Upgrade Guidance for Associate (ACIRO) Upgrade

Application Progress / Checklist:
	Step
1
	[bookmark: _Hlk200990645]Mandatory Application Documents
	Completed & uploaded 

	
	Annotated CV
	

	Step 2
	POD Evidence
Mandatory POD sections
	Info added to POD word box on Members Portal

	
	POD 3 – Delivering Passenger and Freight Services
	POD summary
	

	
	
	example 
	

	
	POD 4 – Managing Safety
	POD summary
	

	
	
	example 
	

	[bookmark: _Hlk204164062]
	Additional POD section
(Select one from POD sections 5 or 7)
	Info added to POD word box on Members Portal

	
	POD 5 – Delivering Customer Services
	POD summary
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	POD 7 – Train Movement Control Systems
	POD summary
	

	
	
	example
	

	Step 3
	Optional Application Documents
	Uploaded & signposted 

	
	Additional Evidence 1 (optional)
	Signposted in relevant POD section(s)?
	

	
	Additional Evidence 2 (optional)
	Signposted in relevant POD section(s)?
	

	
	Additional Evidence 3 (optional)
	Signposted in relevant POD section(s)?
	

	
	Additional Evidence 4 (optional)
	Signposted in relevant POD section(s)?
	


[bookmark: CV]

Step 1: Annotated CV 
For Associate level you will need a minimum of 2 years railway operators experience.
Your CV is an essential part of your application as it is the link between your career experience and the POD framework. Your CV should provide a summary of your railway operations career history and your education and training.
What should it include?
1. Your Current Job Role
· Your current position and responsibilities within your organisation
· Your key achievements in this role

2. 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

3. 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.
What should it NOT include?
Your personal details. 
· Remove all personal details other than your name e.g. contact details/date of birth etc.

Instruction: 
Go through your CV considering each role in relation to the POD section(s) it covers. You can annotate the POD section number(s) directly onto your C.V. or use the summary template in Appendix 1.


[bookmark: POD_guidance]Step 2: POD Evidence
The application for Associate level consists of two mandatory sections (POD sections 3 & 4) and one further section (chosen from POD sections 5 or 7).
When completing your application, write a concise summary of your knowledge and experience within all the required POD sections. Keep this succinct as key information can be lost or masked if contains content irrelevant to that POD section. 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.
Clearly map your experience and knowledge against the POD framework Essential Knowledge Elements (p8-30).
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.
Support your application by using relevant personal examples. 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. The panel are looking for the impact of the learning gained.

Instruction: Choose 30% of the Essential Knowledge and Experience Elements from POD sections 3 & 4, plus one more from POD sections 5 or 7, and demonstrate your knowledge from your own organisation and locality.
To do this you will need to provide:
1. A concise and relevant summary of your experience that meets the 30% Essential Knowledge Criteria for that POD section (approx. 200 words). 
· 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

2. One relevant work-related example in each POD section (approx. 100-150 words per example). 
· Theis must be an example of a real situation you have been involved in (projects/tasks, relevant CPD, achievements etc.) 
· Explain why it relevant to that POD section. Reflect on what you have gained from this experience: actions taken / lessons learned / changes made etc. 


[bookmark: _Hlk204164816]Mandatory POD Sections: POD 3 & 4
At Associate level you will need to cover 30% of the Essential Knowledge & Experience Elements in each of these POD sections, demonstrating your knowledge from your own organisation and locality.

[bookmark: POD3]3 – Delivering Passenger and Freight Services
You will need to know all aspects of real-time service delivery including ensuring the safety, quality and efficiency of freight and passenger services in train movement, stabling and interfaces with stations, stops and depots.
	Essential Knowledge & Experience Elements
	Select 5

	1
	Passenger first thinking, station, stops and terminus delivery; staffing, premises, security, pedestrian flow, information in normal & degraded working
	

	2
	Regulations and legislation
	

	3
	Quality and safety – platform/passenger-to-train interface, operations standards and training, safety audits, inspections fitness for duty, incident response plans and emergency procedures and incident investigation
	

	4
	Freight operations delivery; route availability, axle loads, RT3973, container sizes, train speed, train length, brake force, dangerous goods, load securing, timing loads, Short Term Planning (STP) and VSTP
	

	5
	Route and traction learning, driving simulation
	

	6
	Connectional policies
	

	7
	Disability arrangements
	

	8
	Interface with train despatch system
	

	9
	Interface with adjacent routes
	

	10
	Stopping points
	

	11
	Ready to start equipment
	

	12
	Passenger flows and risk to passengers on the railway network
	

	13
	Terminus/station dwells and effect on capacity
	

	14
	Train Service management during disruption and perturbed working
	

	15
	Traincrew Resource management to deliver a timetable (passenger/freight differences)
	

	16
	Trade Union input into resourcing provision
	


For POD 3, you will need to demonstrate 5 essential elements. Tick them off on the table above when you refer to them in your POD submission.
	Summary (200 words approx.)

	

	Worked Based Example (100-150 words approx.)

	




[bookmark: POD4]4 – Managing Safety
You will need to know about legal issues affecting operations managers on the rail networks.
You will need to know about:
· assessment and mitigation of risk as well as safety cases and certificates
· audit processes which support the management of safety
· issues involved in safety and security in the workplace for passengers and staff
· importance of contracts and managing contractors
	Essential Knowledge & Experience Elements
	Select 4

	1
	Organisational responsibility, leadership and communication - safety culture
	

	2
	The role of key national agencies— liaison with emergency services
	

	3
	Assessing and managing risk e.g. lineside neighbours; trespassers
	

	4
	Safety critical and non-safety critical staff and the concept of staff competence
	

	5
	Operation of safety audit systems and the management of safety
	

	6
	Managing contractors & 3rd party safety
	

	7
	Passenger safety e.g. crowding & congestion; or re-platforming trains at busy stations leading to escalator/stair risks
	

	8
	Safety management systems and the role of Health & Safety representatives
	

	9
	Improving the use of resources, managing noise, managing energy, potential pollution, waste management and air quality
	

	10
	Investigating and learning from accidents
	

	11
	Rules, regulations, standards management and industry operating principles
	

	12
	Rule Book knowledge & understanding
	


For POD 4, you will need to demonstrate 4 essential elements. Tick them off on the table above when you refer to them in your POD submission.
	Summary (200 words approx.)

	

	Worked Based Example (100-150 words approx.)

	





[bookmark: POD5][bookmark: POD2]Additional POD Sections: Select one from POD sections 5 or 7
At Associate level you will need select one additional POD sections and cover 30% of the Essential Knowledge & Experience Elements in both, demonstrating your knowledge from your own organisation and locality.

5 – Delivering Customer Services
The successful delivery of customer service amounts to meeting customers' expectations ad exceeding them. You will need a broad understanding of the constituent parts of delivering a service to a passenger or freight end-user including how customer service and business success are linked. You will need to know about the methods used by commercial organisations to allow them to formulate models of best practice of customer service. Knowledge in this category is industry-wide and not restricted to one organisation.
	Essential Knowledge & Experience Elements
	Select 3

	1
	How your work personally affects customer delivery (it will and does)
	

	2
	Aspects of customer service – key areas of rail customer services, journey purpose, internal customer/supplier relationships
	

	3
	Customer communications at all stages of the journey and during disruption
	

	4
	Customer types and needs e.g. accessibility/mobility
	

	5
	Auditing, customer surveys and mystery shopper surveys
	

	6
	Company policies e.g. connections, station manager & staff development policy, assisted travel
	

	7
	Company’s measurement criteria, improvement opportunities and programmes
	

	8
	Revenue protection
	

	9
	On-train passenger requirements; safety, information, catering, staffed and Driver Only Operation (DOO)
	

	10
	Feedback, complaints, conflict avoidance and conflict management
	

	11
	How stations link into command and control structure
	


For POD 5, you will need to demonstrate 3 essential elements. Tick them off on the table above when you refer to them in your POD submission.
	Summary (200 words approx.)

	

	Worked Based Example (100-150 words approx.)

	




[bookmark: POD7]7 – Train Movement Control Systems
You will need to have an understanding of all aspects of the safe and efficient control of train movement including technology, process and human factors aspects, both in relation to normal operation and in relation to the implementation of a new system or making changes to an existing one. The safe and efficient control of train movement is key to the railway business.
Signalling is a core function of a train movement control system. You will need to know about concept, design, rationale and implementation of systems of control for train movements, covering principles, practices and safety standards in normal, degraded and emergency conditions.
	Essential Knowledge & Experience Elements
	Select 4

	1
	Basic TMCS functions including safe movement of trains, interlocking, controlling
train speed, ensuring an unobstructed route and functions in emergency, degraded
and maintenance modes
	

	2
	Means of control including train detection, movement authorisation, interlocking
and movement control
	

	3
	The principles of operation of Automatic Train Protection (ATP) and Automatic Train
Operation (ATO)
	

	4
	Methods; absolute blocks/track circuit block
	

	5
	Types; mechanical interlocking, relay, SSI, colour light
	

	6
	Signalling principles as applied currently
	

	7
	Considerations of train control systems worldwide, considering the special
concerns of tramways and metros
	

	8
	Traffic management systems and practice
	

	9
	Future vision for Train Movement Control Systems (TMCS); communication based
train control; European Rail Traffic Management System (ERTMS). Degraded
modes and reliability, availability, maintainability and safety
	

	10
	Safety regulation, the signalling system and competence frameworks
	

	11
	Level crossings; types, risks, operating methods, misuse
	

	12
	Understanding of electrical control principles and processes
	


For POD 7, you will need to demonstrate 4 essential elements. Tick them off on the table above when you refer to them in your POD submission.
	Summary (200 words approx.)

	

	Worked Based Example (100-150 words approx.)

	




[bookmark: Additonal_Evidence]Step 3: Additional evidence (optional) 
Instruction: You can upload up to 4 documents to support your application. Additional documents must relate to you personally (CPD certificates / verification letters / performance evaluations etc.) which you must link them to the POD section(s) and explain why they are relevant evidence.
	Document 
	POD Section(s)

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	
	
	
	
	
	






Exemplar 1
[bookmark: _Hlk201043756]In this example for POD 4, the applicant has provided a summary including examples of what they have done to develop their knowledge and understanding.
	Summary (200 words approx.)

	1. Review of Safety Resources on SharePoint - Reviewed the content available on the Managing Safety, Managing Site Safety, and Managing Safety Conversations SharePoint sites. This provided a comprehensive understanding of organisational safety frameworks, including risk management practices, site safety protocols, and approaches to fostering open safety dialogue across teams.

2. Site Visit to West Ealing DU Maintenance Facility - Conducted a site visit to the West Ealing Delivery Unit Maintenance Site to observe how safety is managed in practice. Gained insight into risk assessment procedures, operational safety audits, and the systems in place to ensure safety for both employees and external contractors. This visit deepened my understanding of how safety responsibilities are shared and enforced across different stakeholder groups.

3. Participation in Safety Briefings and Training - Regularly attend company safety briefings and have completed all mandatory safety training, including the Personal Track Safety (PTS) course. These activities have strengthened my ability to perform my role safely and responsibly, in alignment with our organisational Safety Vision and values.

4. Leading Safety Moments in Team and Department Meetings - Facilitated several Safety Moment sessions at both team and departmental levels. These sessions encourage two-way conversations around safety, health, and well-being, providing a platform to raise concerns, share best practices, and collaboratively identify safer solutions. This initiative supports a proactive safety culture and continuous improvement.

5. Interview with Wales & Western Operations Manager -Interviewed a Wales & Western Operations Manager to gain first-hand insight into accident investigation procedures. Discussed how learnings from incidents are implemented and explored the rules, regulations, standards management, and industry operating principles that govern the role. This engagement enhanced my understanding of operational accountability and continuous safety improvement.





Exemplar 2
In this example for POD 5, the applicant has linked their submission to the POD essential elements as headings, grouping criteria together where applicable, and detailing their experience, identifying lessons learned and application of learning.
	POD 5 submission

	Through all roles that I have performed on the railway (and prior to the railway) customer service has been very important, after all, customers are the ones that dictate a need and pay for a service.  

As a Conductor and Driver my work directly affects customers by our conduct with them and the on-time running of trains. Delays are kept to a minimum with the arrival for work in good time and additionally the running of a train to time. Working on a predominantly "commuter" railway, right time running is essential for people to meet their connections, appointments, place or work, meetings, hospitals and enjoy tourism elements.  

As both a Driver (particularly in the DOO area) and as a Conductor the relaying of information during service disruption is essential to not only keep tensions reduced but also to inform of any alternative routes to take to reach a location and to give a clear understanding of why a delay has occurred and how long it is likely to continue for. Equally, the relaying of general information is well received to confirm a train’s calling pattern, connections at key locations, arrival times, toilet facilities and the like.  

I am fully aware of the surveys that are undertaken to determine the customer experience, and they give a good indication on areas we can improve as a railway.  

As a Conductor and a Driver in the DOO area, accessibility is an important element to ensure that all people are able to travel freely and comfortably from being fully prepared to deploy a ramp as required or comfort and support a person who is not at ease with crowds or travelling by train.  

For our own protection, conflict avoidance is important, and this is maintained throughout all workings. 

As a Driver Manager all elements of customer service are instilled within my team and all Drivers at the depot. I (occasionally) receive complaints from the company’s customer service department, to investigate any challenges that a customer has made involving one of my Drivers. This will involve looking up the Driver in question, contacted them for a report and evaluating where something may, or may not, have gone wrong. If necessary additional training may be put in place for that Driver but always a discussion is had regarding the importance of high levels of service. Equally, I feel it important to relay praise to the members of the team when customers make contact to give thanks. 
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