the Upgrade 
Guidance Pack to read the Upgrade Guidance 
Notes and review the POD criteria for the 
applicable sections.  
 
You can also see a summary of the levels at the 
bottom of the webpage 

 

4. Click to start a new application and then choose 
the level you wish to apply for.  

 

5. At any time, you can save your application and 

come back to it later, the   button is at 
the bottom of the application page. 

 

6. To continue with an application that has already 
been started, navigate to the Membership 
Upgrade page as in point 2. and select Continue 
Application. From here you can continue or 
cancel your application.  
 
Note: You cannot have more than one upgrade 
application ongoing, you must cancel or complete 
one before beginning another.  

 

7. Once in your application, you must scroll to the 

bottom and press   to continue inputting 
information. 

 

http://www.ciromembers.org/
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8. You will be required to upload your C.V. 

 

9. You will see which POD sections are mandatory 
and which are optional and be able to select your 
choice(s). Once you have selected a section a 
text box will appear below. You can change your 
optional choice if you wish. The below example of 
for associate.  
 
Note: All sections are mandatory for Fellow level. 
Write or copy and paste your experience into all 
boxes as appropriate to your application.  

 

10. For Fellow applications, you must also select 3 
sections where you have included international 
experience.  

 

11. Optional - you can add up to four optional 
documents to support your application. Ensure 
that you reference each additional attachment in 
the POD section box that it supports. 

 

12. Once you are ready to submit your application, 
scroll down to the bottom of the page, if you have 
not yet saved your application then you will only 
see the Save button, please press save. Once 
saved scroll back down and you will then see the 
Submit button. 

 

13. If you have not met any of the required 
information, then a text box will appear to remind 
you.  

 

14. You will be able to see your application’s 
progress on the progress bar: 
Draft means that you have not yet submitted 
your application. 
Pending Internal Review means that the CIRO 
Membership Team have not yet completed their 
internal check to ensure everything is included in 
the application ready for the Panel Review. – If 
there is something missing then we will email you 
with instructions and your application will go back 
into draft status for you to edit and re-submit.  
Pending Panel Review means that the 
application has passed the internal review and is 
awaiting the Upgrade Standards Panel (which 
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occur 5 times per year). If the Panel require 
further information, you will receive an email with 
instructions and your application will go back into 
draft status and you will be able to access it from 
the View/Submitted/Cancelled option.  
Outcome means that the Panel have reviewed 
your application, and you should expect to hear 
from us soon.  

15. You can view submitted and cancelled 
applications from the Membership Upgrades 
page.  

 

16. Once an upgrade has been approved, we will 
email you to inform you and to request any 
payments that are due. Note that we do not 
charge for upgrades until a successful outcome 
has been achieved.  

 

 

If at any time you have any queries, contact the membership team – they are there to help. 

membership@railwayoperators.co.uk 

+44 (0)3333 440523 

 

 

mailto:membership@railwayoperators.co.uk

