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Tenure and Promotions Policy,
Criteria and Procedures

Preamble

The modern university is a paradoxical institution, for it

is part of society but belongs to posterity. The university is
ideally valued as a place where the best that humankind has
thought and done is kept alive, but it is often valued for its
power to create thousands of skilled professionals and tech-
nicians, to generate new forms of industry, to stimulate the
Gross National Product and to raise the standard of living.

If the university’s role were not paradoxical, tenure would
not be needed. Universities tenure their members precisely
because they feel the need to preserve their responsibility to
the past and the future, as well as to today’s society. In an

Institution devoted to the pursuit of truth and the communi-
cation of knowledge, it is necessary to protect the scholar’s
right to search for the truth and to serve the truth as a respon-
sible critic of both the university and society. It follows then
that not only must the scholar be protected through tenure;
the very process of tenuring itself must be protected. Thus
the continuing members of a university must be those indi-
viduals whose achievements as teachers and scholars have
proven that they are worthy of holding the university in trust
for the society to which it truly belongs.

To hold the university in trust in an age of overwhelming
technological change is no simple matter. In an age when
knowledge doubles every decade, knowledge becomes the
most dynamic feature of our lives. Thus the scholar now
serves their profession in a variety of ways that cannot be
simply set down in some monolithic form. Nevertheless, one
can recognize that there are three general areas of activity
associated with university scholars: teaching, profession-

al achievements and service to the institution. Inside the
university, members of faculty teach, do research, and create
the structures that help their colleagues to teach and do
research. Outside the university, members of faculty perform
their professional duties in an enormously extended range
of activities, e.g., government and public service, scholarly
publication, lecturing, consulting, communication through
the media, and even the creation of new media of communi-
cation. All these activities are essential to the university’s life



in society, although these activities should not be permitted
to turn the university into a place where men and women
simply develop their professional careers indifferent to the
problems and needs of the academic community.

Thus, to evaluate a candidate for tenure and promotion, it is
necessary to consider the total contribution the individual has
made to the University. Given the range of activities in mod-
ern scholarship, it is foolish to establish a single linear scale
on which to measure all the members of all the Faculties of
the University. Since individuals are individual, there is no
formula for weighting the three areas of achievement that
could result in a number that would be above or below the
automatic tenuring level. It is more reasonable to assume that
candidates for tenure in any Faculty will have demonstrated
those qualities that have earned them the respect of their
colleagues at York and abroad. No committee on tenure and
promotions could honestly expect that after three to six years
of service all candidates for tenure would have achieved excel-
lence in their careers; however, no committee on tenure and
promotions could seriously entertain the notion that a grey
competence is sufficient for tenure. Each faculty member will
have to be assessed on their own merits but with an eye to the
fullness of an individual's presence within the University.

The conferring of tenure is, therefore, one of the most
important relationships between the University and the
individual faculty member. And although the criteria for
tenure are sometimes identical with those for promotion

(in that a candidate’s performance in teaching, professional
contribution, and service to the University will be assessed
in each instance), the nature of tenure is distinct from that of
promotion. Tenure is primarily concerned with the scholar’s
right to pursue and communicate knowledge and express
opinions in an atmosphere free of reprisal and with the Uni-
versity's right to entrust its institutional life to its best men
and women. Thus the decision to grant tenure to a candidate
is more critical than the decision to promote; in granting a
continuing career appointment to a candidate, the University
is entrusting itself to their care in concert with their tenured
colleagues; in granting a promotion, however, the Univer-
sity recognizes the personal achievement of a meritorious
candidate.

These observations are made as an introduction to the de-
scription of the criteria that follow for tenure and promotion.
They also indicate the spirit in which the criteria should be
taken. These criteria are guidelines proposed by the Senate
Committee on Tenure and Promotions for its own guidance
and for the information of the University as a whole. They are
intentionally flexible, and require application and amplifica-
tion according to the explicit standards that are expected to be



provided by each and every Faculty and department/division/
school. In light of the many and different types of academic
progress co-existing in a complex university like York, the
Senate Committee’s criteria can reflect only those standards
common to the University as a whole. The Senate Commit-
tee must rely on the individual Faculties and departments/
divisions/schools to supplement these general criteria with
specific applications to their particular disciplines. It is im-
plicit, however, that the particular standards of each Faculty
will be in accord with the University criteria. Only in this way
may the Senate Committee perform its mandate to ensure
that the procedures and criteria used in the evaluation were
applied fairly and equitably and in accordance with University
standards.

The Description of Criteria for Tenure and Promotion

Set out below is a description of the criteria which reflects the
University standards:

The Senate Committee requires explication of the standards
employed in the evaluation of candidates by individual de-
partments/divisions/schools and Faculties. In keeping with
the University's commitment to foster a climate of respect
for equity and diversity, standards for tenure and promotion
must recognize research and professional contributions

in an equitable way. This includes acknowledging diverse
career paths, traditions and values, ways of knowing, ways
of engaging the community through community-engaged
scholarship, and forms of communicating knowledge.

Because promotion and tenure primarily affect junior
members of the academic community, the following criteria
are described so that they may constitute not only a basis for
evaluation after performance, but also a means of encour-
aging junior faculty before and during performance.

B.1. Teaching

Members of faculty perform many functions, but all
are teachers. At the level of the university, teaching is
itself an expression of scholarship. In an age of intense
specialisation generating an information explosion,
the scholar who can take information and synthesise

it into coherent structures of knowledge is performing
an essential and sophisticated task. To be able to create
an intelligible and intelligent university course is a
very significant accomplishment. The facile distinction
between teachers and researchers comes from another
era when a graduate education conferred upon the
teacher a long-lasting competence in a single field.
Today disciplines interpenetrate to such a degree that the



B.2.

researcher cannot rest tranquilly secure in their area of
expertise, and the teacher cannot rest secure that a gentle
summer’s preparation will be sufficient scholarship for a
good introductory course.

To assess the quality of a candidate’s teaching, there

are certain standards which can and should be applied
within the University. The content of the teaching must
be evaluated — whether it is conventional and routine,
or whether scholarship is revealed through research,
analysis, reflection, synthesis and the expression of
original work. The effectiveness of communication must
also be considered, since communication is the essence
of good teaching. The performance of the candidate
must be assessed in terms of specific situations —i.e.,
with undergraduate or with graduate students, in groups
and tutorials, in the laboratory or in the field or in the
community, in small or large lectures. A candidate may
be more effective in one situation than in others. While
no one situation should be given a premium value to the
detriment of others, a candidate should be superior in at
least one area of teaching.

The judgement of colleagues must be brought to bear
on the assessment of teaching performance; reliance on
mere hearsay should be avoided. The direct expression
of students’ evaluation of teachers should be solicited.
Without a concrete, highly specific and well-supported
evaluation of a teacher’s performance, the Senate Review
Committee will return a dossier with a request for more
information.

Professional Contribution and Standing

In most cases distinction within a profession arises

from the communication of knowledge or skills through
public service and community engagement, scholarly
publication, or the production of works of art. Although
publication and performance are not in themselves a
guarantee of excellence, one recognises that these kinds
of professional activity are addressed to communities lar-
ger than York University and that, therefore, they must
be judged in this larger professional context. In certain
cases a distinguished public expression constitutes prima
facie evidence that the quality of the work has been as-
sessed and found to be of a high standard; in other cases
it may be necessary to solicit assessments from special-
ists in the same field.

When the candidate has written or produced a work as
part of a team or group in a research project, including



B.3.

in the context of community-engaged scholarship, the
nature of their contribution must be assessed.

Intellectual achievement may also be manifested by
studies or activities that have been commissioned by
governments or by private institutions. Contributions
of this kind are significant, but they can be uneven and
should always be evaluated by a recognised authority in
the same field.

Generally, the quality of a candidate’s scholarship will

be evaluated in the light of judgements by reputable
scholars, augmented where relevant by the judgement of
community experts; in cases where there may be division
within a discipline, the File Preparation Committee
should describe the nature of the conflict among schools
of thought and present the Adjudicating Committee with
a wider range of professional opinion. Where the candi-
date is relatively junior, judgement should point not only
to immediate achievement, but to the promise or lack of
promise for further development.

The work performed by members of faculty for public
and private institutions and for community constituen-
cies or organizations is indeed an integral part of the
relationship between the University and the community.
Communication with the general public in a variety of
forms and media will be a continuing necessity for the
modern university, and outstanding contributions of
faculty in this area must be recognised. Service in the
context of community-engaged scholarship to various
public agencies or organizations, presentation of lectures
and talks to other than professional audiences, perform-
ances with radio and television networks — all such
activity should be documented as evidence of any special
capacity to enhance the intellectual relationship between
the University and the community.

These activities must not be separated from the other
criteria; they will be weighed in relation to the central
core of responsibility which belongs to every member of
faculty not only to transmit but to extend the boundaries
of perception, understanding and knowledge.

Service to the University

Service to the University will take many forms. Service to
the University is performed by faculty members through
participation in the decision-making councils of the Uni-
versity and through sharing in the necessary administra-
tive work of departments/divisions/schools, Faculties,



the University or the Faculty Associations not otherwise
counted under professional contribution and standing.

Reviewers will attempt to discriminate among the kinds
of administrative work in which a faculty member has
participated. Contributions through committees and
administrative offices should be assessed as an area for
the display of knowledge and good judgement in the cre-
ation of new courses, programs, Faculties and Colleges.

The work of some committees is routine; obligations to
serve on them from time to time are implicit in being

a member of faculty and deserve no special weight.
Committees relevant to the making of academic policy,
or major duties assumed at the request of the University
or assumed on behalf of the Associations which have led
to its improvement, are clearly more important and will
be given proper consideration.

In exceptional cases the University must recognise its
responsibility for the fact that the growth of a candidate’s
scholarly and academic development may have lagged
because of the large demands which important adminis-
trative work has made upon their time. In such circum-
stances the Senate Committee will require full informa-
tion from persons familiar with the extent and nature of
the candidate’s participation in a major service activity.

B.4. Application of the Tenure and Promotion Criteria

The Senate Committee requests explication of the stan-
dards employed in the evaluation of candidates by indi-
vidual departments/divisions/schools and Faculties in
accordance with these criteria. All recommendations for
tenure and promotion to the rank of Associate Professor
require either demonstrated superiority (excellence) in a
minimum of one of the three categories outlined above,
with at least competence demonstrated in teaching and
in professional contribution and standing, or at least
high competence in all three categories.!

Without diminishing or detracting from existing schol-
arly expectations, standards for tenure and promotion
must, as relevant, recognize and provide an appropriate

1 Itis the Senate Committee’s interpretation of Senate’s action on 27 May
1976 that Senate wished to downplay service slightly when excellence
in teaching or professional contribution and standing is involved, but
that Senate did not wish to eliminate it completely as a consideration
in such cases. Even when a claim for excellence is made in teaching or
professional contribution, it is essential that the area of service be fully
documented and evaluated. (24 June 1976)



basis for the assessment of community-engaged schol-
arship encompassing all three areas of professional
responsibility, where community may be local, national
or international.

The Senate Committee will review the standards set
forth by Faculties and departments/divisions/schools; it
will also undertake to ensure that standards are uniform-
ly applied throughout the University.

The level of achievement required for the granting of
tenure and promotion is identical for first, second and
third year Candidacy consideration.

Eligibility for Professorial Ranks and Tenure

A university scholar is a professional person devoted to the
pursuit of excellence in teaching, research, and service to the
University. Promotion, although it may be associated with
seniority within the University, must in its essential nature
be related to the University's recognition of a scholar’s real
achievements.

In keeping with the University's commitment to foster a cli-
mate of respect for equity and diversity, standards for tenure
and promotion must recognize research and professional
contributions in an equitable way. This means acknowledging
diverse career paths, traditions and values.

The following outline of promotion through the ranks is a
mere average profile; it is put forth to give members of faculty
a general notion of what is to be expected,; it is not, however,

a set of rules. Candidates for tenure and promotion will move
at varying rates, according to their own patterns of profession-
al growth.

C.1. Professorial Ranks
C..1. Assistant Professor

In some Faculties promotion to this rank is seen as
automatic upon the completion of a Ph.D; in other
Faculties this degree is not an appropriate indication
of achievement. Clearly, it is possible for junior
scholars to demonstrate that they are already mature
professionals who have completed their training
and have embarked upon their careers. The Com-
mittee is sensitive to the different indications of
this level of achievement prevailing in the different
departments/divisions/ schools and Faculties. The
Committee will not use a single scale to judge all
candidates, but will be guided by the initiating unit’s



and the Faculty's own criteria. Nevertheless in all the
Faculties of the University, an Assistant Professor-
ship should mean that the years of apprenticeship
are over and that the student has now become a
scholar.

C.1.2. Associate Professor

An Associate Professor is a matured scholar whose
achievements at York and/or elsewhere have earned
their colleagues’ respect as an individual of superior
qualities and achievements. A normal expectation of
promotion to Associate Professor would be between
three to six years of service in the rank of Assistant
Professor.

C.i3. Professor

A Professor is an eminent member of the Univer-
sity whose achievements at York and/or in their
profession have marked them as one of the scholars
from whom the University receives its energy and
strength. Clearly this level of achievement cannot be
identified with serving several years as an Associ-
ate Professor; nevertheless, the rank should not be
considered a form of apotheosis. The rank of Profes-
sor should be within the expectancy of all Associate
Professors.

C.2. The Relation of Promotion to Tenure

The Preamble has expressed the distinction between the
principle of tenure and the principle of promotion. The
decision to grant tenure is one of the most important
relationships between the faculty member and the Uni-
versity, since it confers upon the scholar a continuing ca-
reer appointment. It is, therefore, reasonable to assume
that a candidate who has been judged to have met the
standards for tenure, normally will also merit promotion
to the rank of Associate Professor.

An exceptional case, where tenure may be granted
and promotion delayed, may involve individual cir-
cumstances such as one or more of the following, for
example:

(@) medical circumstances — where certain extended
and severe medical problems have delayed a candi-
date from realising their promise;

major change in field of academic concentration;
documented high promise of excellence or high
competence in the three criterion categories to be

—_—
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realised in the immediate future (i.e., no longer
than two years);

(d) exceptional conditions where extraordinary service
was rendered by a candidate.

Granting tenure and delaying promotion shall nor-
mally be reserved for candidates in their final year of
Candidacy.

D. Appointments Leading to Tenure

D.1.

Classes of Full-Time Appointments

Full-time appointments to the faculty of York University
fall into the following classes:

(@) those that confer probationary status, implying that
the University will give serious consideration to the
granting of tenure;

(b) those which place the faculty member in a “Separ-
ate Stream” of faculty, under the terms of Senate
legislation approved 22 June 1972;2

(c) those which confer tenure, which is awarded only
to faculty members of professorial rank or at the
senior levels of the Separate Stream;

(d) those made in exceptional cases, where the Univer-
sity finds it necessary to make appointments with a
contractually limited term, carrying no implication
of renewal or continuation beyond the stated term
and no implication that the appointee is on proba-
tion for a permanent appointment.

. Probationary Appointments

Most initial appointments at York are probationary. The
purpose of the probationary appointment is to provide
the University and the candidate an opportunity for
mutual appraisal. Probation does not imply that tenure
and promotion will be granted, but it does imply that
the University gives serious consideration to such an
appointment during that period.

Two sequential probationary periods are used at York:
D.2.1. Pre-Candidacy
Assistant Professors and Lecturers normally be-

come pre-candidates upon appointment. The period
of Pre-Candidacy will not normally exceed three

2 For purposes of this document, “Separate Stream” and “Teaching
Stream” are equivalent.



years. The purpose of Pre-Candidacy is to allow
the adjudicating unit time to determine whether it
wishes the individual's appointment to be con-
tinued into Candidacy. Normally, an individual will
successfully move from Pre-Candidacy to Candi-
dacy. This transition allows the unit to assess and
advise the candidate. Units will review a candidate’s
performance in the areas of teaching, professional
contribution and standing, and service. Procedures
to be followed in making this determination are to
be found in the “Procedures Governing Decisions
on Advancement to Candidacy’. The Dean3 of the
Faculty shall inform the Secretary of the University
of the final decision in each case.

D.2.2. Candidacy

During the period of Candidacy, which extends up
to three years beyond Pre-Candidacy, the eligibility
of the person for a continuing appointment, i.e.,
tenure, must be determined by the adjudicating
unit by 1 November of the year in which the candi-
date’s file comes forward. Under no circumstances
can a faculty member be required to come up for
consideration for tenure (and/or promotion) in the
first year of Candidacy if they do not wish so to be
considered. The adjudicating unit must prepare a
complete file for all members of faculty not later
than their second year of Candidacy. The decision
of the Adjudicating Committee must be sent to the
candidate by 1 November. The complete file shall
be forwarded to the Review Committee, regardless
of the recommendation, which may be positive,
negative or delay. A recommendation to delay is
realistic only if substantial change is necessary to
allow a positive recommendation. Where a delay
recommendation is first made, the candidate shall
be informed of the reasons for that recommenda-
tion by that body. For those candidates for whom a
final decision has not been made in the second year
of Candidacy, a positive or negative recommenda-
tion must come forward from the adjudicating unit
and be sent to the candidate before 1 December of
the third year of Candidacy. In any reconsideration
of cases where a previous delay or negative decision
has been made, all the material contained in the
previous file shall be retained and brought before
each committee that reconsiders the case.

3 For purposes of this document, “Dean” refers to Faculty Deans and the
Principal of Glendon.
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Except in extraordinary circumstances, any promo-
tion and tenure decision must be based solely on
information contained in the candidate’s file.

D.2.3. Length of Probationary Period

The two phases, Pre-Candidacy and Candidacy, may
not total more than six years. In the exceptional case
of Pre-Candidacy lasting four years and the individ-
ual then being moved into Candidacy, the period of
Candidacy shall be two years, those years being, in
the terms of this document, the first year and the
final year of Candidacy.

D.2.4. Extension of Probationary Period for Preg-
nancy or Primary Care Giver Leave

For those faculty members appointed in the proba-
tionary/tenure stream, candidates who qualify for
pregnancy or primary care giver leave shall, upon
request, receive an extension of their probationary
period for one year. Normally, candidates must have
qualified for pregnancy or primary care giver leave
and must have made the request for an extension
prior to the adjudicating unit’s decision on their
Candidacy 3 application. The Secretary of the Uni-
versity must be informed of all such extensions.

D.2.5. Termination of a Probationary Appointment

The termination of a probationary appointment is
not the specific concern of the Senate Committee
on Tenure and Promotions. Candidacy is a pro-
tected period, during which a faculty member’s
appointment may be terminated only for cause,

by a negative decision on tenure, or for budgetary
reasons. In any event, for candidates for tenure, and
for faculty who have served as full-time probationary
appointees for three years or more, notice that a
probationary appointment is not to be renewed shall
be given no later than one calendar year before the
appointment is to terminate.

D.3. Initial Appointment as Lecturer

The status of Lecturer varies in the University from
department to department and from Faculty to Faculty. It
represents an initial appointment and temporary status,
subject to the following guidelines:

(@) Each person appointed to the rank of Lecturer shall
be informed in writing at the time of appointment



D.4.

D.s.

as to what conditions and length of service are
expected to be fulfilled for subsequent promotion
to the Assistant Professor rank. A faculty member
shall not remain in the Lecturer rank for longer
than three years.

(b) Promotion from Lecturer to Assistant Professor is
not a matter for express action by the Senate Com-
mittee on Tenure and Promotions. Such promotions
shall be made using the standard appointment
form.

Initial Appointment as Assistant Professor

Persons appointed initially at the rank of Assistant
Professor will enter into the Pre-Candidacy period. Pro-
gression through Pre-Candidacy and Candidacy will be
governed by performance and by the norms governing
progress in the particular departments/divisions/schools
and Faculty, provided that the decision regarding tenure
is taken before the end of the sixth year of service. It is
possible that the Pre-Candidacy and Candidacy periods
may be shortened in the case of persons with service
elsewhere. The Dean shall inform the Faculty Tenure
and Promotions Committee and the Secretary of the
University of the decision in each case.

Initial Appointment as Associate Professor or Professor

In the case of candidates whose initial appointment at
York was made at the level of Associate Professor or Pro-
fessor, the first year of service would initiate the Candi-
dacy phase unless an agreement to the contrary has been
reached between the University and the candidate. Thus,
it is the responsibility in such cases for the initiating unit
to forward a recommendation for tenure not later than
the second year of Candidacy whether the recommen-
dation be positive, negative, or delay. Normally, a faculty
member appointed at this level should have completed
one year of service with the University before being
proposed for tenure.

D.6. Denial of Tenure

A faculty member denied tenure during the Candidacy
phase of a probationary appointment shall be given
notice of termination on or before 30 June in the year
in which the decision to deny tenure is made, that the
next academic year commencing 1 July and conclud-
ing 30 June shall be the terminal year of employment.
Reappointment for a subsequent period would be most
unusual and would only be made subject to conditions
governing contractually limited appointments.

12



Sabbaticals and Leaves of Absence

The period spent on sabbatical leave will count as service even
though the faculty member is not engaged at York in teaching
and other normal activities of University life. On the other
hand, leaves of absence other than sabbaticals may extend
from short to very long periods of time. In every case of leave
of absence, provision for credit or non-credit of such time

to the years of service to York University should be arranged
in advance by written agreement between the candidate, the
Chair of the department/division/school and the Dean.

Procedures for Tenure and Promotion
F.1. Overview of the Process

1.  Proceedings to assess a candidate for tenure and/or
promotion will normally be initiated by the Dean or
department/division/school Chair of the candi-
date’s home unit (the initiating unit). Proceedings
may also be initiated by the candidate or by other
interested parties within the academic body of the
University. Except for applications for tenure in
Candidacy 2 or 3, which are required to be prepared
and assessed, no file will be prepared without the
consent of the candidate.

2. Afile will be prepared for each candidate under
the direction of a File Preparation Committee and
assessed in the first instance by an Adjudicating
Committee.

3. The complete file will proceed from the Adjudi-
cating Committee, via the Dean of the candidate’s
home Faculty, to a Review Committee involving
Senate. The file will then pass to the President for
their recommendation to the Board of Governors.
A candidate may ask for reconsideration of their
file by any committee tendering a negative or delay
recommendation.

F.2. General Rules

1.  Deliberations of all adjudicating or reviewing
commiittees shall be in camera and completely
confidential.

2. The candidate shall have the right to appear in
person, with or without a representative, before
any adjudicating or reviewing body in the tenure
and promotion process, for the purpose of making
a statement or providing clarification with respect
to substantive or procedural matters concerning
their file. A written record of the statement and/or

3
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information so obtained shall be added to the file
and forwarded to the candidate.

Candidates shall have the right to review their
complete file at any stage subject to the exceptions
outlined in F.3.1.6. Confidentiality and the
Candidate’s Right to Know.

Whenever it is required that a report or letter be
copied to a candidate, it shall be sent by priority post
(or such alternative service as will guarantee secure
delivery within two business days).

The candidate shall be kept informed in writing
about the progress of their case at each point where
a recommendation is made to the next higher com-
mittee, and shall be given 15 days from the date of
mailing of the notification at each point to provide
additional material before the file is forwarded to
the next committee.

To the extent possible, those responsible for nom-
inating members to adjudicating and reviewing
committees will strive to ensure broad representa-
tion of disciplines or sub-disciplines and to ensure
representation of both men and women. No person
shall serve simultaneously on tenure and promo-
tions committees (including the Senate Tenure and
Promotion Appeals Committee) at different levels.
Each Faculty shall have a Tenure and Promotions
Committee, elected in accordance with its normal
procedures.

In Faculties without departments, divisions or
schools, the Faculty Committee will serve as the
Adjudicating Commiittee.

Where files are prepared and adjudicated in depart-
ments, divisions or schools, the Faculty Committee,
augmented by two members seconded from the
Senate Committee on Tenure and Promotions, will
act as a Review Committee. In addition, they will
review standards applied in local units to ensure
that they are in accordance with Faculty standards
and criteria.

If a member of the Review Committee has con-
sidered a file as a member of an adjudication
committee they shall not take part in consideration
of the file at the review level.

Before the adjudication of a file at the Faculty or
Senate level, a candidate may challenge the partici-
pation of a member of the Adjudicating or Senate
Review Committees on the grounds of a reasonable
apprehension of bias. Such a challenge must be
supported by facts constituting grounds. The Senate
Tenure and Promotion Appeals Committee will rule
on the challenge, and if it is upheld, the committee
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member in question shall recuse themselves from
consideration of the file.

12. In all Faculties, the Faculty Committee will delib-
erate on Faculty tenure and promotion policy and
make recommendations on such policy to Faculty
Council and the Dean.

13. The Senate Committee on Tenure and Promotions
will review adjudication in Faculties which do not
have departments, divisions or schools.

14. The Senate Committee will also review changes in
standards for tenure and promotion in Faculties and
advise on ways to ensure that local standards are in
accord with University criteria and procedures.

F.3. Procedures
F.3.1.  File Preparation
F3.11 General

(@) Files shall be prepared in the initiating
unit by a committee of no fewer than
three persons: one named by the can-
didate (ordinarily, but not necessarily,
from their home unit) and two named
by, and normally from, the Adjudicat-
ing Committee. All members of the
File Preparation Committee shall be
probationary or tenured members of
faculty.

(b)  The File Preparation Committee has
the responsibility of assembling a file
which is complete and which fairly and
accurately reflects the candidate’s aca-
demic career at York and/or elsewhere.
It will be responsible for presenting
diverse career paths fairly and effect-
ively, so that candidates’ professional
contribution and standing, teaching
and service can be equitably assessed.
Where a candidate is appointed at
the level of Pre-Candidacy 3 or later
in the probationary period, the File
Preparation Committee will make
reasonable efforts to obtain teaching
evidence from the candidate’s previous
institution, consistent with the terms
of Section F.3.1.2. The File Preparation
Committee will not adjudicate the file.

(¢) The only commentary provided by
the File Preparation Committee shall
be factual information required to

5



contextualize the evidence in the file
(e.g., background information on
external referees). The candidate will
be given the opportunity of reviewing
any such contextualizing commentary
before the file goes to the Adjudicating
Committee.

F3.1.2. Teaching

(a) Evaluation by Collegial Referees

)

(i)

Two referees will be selected by the
File Preparation Committee and
one by the candidate. Such referees
will be internal to York; however
there may be cases where it is
appropriate to solicit the opinions
of referees outside the University.
Referees for teaching shall be
provided with copies of course out-
lines, assignments and handouts,
and such other materials as the
candidate deems relevant.

(iii) Candidates may wish to prepare

a teaching dossier for the use of
referees, encompassing course
materials, a statement of teach-

ing philosophy, reflections on
pedagogical strategies and other
relevant information. The teaching
dossier shall not ordinarily become
part of the tenure/promotion file.
Candidates should consult the
Senate Committee on Teaching
and Learning’s Guide to Teaching
Assessment and Evaluation and
Teaching Documentation Guide for
more details and may seek advice
from the Teaching Commons.

(iv) The three referees shall visit

classes taught by the candidate and
observe their teaching, taking care
to ensure coverage of all relevant
teaching formats (e.g., lecture,
seminar, studio, etc.).

When the File Preparation Com-
mittee determines it is appropriate,
the Committee will solicit letters of
reference on teaching from those
faculty members and teaching
assistants with whom the candidate
has taught.
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(b)  Evaluation by Students

(i) The File Preparation Committee
will:

(@) ensure that teaching evalu-
ation is conducted wher-
ever the candidate teaches;

(b) compile a random sample
of student names from the
candidate’s most recently
taught graduate and under-
graduate classes and solicit
letters from the students
commenting on the candi-
date’s teaching;

() invite graduate students
who have previously been
supervised by the candidate
to write letters of reference
concerning the candidate’s
teaching.

(ii) The candidate may add additional
names to comprise up to one-third
of the students solicited.

(iii) Only signed letters and comments
shall be included in the file.

(iv) Units are encouraged to ensure
that student evaluations of teaching
are collected in each year for pro-
bationary faculty. Such evaluations
shall include an opportunity for
students to provide confidential
signed comments.

F.3.13. Professional Contribution and Standing

(a)

The File Preparation Committee shall
compile a list of potential referees for
professional contribution and standing,
and the candidate will be permitted to
add further names not to exceed one
quarter of the total names on the list.
The File Preparation Committee shall
solicit references from a minimum

of three referees, external to York and
at “arm’s length” from the candidate.
Referees are not at “armi’s length” if the
candidate has had a prior professional
involvement with them (e.g., as thesis
supervisor, co-author, close colleague
within the field, etc.) or has had a
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F.3.1.4.

significant personal relationship with
them.

Exceptions to the “arm’s length” rule
shall be made only if, in the opinion
of the File Preparation Committee, the
only referees available to assess work
done in a particular field are persons
with whom the candidate has had a
prior professional involvement. The
reasons for choosing such referees
should be explained in the file.

It will rarely be the case that references
should be sought from more than five
or six referees. However, applications
for promotion to senior ranks may
require more external references than
those for tenure and promotion. When
the breadth or interdisciplinarity of a
candidate’s work is such that few, if
any, referees will be expert in all areas
of the candidate’s scholarship, it may
be necessary to share responsibility for
the assessment of professional contri-
bution and standing among more than
the minimum number of referees.
The File Preparation Committee shall
solicit comment from co-authors/
co-investigators on the nature of the
candidate’s contribution to joint work
(or work produced as part of a team or
group).

Although no maximum number of
references is specified, the File Prep-
aration Committee shall endeavour, to
the extent consistent with fairness to
the candidate and with an accurate as-
sessment of their scholarly or creative
work, to limit the number of references
sought.

Candidates will be advised what materi-
al is being sent to external referees and
may add such other material as they
believe is relevant.

Service

(@)

The File Preparation Committee shall
compile a selection of referees (from
both units, where a candidate is joint or
cross-appointed) familiar with the can-
didate’s service to the University, and
the candidate may add up to one-third
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F.3.1.5.

more names (up to one-quarter of

the total names on the list). Normally
such referees will be internal to York;
however there may be cases where it

is appropriate to solicit the opinions of
referees outside the University.

(b) When it determines that it is appro-
priate to do so, the File Preparation
Committee may solicit the opinions of
referees outside of the University.

()  Unless the File Preparation Committee
is of the opinion that the candidate has
an extraordinary breadth of service that
should be reflected in full in the file,
references need not be solicited from
more than three referees.

(d) Candidates shall advise the File Prepar-
ation Committee of any material they
believe is relevant and must be sent to
referees, and provide such material to
the File Preparation Committee who
shall in turn provide copies to referees.

Contents of the File

The contents of a candidate’s application file for
tenure and/or promotion will be determined by the
File Preparation Committee, in consultation with
the candidate and according to Faculty and (where
relevant) department/division/school guidelines,
and as a minimum will include:

(@)

(b)

Copies of tenure and promotion guidelines
of the candidate’s Faculty and (where rel-
evant) department/division/school;
(Candidates for Tenure) A copy of the letter
advising the candidate of their advancement
to Candidacy for tenure (or letter of appoint-
ment, if the candidate was appointed in
Candidacy) which normally shall indicate
the standards that the candidate is expected
to meet if tenure and promotion are to be
granted;

A curriculum vitae designed to provide a
comprehensive record of the candidate’s
teaching, professional contribution and
standing, and service;

A list of referees whose letters are included
(with an indication which referees were
selected by the candidate);

Sample copies of letters sent to solicit
references;
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(f)
(8

(h)

F.3.1.7.

Letters of reference;

Reviews (if available) of published scholar-
ship or creative production;

Statements from co-authors/collaborators on
the nature of the candidate’s contributions to
joint work;

Statistical summaries and analysis of all
quantifiable material, together with any
signed comments, from student teaching
evaluations;

A candidate’s personal statement, if any.
Candidates will be encouraged to include a
brief personal statement (normally not more
than 2000 words). Such a statement will
normally provide an assessment of one’s
career progress and an explanation of any
anomalies (e.g., career interruptions);

If applicable, any other material about their
joint or cross-appointment that the candidate
thinks is appropriate should be included.

Confidentiality and the Candidate’s Right to
Know

The candidate shall be apprised of the names
of all referees solicited on their file. (Ref-
erees are to be identified in the file as being
nominated by the candidate or the initiating
unit.)

The candidate may review all material in
their file, except for original copies of letters
of reference from colleagues or students, or
original copies of signed student comments
from course evaluation questionnaires.

Letters of Reference and Evaluations

(@) The File Preparation Committee shall
inform referees that letters of reference
must be written in such a form that the
writer's name, address and all con-
textual information will be contained
in a header and shall inform referees
that the header and signature will be
removed or masked and the remaining
text of the letter will be photocopied
and provided to the candidate.

(b) In order to be used as part of the
tenure/promotion file, comments
on teaching evaluation forms shall
be signed. The comments will be
presented in their entirety to the

20



candidate, minus contextual identifiers
and student signatures. Comments
included in tenure/promotion files will
indicate from which courses they were
drawn. Teaching evaluation forms shall
inform students of this procedure.

F.3.2.  Adjudication of the File

F3.2.1

(@)

(b)

(d)

Adjudication

The principal substantive assessment of a
candidate’s file takes place in an Adjudicat-
ing Committee within the candidate’s home
unit.

In Faculties with departments/divisions/
schools, files will be assessed by a commit-
tee constituted at the level of the depart-
ment/division/school. In Faculties without
departments/divisions/schools, files will be
assessed by a committee constituted at the
Faculty level.

For tenure files, the Adjudicating Committee
will review the evidence in the file and in-
clude in a report the detailed results of votes
on professional contribution and standing,
teaching and service rated as excellence, high
competence, competence or competence not
demonstrated, and the vote on the recom-
mendation for tenure and promotion. For
promotion to Full Professor files, the Adjudi-
cating Committee will review the evidence in
the file and vote only to promote or delay.

An Adjudicating Committee will consist of

a minimum of six and a maximum of eight
probationary/tenured faculty and normally
two, but not more than three students. A
majority of faculty members on the Adjudi-
cating Committee shall have tenure.

In units where the size of the unit makes it
impossible to appoint enough members to
the Adjudicating Committee, and in such
other circumstances as they and the candi-
date agree are appropriate, the Chair (where
applicable) and Dean of the unit, in consul-
tation with the candidate, will strike a special
Adjudicating Committee on an ad hoc basis.
Small Faculties with departments/divisions/
schools may elect to constitute the Adjudi-
cating Committee at the Faculty level, in
order to avoid the problem of finding enough
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people to make up the Committee in very
small units.

(g  The level of achievement required for the
granting of tenure and promotion is identical
for first, second and third year Candidacy
consideration.

F.3.2.2. Adjudicating Committee’s
Recommendations

(@) The Adjudicating Committee report
shall contain a decision to recommend
tenure and promotion, tenure without
promotion, promotion (in the case
where a candidate already has tenure),
delay, or rejection, with detailed rea-
sons for the decision. In exceptional
cases tenure without promotion may be
recommended (see C.2. The Relation of
Promotion to Tenure).

(b) The Adjudicating Committee shall
make a recommendation of delay in the
second year of Candidacy only when
a file falls significantly short of the
required standard. When the Adjudi-
cating Committee concludes that the
file falls short of the required standard
but the shortfall is not significant
and there is clear evidence that the
file will be of satisfactory strength by
the following year, it shall weigh that
evidence against the disadvantage to
the candidate of a delay and deter-
mine whether tenure and promotion
should be recommended. However, a
shortfall in meeting the standards for
tenure and promotion is not grounds
for recommending tenure but delaying
promotion which, in accordance with
Section C.2., is to be recommended in
exceptional circumstances and is nor-
mally reserved for candidates in their
final year of Candidacy.

F.3.2.3. Adjudicating Committee’s Report

(@) The Adjudicating Committee’s written
report of its determination shall be
sent to the Dean of the Faculty, setting
forth a decision to recommend one of
tenure and promotion, tenure without
promotion, delay or rejection, or in
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cases where the candidate already has
tenure, promotion or delay with clear
and detailed reasons for the decision.

(b)  The report will be added to the file and
copied to the candidate.

F.3.2.4.  Reconsideration

(@) The Adjudicating Committee’s report
will constitute notice of recommenda-
tion and the candidate will have 15 days
from the date of mailing to add materi-
al in writing to the file for considera-
tion by a Review Committee and/or, in
the event of a negative or delay recom-
mendation, to request reconsideration
by the Adjudicating Committee.

(b)  Following any reconsideration, the
Adjudicating Committee will add its
recommendation to the file, copy it
to the candidate, and send the file to
the Dean for transmittal to the Senate
Committee.

F.3.3.  Dean’s Letter

I The Dean will write a letter of transmittal
to the Senate Committee, in which they
will either concur in the judgement of the
Adjudicating Committee or dissent from that
judgement. In the latter instance, the Dean
will give reasons for their recommendation.

In cases where the file has been referred
back to the Adjudicating Committee by

the Senate Committee for reconsideration
pursuant to F.3.4. the Dean will write a letter
of transmittal to the Senate Committee as
follows:

(@) if'the Adjudicating Committee did not
change its judgement on reconsider-
ation they will simply note without
reasons concurrence or dissent in the
judgement of the Adjudicating Com-
mittee on reconsideration;

(b)  If the Adjudicating Committee changed
its judgement on reconsideration they
will either concur in that judgement of
the Adjudicating Committee or dissent
from that judgement. In the latter
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instance, the Dean will give reasons for
their recommendation.

2. The Dean’s letter will be copied to the
candidate.

3. The candidate will have 15 days from
the date of mailing to add material in
writing to the file for consideration by a
Review Committee and/or, in the event
of a negative or delay recommendation,
to ask the Dean to reconsider their
recommendation.

F.3.4.  Review of Adjudication by a Senate Review
Committee

I Where the Adjudicating Committee is con-
stituted at the level of department, division
or school, the Review Committee will be
constituted as a sub-committee of the Senate
Committee on Tenure and Promotions
and composed of the Faculty Tenure and
Promotion Committee with the addition of
two members of the Senate Committee on
Tenure and Promotions.

2. Where the Adjudicating Committee is
constituted at the Faculty level, the Review
Committee will be a duly constituted panel
of the Senate Committee on Tenure and
Promotions. Quorum for a panel will be the
panel less one.

3. The Senate Committee on Tenure and Pro-
motions will consist of at least six members,
elected by Senate in accordance with Senate’s
general procedures for election to commit-
tees and particular criteria for election to this
Commiittee, as they may be amended from
time to time by Senate.

[Note: For purposes of reviewing files, two mem-
bers of the Senate Committee will be seconded
to each Faculty in which files are adjudicated

at the department/division /school level. Those
members will also take part in review of files
from non-departmentalized Faculties by the
Senate Committee.]

4. In reviewing recommendations from
the Adjudicating Committee, the Review
Committee will not consider a file de novo
but will evaluate the recommendation of the
Adjudicating Committee to ensure that the
procedures set out herein have been followed
and that the criteria used in the evaluation
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of the file have been applied fairly and in

accordance with University standards.

When material is added to the file after a rec-

ommendation of the Adjudicating Commit-

tee, the Review Committee shall determine
whether the additional information consti-
tutes substantive new evidence which might
affect the Adjudicating Committee’s assess-
ment and recommendation. If the Review

Committee determines that the material may

affect the assessment and recommendation,

it shall return the file with the additional
material to the Adjudicating Committee for
reconsideration.

When the Review Committee determines

that the procedures have been followed in

all material respects, that the appropriate
criteria have been fairly applied and that the
judgement of the Adjudicating Committee
concerning application of University stan-
dards is correct, it will concur in the judge-
ment and forward the file to the President.

(a) If the Review Committee concludes that

the criteria and procedures have been fairly

applied, but that the evidence in the file does
not support the judgement of the Adjudi-
cating Committee in that the candidate
recommended for tenure and/or promotion
has not met the University’s standards, or
that the candidate recommended for rejec-
tion or delay has in fact met the University's
standards, it will add its recommendation to
the file and forward it to the President.

(b) Where the Review Committee dissents
from the recommendation of the
Adjudicating Committee, it will provide
reasons in writing.

When the Review Committee determines

that procedures have not been followed and/

or that the appropriate criteria have not been
fairly applied, it shall send the file back to
the Adjudicating Committee and require that
the proper procedures be followed and the
file be reconsidered with the criteria being
fairly applied. Upon receipt of a file from

the Review Committee for reconsideration,
the Adjudicating Committee will meet as
soon as is possible and reconsider the file in
accordance with the directions of the Review

Committee, make a decision, report, and

return the file to the Review Committee who
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F.3.5.

F.3.6.

I0.

will review it and act in accordance with the
procedures above.

When the Review Committee finds that
there are procedural irregularities but they
were not such as may reasonably be deter-
mined to affect the outcome in the particular
case, it will concur in the recommendation,
forward the file to the President and convey
its procedural concerns to the Adjudicating
Committee for its information.

The Review Committee will copy the can-
didate on its report to the President. The
candidate will have 15 days from date of
mailing to, in the event of a negative or delay
recommendation, request a reconsideration,
to appeal where permitted (see F.3.6.) to

the Senate Tenure and Promotion Appeals
Committee and/or to add material to the file
before the file is considered by the President.

Senate Committee Report to Senate

The Committee shall report to Senate on its work,
and that of its Sub-Committees, at least three times
each year.

Appeals to the Senate Tenure and Promotion Ap-
peals Committee

I.

Appeals against recommendations of a Re-
view Committee shall be heard by the Senate
Tenure and Promotion Appeals Committee
in the following circumstances: a negative
recommendation by the Review Committee
for tenure, or a delay decision for promotion
to full professor.

Membership of the Senate Tenure and
Promotion Appeals Committee shall be six
members, elected by Senate in accordance
with Senate’s general procedures for elec-
tions to commiittees and particular criteria
for election to this Committee, as they may
be amended from time to time by Senate.
Normally nominations for election to this
Committee should be of persons who have
previously served on the Senate Tenure and
Promotions Committee or Sub-Committees.
Upon receipt of the Review Committee’s rec-
ommendation, a candidate may appeal to the
Senate Tenure and Promotion Appeals Com-
mittee and shall have 15 days from mailing
of the Review Committee’s recommendation
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to give notice in writing of such an appeal

to the Secretary of the Senate Tenure and

Promotion Appeals Committee.

(a)  Upon receiving notice of an appeal,
the Senate Tenure and Promotion
Appeals Committee shall expeditiously
meet and consider the candidate’s file
and the decisions and reasons of the
preceding committees and make a deci-
sion as to the disposition of the appeal.

(b) Through its Chair, sTapAC may seek
information from the Senate Review
Committee (src) if it deems it neces-
sary to do so. In this event:

(i) the appellant will be notified that
submissions from the src will be
sought and of the reasons for doing
SO;

(ii) a copy of the notification to the
appellant will also be provided to
YUFA;

(iii) the appellant will be provided a
copy of any submission received
from the src and will be given 15
days to provide a reply, or such
longer period as sTapac determines
is reasonable in the circumstances;
the appellant will also be advised of
their right to seek advice from yura.

(c) The Senate Tenure and Promotion
Appeals Committee may concur in the
judgement of the Review Committee or
may substitute its judgement as to the
recommendation for that of the Review
Committee.

(d) The Senate Tenure and Promotion
Appeals Committee will provide the ap-
pellant, the Review Committee and the
Adjudicating Committee with a letter
setting out the disposition of the appeal
and the reasons for its decision, and
will report its finding to the President.

The Senate Tenure and Promotion Appeals

Committee shall consider and rule on chal-

lenges to the participation of a member of

the Adjudicating or Senate Review Commit-
tees on the basis of reasonable apprehension
of bias.
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G. President

The President may exercise discretion to seek advice as they
deem appropriate prior to making the final decision on a
tenure and/or promotion application.

H. Temporal Equity

I.

Any changes to the procedures set out herein, or to

the University's criteria or standards, shall of neces-

sity evolve slowly and incrementally. Every Faculty and
(where appropriate) department/division/school shall
from time to time establish explicit written standards on
the basis of which the University criteria for tenure and/
or promotion shall be amplified and applied.

The initiating unit shall advise faculty members in
writing of the standards expected of members of the in-
itiating unit, at the time of their appointment and again
when they are advanced to Candidacy for tenure. The
Chair of each department/division/school, or the Dean
of the Faculty in non-departmentalized Faculties, shall
write to each candidate advising of their advancement to
Candidacy and shall, in that correspondence, assess the
candidate’s career to that time and indicate as specific-
ally as possible what expectations will have to be met if
tenure and promotion are to be awarded.
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Teaching Stream Document
A. Preamble

In the large multifaceted institution that York University has
become, it is apparent that the duties required of some mem-
bers of faculty are significantly different from those required of
most faculty members. In contrast to the functions performed
by members of the Professorial Stream — teaching, research,
and service to the University — the main responsibility of faculty
in the Teaching Stream is teaching. Thus, extensive preparation
and a large number of contact hours per week in the classroom,
laboratory or studio are required of individuals in this stream.

In addition, it is expected that these individuals will partici-
pate in related activities in the undergraduate program, such
as serving on committees and engaging in administrative
work including, perhaps, the supervision of other persons
engaged in teaching. Because of their specific responsibilities
and their time commitment to teaching, it is not expected
that members of the Teaching Stream will engage in basic
research, that is, research that is not directly related to their
teaching responsibilities. It may be that some individuals in
the Teaching Stream will, without prejudice to their other
duties, find time to engage in basic research. Since it is basic
research which is the very essence of the differentiation
between members of the Professorial and Teaching Streams,
these individuals should be advised that the requirements for
advancement in the Teaching Stream will not normally be
met by basic research. Of course, any research related to the
Teaching Stream member’s course work will be considered
with their teaching performance.

Although the qualifications for appointment and the career
aspirations of individuals in the Teaching Stream differ from
those in the Professorial Stream, and although the only com-
mon element in the streams is the procedure of evaluation
for tenure and promotion, it is the wish of the University that
both streams be afforded full dignity and recognition. Appro-
priate procedures and criteria have been developed over the
years to enhance and protect the dignity of the Professorial
Stream.

The University hopes that this document will do the same for
individuals in the Teaching Stream.
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Since the Teaching Stream sets up a career orientation that is
substantially different from that of the Professional Stream,
this document does not foresee the possibility of transfers
or joint appointments between the streams. In those cases
where qualifications and aspirations change, movement
across the streams would, of course, be possible on the basis
of a new appointment in competition with other qualified
applicants. It must be stressed, however, that neither stream
can be permitted to be a holding place for the other. The use
of the Teaching Stream as a staging ground for individuals
to attempt to become qualified for the Professional Stream
would be antithetical to the spirit of this document and,
indeed, would undermine the very integrity of the Teaching
Stream that this document wishes to promote.

The University's need for specialized teaching skills in certain
areas is the raison d'étre of the Teaching Stream, and thus

the consequent emphasis on teaching therein is reflected in
the criteria for evaluating members of the stream. Indeed,
this need is the basis for requiring that nothing less than
excellence (superiority) in teaching and competence in service
to the University be the required standard for the granting of
tenure to an individual in the stream.

This document establishes one Teaching Stream in the
University and provides the foundation for sub-units of the
University to build upon it. In this way York may strive for a
high standard across the University while allowing for some
flexibility at the local level. Each sub-unit with persons in

the Teaching Stream is asked to submit a statement of its
guidelines in this respect to the Senate Committee on Tenure
and Promotions through its Faculty Council periodically, to
ensure that such guidelines, as they are revised from time to
time, are consistent with this document.

Eligibility for Appointment to the Teaching Stream

The minimum requirement for appointment to the Teaching
Stream is the Master’s degree or equivalent background, nor-
mally with teaching experience. Units with faculty members
in the Teaching Stream must develop hiring criteria through
their Faculty Councils that will ensure that the highest
standards possible are maintained in appointments to the
Teaching Stream.

B.1. Ranks and Patterns of Appointment in the Teaching Stream
The academic ranks in the Teaching Stream are:
«  Assistant Professor, Teaching Stream

«  Associate Professor, Teaching Stream
«  Professor, Teaching Stream
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B.13.

Assistant Professor, Teaching Stream

All persons appointed to the Teaching
Stream will normally be appointed at the
rank of Assistant Professor, Teaching
Stream. An Assistant Professor, Teaching
Stream is one who has achieved proficiency
in one of the areas of specialty of the par-
ticular unit to which they are appointed and
who has some proficiency in imparting that
special knowledge to students. In a normal
appointment an individual would remain at
this rank for their probationary period.

Associate Professor, Teaching Stream

An Associate Professor, Teaching Stream is a
superior teacher who has also demonstrated
a competent level of service to the University
that one would expect from a colleague in
whose hands the care of the University has
been placed by the granting of tenure.

It is because of this trust and because of

its desire to give instruction of the highest
quality that the University establishes a min-
imal threshold over which individuals in the
Teaching Stream must pass to become part
of that trust. In recognition of attainment

of a level of distinction as a superior teacher
whom it wishes to retain, the University
grants a promotion to the rank of Associate
Professor, Teaching Stream with tenure.

It is expected that the Associate Professor,
Teaching Stream will maintain, enhance
and perhaps broaden their capabilities as a
teacher over time. As a tenured member of
the faculty of York University, an Associate
Professor, Teaching Stream is governed by
the general rules of the University relating to
tenured faculty.

Professor, Teaching Stream

The rank of Professor, Teaching Stream de-
notes an individual who exhibits leadership
and makes a substantial contribution as a
teacher and colleague.

Promotion to the rank of Professor, Teaching

Stream is not coincident with a minimum
period of time at the Associate level, nor
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B.2. Procedures

is it a routine progression. The promotion
is granted in recognition of distinguished
accomplishments in teaching and service.

The procedures and levels of consideration given to
tenure and/or promotion cases in the Teaching Stream
shall duplicate exactly those used in the Professorial
Stream, including the concepts of Pre-Candidacy and
Candidacy. See the Tenure and Promotion Policy, Criteria
and Procedures approved 21 March 2002, as amended 24
May 2007 and 28 June 2007, for more information.

B.2.1.

B.2.2.

Letters of Reference and Evaluations

(Excerpted from the Tenure and Promotion
Policy, Criteria and Procedures, Section

F3.1.7.)

(@) The File Preparation Committee shall
inform referees that letters of reference
must be written in such a form that the
writer's name, address and all con-
textual information will be contained
in a header and shall inform referees
that the header and signature will be
removed or masked and the remaining
text of the letter will be photocopied
and provided to the candidate.

(b) In order to be used as part of the
tenure/promotion file, comments on
teaching evaluation forms shall be
signed. The comments will be pre-
sented in their entirety to the can-
didate, minus contextual identifiers
and student signatures. Comments
included in tenure/promotion files will
indicate from which courses they were
drawn. Teaching evaluation forms shall
inform students of this procedure.

Evaluation of Teaching

Since teaching is the prime responsibility of
members of the Teaching Stream, it is essen-
tial that teaching performance be evaluated
both in terms of content and presentation.
Because the relative emphasis of some of the
essential elements of teaching will vary from
unit to unit in the University, the responsib-
ility for defining the criteria and the methods
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for evaluating the criteria are left to the
various sub-units. The lists of criteria and
methods must be submitted to the Senate
Committee on Tenure and Promotions for
approval prior to implementation.

The evaluation of teaching is a difficult,
complex process that must involve both
colleagues and students. Because colleagues
have expertise, previous experience and an
overview of the curriculum of the unit, their
evaluations will be given the most weight in
addressing the question of the teaching pro-
ficiency of the candidate. Student evaluations
by class questionnaires can be very helpful in
assessing the candidate’s ability to communi-
cate the content of the course. The opinions
of former students who have had time to as-
sess the value of the course are also valuable
in assessing the quality of the teaching.

The evaluation of teaching should be an an-
nual process. This annual process is valuable
in determining the strengths and weakness-
es of a candidate’s teaching abilities, forming
a basis for the potential award of merit pay
and arriving at decisions with respect to
contract renewals, as well as forming the
basis of a case for the University to consider
the question of awarding tenure and giving
recognition to its best people.

B.2.2.1. Evaluation by Colleagues

The File Preparation Committee
of the initiating unit is responsible
for obtaining independent collegial
evaluations of the candidate’s
teaching abilities. The teaching
should be judged, of course, by
those colleagues who are most
familiar with the candidate’s area.
In addition, the File Preparation
Committee will normally solicit
evaluations from the department
or program coordinator and course
directors. The detailed, confiden-
tial reports of the evaluators must
satisfy the basis of the evaluation
(for example, class visitation,
examination of course materials)
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B.2.3.

B.2.2.2.

and must be submitted to the File
Preparation Committee.

Evaluation by Students

The File Preparation Committee
of the initiating unit must solicit
confidential letters of evaluation
from randomly selected students
in the candidate’s class and from
former students, preferably those
who have graduated.

A formal questionnaire must be
distributed to all the candidate’s
classes, laboratories or studio
groups and must be returned to the
initiating unit.

The initiating unit must provide
the candidate annually with a sum-
mary of the teaching evaluations,
together with constructive com-
ments where appropriate, and shall
make the questionnaires available
to the File Preparation Committee.

Evaluation of Service

It is expected that each faculty member in

the Teaching Stream will be involved in serv-

ing the University. Thus, the candidate may
fulfill service responsibilities to the Univer-
sity in a manner which best meets the needs
of each particular sub-unit, but will probably
involve one or more of the following:

(1) service on committees at the Depart-
ment, Faculty, Senate or Presidential
level;

(2) fulfilment of administrative
responsibilities.
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Procedures Governing Decisions on
Advancement to Candidacy
Background
Probationary Appointments
Most initial appointments at York are probationary. The purpose of
the probationary appointment is to provide the University and the

candidate an opportunity for mutual appraisal. Probation does not
imply that tenure and promotion will be granted, but it does imply

that the University gives serious consideration to such appoint-

ments during that period.

Normally, Assistant Professors and Lecturers become pre-candi-
dates upon appointment. The period of Pre-Candidacy will not
normally exceed three years. The purpose of Pre-Candidacy is to
allow the adjudicating unit time to determine whether it wishes
the individual's appointment to be continued into Candidacy. Nor-
mally, an individual will successfully move from Pre-Candidacy
to Candidacy. This transition allows the unit to assess and advise

the candidate on progress in the

three criterion areas of teaching,

professional contribution and standing, and service.

Normal Progress through Pre-Candidacy and Candidacy

\

Year 1 Year 2 Year 3 Year 4 Year 5 Year 6
Pre-Candidacy 1 | Pre-Candidacy 2 | Pre-Candidacy 3 | Candidacy 1 | Candidacy 2 | Candidacy 3
Usual stage of I I Usual stage for | May be I Must be I Final
appointment - assessment for | assessed for assessed for assessment
informed of advancement to | T&P T&P for T&P if
T&P standards candidacy (voluntary) delay in C2

v expected
Probationary period begins fé‘gglcee?nfe nt, Probationary period ends
candidate again
informed of T&P
standards expected
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Procedures

1.  The faculty member is normally appointed to the proba-
tionary/tenure stream as a pre-candidate, and normally in
Pre-Candidacy 1. At the time of appointment, the Dean's letter
of appointment shall specify the year of Pre-Candidacy or
Candidacy to which the faculty member has been appointed.
The initiating unit shall advise faculty members in writing of
the standards for tenure and promotion expected of members
of their initiating unit at the time of their appointment and
again when they are advanced to Candidacy for tenure.

2. The home unit! shall make a decision on whether to ad-
vance a pre-candidate to Candidacy, although the process of
advancement to Candidacy may be initiated by the Chair or
Dean of the home unit (as applicable). Normally the decision
on advancement to Candidacy shall be made in the third year
of Pre-Candidacy, or earlier with the consent of the pre-can-
didate. The decision shall be made by the Adjudicating Com-
mittee of the home unit.

3. The decision to advance a pre-candidate to Candidacy shall
be based on an assessment of the pre-candidate’s progress in
teaching, professional contribution and standing and service.
The evidence to be assessed by the Adjudicating Committee
shall include as a minimum:

« acurriculum vitae which documents clearly the candi-
date’s current record in each of the three areas noted
above;

«  available course evaluations (from York and/or previous
institution);

« acandidate’s statement (if provided by the candidate).

4. The chief academic-administrative officer of the home unit
(Chair or Dean, as applicable) may make a recommendation
to the Adjudicating Committee on whether the individual
should be advanced to Candidacy. This recommendation shall
be based on a review of the material on which the Adjudicat-
ing Committee is basing its decision. The Chair’s or Dean’s
recommendation shall be considered by the Adjudicating
Committee before it renders its decision. In the event of a
negative recommendation by the Chair or Dean to the Adjudi-
cating Committee, the pre-candidate shall be advised of this
in writing and afforded the opportunity to answer any or all
of the reasons for the negative recommendation before the
Adjudicating Committee makes its decision.

5.  Extensions of Pre-Candidacy: If the home unit has not made
a decision on whether to advance an individual to Candidacy
by the end of the third year of Pre-Candidacy, this shall result
in an extension of Pre-Candidacy for one year. Nevertheless,

1 Department, Division or School in departmentalised Faculties, or Faculty
in non-departmentalised Faculties.
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the Pre-Candidacy and Candidacy periods together shall not
exceed six years.2

The Adjudicating Committee shall make a decision by consid-
ering the probability that the pre-candidate will satisfy, or fail
to satisfy, the University tenure and promotion criteria and
the unit standards. The decision shall include an assessment
of the candidate’s progress in the three criterion areas, a copy
of the home unit’s standards for tenure and promotion, and
clear guidance to the candidate on meeting the standards for
tenure and promotion.

The Chair of the Adjudicating Committee shall forward the
decision to the Dean of the Faculty. The Dean shall ensure
that the decision is adequately documented; decisions lacking
required information shall be referred back to the Chair of
the Adjudicating Committee for revision. Once finalized, the
decision shall be referred to the Dean for communication to
the pre-candidate by 1 November, with a copy to the Univer-
sity Secretary.3

The Dean of the Faculty shall inform the Secretary of the
University of the final decision in each case.

Substantive Appeal

If the decision is not to advance a pre-candidate to Candidacy,
the faculty member, Chair or Dean may appeal the Adjudicat-
ing Committee’s decision to an appeal committee constituted
as follows:

(a) In departmentalised Faculties, the appeal committee will
be the Faculty Tenure and Promotions Committee.

(b) Innon-departmentalised Faculties, the Faculty shall
determine (via its usual governance mechanisms)
whether all such appeals shall be made to a Faculty level
committee or to the Senate Committee on Tenure and
Promotions.

(i) If the Faculty elects to constitute a standing com-
mittee to hear all such appeals, that committee
shall consist of no fewer than three tenured faculty
members (and normally, nominees for election
to the committee will have served on the Faculty
Tenure and Promotions Committee). Service on the
committee is for three years and normally a third of

2 The Tenure and Promotions Policy, Criteria and Procedures (Section D.2.3.)

w

notes that in exceptional cases a fourth year of Pre-Candidacy may

be allowed, which is followed by Candidacy 1 (may be considered for
tenure-voluntary) and Candidacy 3 (must be considered for tenure) so
that the total probationary period does not exceed six years.

See the yura Collective Agreement clause 12.29 which states, in essence,
that letters of reappointment, termination or non-renewal shall be sent
to probationary faculty in the pre-candidacy period by 1 November,

and that failure to observe the deadline shall automatically entitle the
appointee to an additional year of appointment.
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(ii) If no standing process is put in place to handle such
appeals, substantive appeals against decisions not to
advance a pre-candidate to Candidacy shall auto-
matically be to the Senate Committee on Tenure
and Promotions.

10. No member of a committee considering appeals against deci-
sions not to advance to candidacy may also be (or have been)
a member of the Adjudicating Committee which considered
the candidate for advancement.4

11.  The request for appeal shall be given to the appeal committee
within one month of the notification of the decision not ad-
vance to Candidacy. When material is added to the file after a
decision of the Adjudicating Committee, the appeal commit-
tee shall determine whether the additional information con-
stitutes substantive new evidence which might have affected
the Adjudicating Committee’s assessment and decision. In
which case, the appeal committee shall forward the additional
material to the Adjudicating Committee for comment prior to
the appeal committee making its final decision.

Procedural Appeal

12. If the decision of the appeal committee is not to advance
the individual to Candidacy, they may appeal, on procedural
grounds only, to the Senate Tenure and Promotion Appeals
Committee (sTapAc) within one month of notification of the
Review Committee decision.

13.  sTAPAC shall expeditiously meet and consider the material and
shall make a decision as to the disposition of the appeal on or
before 30 June.

sTaPAcC shall find either:

(a) that proper procedures were followed by the initiating
unit in making the decision, in which case the appeal
will be denied; or

(b) that proper procedures were not followed by the initi-
ating unit in making the decision, in which case the
appeal will be upheld and the matter returned to the
Adjudicating Committee for reconsideration using prop-
er procedures. A decision by stapac to uphold an appeal
on procedural grounds does not constitute a positive
evaluation of the appellant, but is a ruling that proper
procedures were not followed.

14. Where the appeal is upheld, the pre-candidate shall have
one further year of Pre-Candidacy during which time the

4 The Tenure and Promotion Policy, Criteria and Procedures state that
no person shall serve simultaneously on tenure and promotions
commiittees (including the Senate Tenure and Promotion Appeals
Committee) at different levels [Section F.2.6.].
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appropriate Adjudicating Committee will reassess the case
according to approved procedures.

15. Appeal procedures shall be completed by 30 June. A faculty
member should consider themselves dismissed as of 30
June, regardless of appeal procedures, once they have been
informed by the chief academic-administrative officer of
the initiating unit of a decision to terminate the individual's
appointment, with reasons specified, by 1 November of the
Pre-Candidacy 3 year. If the appeal of a decision to terminate
succeeds between 1 November and 30 June, the termination
decision is automatically repealed.

Note: Decisions to terminate appointments are always subject to

the authority of the President and the Board of Governors under
The York University Act.
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Criteria and Procedures
for Promotion and
Continuing Appointments of
Professional Librarians and Archivists

(Article 13)
25 September 1978

Renewed 21 September 2009
Revised 23 March 2022
Preamble

The following criteria and procedures for promotion and continu-
ing appointments of librarians and archivists were developed to
reflect the spirit of the Report of the Senate Committee on Tenure and
Promotion (10 December 1971), and to set out criteria and proced-
ures for librarians and archivists analogous to those applied in the
tenure and promotion of faculty members.

Librarians and archivists’ functions within the academic commun-
ity are not the same as those of faculty members and Senate does
not govern on the promotion and continuing appointments of li-
brarians and archivists as it does with faculty. Academic librarians
and archivists undertake a wide range of professional responsibil-
ities in varied contexts. The core responsibilities include: building
and organizing robust collections, teaching, communicating

and fostering the concepts and skills necessary for academic
achievement and research excellence for both students and faculty
and the community at large, as well as providing leadership in
developing a knowledge infrastructure that enhances research
and learning and provides the essential intellectual resources for
quality teaching and student success.

In addition, we understand it as critical to the University’s
academic mission and to the public good that we develop and in-
terrogate the systems which facilitate and extend both access and
organization of information, and that we provide an overarching
stewardship of knowledge particularly for materials of significant
and enduring value to our scholarly communities. Within the
University, librarians and archivists are also uniquely responsible
for advocating and ensuring the broadest possible access to the
corpus of scholarly knowledge. Academic librarians and archivists
bring deep expertise to the research enterprise by facilitating and
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supporting the lifecycle of scholarship within an evolving informa-
tion landscape.

In this work, librarians and archivists make important contribu-
tions to public discourse and collective memory, and the work
they perform for public and private institutions is an integral part
of the relationship between the University and the community.
Communication with the general public in a variety of forms and
media will be a continuing necessity for the modern university.

1. Criteria

Because promotion and continuing appointments affect
junior members, the criteria below are described so that they
may constitute not only a basis for evaluation after perform-
ance, but also a means for encouraging junior librarians and
archivists before and during performance.

Recommendations concerning promotion and continuing
appointments are based on a librarian and archivist's total
contribution to the Library and the academic community. For
purposes of assessing that contribution, there are three gener-
al areas associated with a librarian or archivist's performance
are evaluated:

1.  Professional performance and knowledge
2. Professional contributions and standing
3. Service
The Adjudication Committee will review all candidates in ac-
cordance with these guidelines and ensure that the guidelines
are applied uniformly and fairly to all cases under considera-
tion. Librarians and archivists under review will be evaluated
in each of the three areas above on the following scale:
Excellent
Highly competent
Competent
Competence not demonstrated
1.1 Professional Performance and Knowledge
There are many functions performed by librarians
and archivists in varied contexts. These functions
include a wide range of activities related to the prac-

tice, development, communication, and application
of expertise to areas such as collection development,
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1.2

teaching, research consultations, resource discovery,
cataloguing/metadata/description, digital infra-
structure development, scholarly publishing, and
data management. For individual librarians and
archivists, specific job responsibilities are defined in
position descriptions.

Since effective library and archival service to the
York community is the primary function of the
Libraries, it follows that every librarian's and
archivist's foremost responsibility is to provide a
high standard of service to the community of users.
Therefore, every librarian and archivist being evalu-
ated for promotion to any rank, or for continuing
appointment, must achieve at least high compe-
tence in this area.

To determine a librarian and archivist’s effective-

ness, the content of an individual's job is considered

in relation to the following factors:

. knowledge and application of best practices
of librarianship or archival theory and prac-
tice (as appropriate);

. initiative, resourcefulness and creative prob-
lem-solving in areas of responsibility;

. quality of judgement in decision making;

. expertise and ongoing professional develop-

ment in areas of responsibility as defined in
the position description;

. effectiveness of contact with library users
and colleagues;
. ability to effectively communicate profession-

al expertise with the user community and
with colleagues, both verbally and in written

form;

. ability and willingness to engage in
responsibilities that broaden knowledge and
expertise;

. adapting to and integrating new methods

and technology to provide better library and
archival service;

. ability to plan, take leadership roles in, and
evaluate sustainable University library or
archival services, resources and functions;

Professional Contributions and Standing

In this area, a librarian’s and archivist's con-
tributions to their profession as a whole are
considered, with an emphasis on those activities
which are addressed to communities external

to York University. Such activities enhance the
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reputation of the University and its Libraries,

and also advance the scholarship, practices, and
values of the professions. Since distinction within
the library profession arises from research and
scholarly work, this area of assessment in-

cludes an evaluation of the following factors: an
assessment of the research and scholarly work;
sharing of professional skills and knowledge with
others through publications, program develop-
ment, lectures, and other modes of scholarship/
debate/critique around professional practice in
librarianship or the archival profession, including
contributions to the development and critique

of provincial, national and/or international
standards and practices; and leadership roles in
professional and scholarly associations.

These activities must not be separated from the
other criteria; they should be weighed in relation
to the central core of responsibility which belongs
to every librarian and archivist not only to trans-
mit, but to extend the boundaries of perception,
understanding, and knowledge in the fulfillment
of all areas of their professional responsibility
(P, Pcs, and Service).

Although publication, performance, and associ-
ation work are not in themselves a guarantee of
excellence, one recognizes that these kinds of pro-
fessional activities are addressed to communities
larger than York University and that, therefore,
they must be judged in this larger professional
context. In certain cases, a distinguished public
expression constitutes prima facie evidence that
the quality of the work has been assessed and
found to be of a high standard; in other cases it
may be necessary to solicit assessments from
specialists in the same field. When the candidate
has written or produced a work as part of a team
or group in a research project, including in the
context of community-engaged scholarship, the
nature of his or her unique contribution must be
identified and assessed.

A librarian’s and archivist's ability to achieve
distinction both inside of York as well as in the
larger professional context, often relates to the
systematic pursuit of further knowledge. There-
fore, consideration will also be given to a candi-
date’s efforts to continue to extend or develop the
level of knowledge of librarianship, archivy and/
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or of specific subjects, through either formal or
informal educational programs.

Service

Librarians and archivists are expected to serve on some
committees as part of their professional responsibilities.
Contributions to other committees, however, especially
those which shape library or academic policies and/or serve
the whole University community, are assessed as an area
where a candidate has displayed sound judgment and know-
ledge of library, archival, and information studies.

Service to the University may take many forms. Service

to the University is performed by librarians and archivists
through participation in the decision-making councils of the
University and through sharing in the necessary admin-
istrative work of the Libraries, other Faculties, the York
University Faculty Association, individual departments/
divisions/schools, or other University bodies. Reviewers will
attempt to distinguish among the kinds of administrative
work in which a librarian or archivist has participated. Con-
tributions through committees and administrative offices
should be assessed as an area for the display of knowledge
and good judgement in the creation of new policies, pro-
cedures, documentation, recommendations, events, courses
and programs. The work of some committees, including
those listed in position descriptions, is routine; obligations
to serve on them are implicit in being a librarian or archivist
and deserve no special weight. Committees relevant to the
making of academic policy, or major duties assumed at the
request of the Libraries, University or the York University
Faculty Association which have led to significant improve-
ments are clearly more important and will be given proper
consideration.

2.0 Eligibility

Ranks for librarians and archivists exist so that the
profession may be internally responsible for admin-
istering its own standards of achievement. Although
there is no absolute relation between ranks and length
of service within the University, there is an association
between ranks and a general pattern of professional
development.

An academic librarian or archivist is a professional
devoted to the pursuit of excellence in the provision of
library and archival service, research, pursuit of con-
tinuing self-development and service to the institution.
Promotion is therefore related to the University's recog-
nition of a librarian’s and archivist's achievements. The
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decision to grant continuing appointment, however,

is more critical than the decision to promote, in that
continuing appointment is concerned with the librar-
ian's and archivist's right to pursue and communicate
knowledge and express opinions in an atmosphere free
of reprisals. Thus, librarians and archivists eligible for
promotion and continuing appointments will move at
varying rates, according to their own pattern of profes-
sional growth.

Years in Rank

Time in rank is based upon a year which begins on

1 July of the calendar year of an individual's appoint-
ment. A “year” for purposes of this document therefore
extends from 1 July to 30 June. Thus, for individuals
appointed in the last six months of a calendar year, the
first “year” ends on 30 June of the following calendar
year; for those appointed in the first six months of a
calendar year, the first “year” ends on 30 June of the
following calendar year.

Patterns of Advancement
The following outline of advancement is an average

profile to indicate what might be expected by librarians
and archivists. It is not, however, a set pattern.

Years Rank Classification
I-3 Assistant Probationary
Librarian/Archivist
(Pre-Candidacy)
4-6 Assistant Probationary
Librarian/Archivist
(Candidacy)
6 & on Associate Continuing
Librarian/Archivist Appointment
10 & on Senior Continuing
Librarian/Archivist Appointment

Promotions and conferral of continuing appointments
are effective the beginning of the next appointment
year.

Minimum time requirements for advancement or
promotion are normally as follows:
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. From Pre-Candidacy to Candidacy — three years’
professional experience including at least one
year at York;

. to Associate Librarian/Archivist and Continuing
Appointment — five years’ professional experi-
ence and at least one year at York;

. to Senior Librarian/Archivist — at least ten years’

professional experience including two years of

outstanding performance as an Associate Librar-
ian/Archivist at York.

The decision to grant continuing appointment forms
one of the most important relationships between a li-
brarian or archivist and the University since it confers a
continuing career appointment. Therefore, it is reason-
able to assume that a candidate who has been judged
worthy of continuing appointment is normally worthy
of being promoted to the rank of Associate Librarian/
Archivist. Nevertheless, there may be exceptional cases
in which promotion is warranted without the conferral
of continuing appointment, or in which continuing ap-
pointment may be granted but promotion to Associate
Librarian/Archivist delayed.

Granting continuing appointment and delaying promo-
tion shall normally be reserved for candidates in their
final year of Candidacy.

2.2.1. Provision for Extensions or Delay of terms of
Pre-candidacy or Candidacy

In exceptional cases, the Pre-Candidacy and Can-
didacy terms may be extended or delayed by one
year to ensure a fair appraisal of a candidate for
either promotion or continuing appointment. The
circumstances under which such an extension
could occur may include, but are not limited to:

(i) medical circumstances — where extended
and severe medical problems have delayed a
candidate from realising their promise;

(i) major change in negotiated position descrip-
tion as set out in 18.17(b);

(iii) documented high promise of excellence or
high competence in the three areas to be
realised in the immediate future (i.e. no
longer than two years);

(iv) exceptional conditions where extraordinary
service was rendered by the candidate;
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(v) extended leave of absence, where provision
for credit or non-credit of such time to the
years of service has been arranged in ad-
vance of the leave between the candidate and
the Dean.

A candidate may request such an exten-
sion or delay by applying in writing to the
Dean within 15 calendar days of receipt of
the Dear’s notification of the initiation of
proceedings, copying the File Preparation
Committee on the application.

2.2.2 Extension of Pre-Candidacy or Candidacy Period
for Pregnancy or Primary Care Giver Leave

Candidates who qualify for pregnancy or primary
care giver leave shall, upon request to the Dean,
receive an extension of their probationary period
for one year. Normally, candidates must have
qualified for pregnancy or primary care giver
leave and must have made the request for an
extension prior to engagement with the File Prep-
aration Committee.

The Chair of the File Preparation Committee
must be informed of all such extensions and/or
delays by the Dean.

2.3 Librarians and Archivists with Previous Experience

Librarians and archivists may be appointed at any rank.
Except in unusual circumstances, a candidate should
complete at least one year of service at York before
being considered for a continuing appointment. The
Pre-Candidacy and Candidacy periods may be short-
ened for librarians and archivists with service else-
where. Librarians and archivists appointed as Associate
or Senior Librarians and Archivists will enter Candi-
dacy upon appointment, unless an agreement to the
contrary has been reached between the Dean and the
candidate.

Progression of Ranks and Appointment Status

Most initial appointments at York are probationary. The
purpose of the probationary appointment is to provide the
University and the candidate an opportunity for mutual ap-
praisal. Probation does not imply that tenure and promotion
will be granted, but it does imply that the University gives
serious consideration to such an appointment during that
period.
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There are two sequential probationary periods: Pre-Can-
didacy and Candidacy. The two phases may not total more
than six years. In the exceptional case of Pre-Candidacy
lasting four years and the individual then being moved into
Candidacy, the period of Candidacy shall be two years.

3.1 Pre-Candidacy

All Assistant Librarians/Archivists become pre-candi-
dates upon appointment. The period of Pre-Candidacy
will not normally exceed three years. A librarian or
archivist shall not remain in the Pre-Candidacy rank for
more than three years. During this three-year period,

it will be determined whether an individual's appoint-
ment will be continued to Candidacy.

Proceedings concerning the promotion and advance-
ment of an Assistant Librarian/Archivist, or the non-re-
newal of a probationary appointment, may be initiated
at any time during the three-year Pre-Candidacy period,
but must be initiated no later than 1 April of the second
year of service unless a delay is requested by the candi-
date, as per Section 2.2.1.

3...1 Criteria for Advancement

The criteria below apply to advancement of a
librarian or archivist from Pre-Candidacy to
Candidacy. To advance, an individual must be
assessed to have at least high competence in the
area of professional performance and knowledge,
and at least competence in the two other areas.

Evidence of the levels of competence required
includes, but is not limited to, the following char-
acteristics of performance:

a) Demonstrated fulfilment of assigned
responsibilities and duties;

b) Indications of increasing ability to act in-
dependently and creatively;

c) Demonstrated capacity to work flexibly and
effectively with colleagues to meet evolving
needs and responsibilities of the organiz-
ation, at both a unit/department level and
system-wide;

d) Demonstrated capacity to work harmoni-
ously with colleagues and Library users and
promise of leadership in fostering effective
interpersonal relationships both within
the Libraries and within the community of
users;

48



e) Demonstrated interest in and capacity for
improving the overall effectiveness of a unit’s
operations;

f) Demonstrated long-range planning ability
and capacity to identify problems, assess
alternative solutions and consequences of
recommendations;

g) Evidence of increasing competence in a
subject and “functional” area;

h) Understanding of Library policies and ability
to interpret those policies when required;

i)  Effective participation in Library task forces,
committees, etc.; effective representation of
Library interests and problems to non-Li-
brary groups, committees or University
officials;

i) Membership and active participation in a
professional or subject-related association;

k) Promise of growth in expertise and know-
ledge pertinent to the position;

1)  Evidence of an identified research area and
work towards building a scholarly profile
through publications or presentations, or
clear identification of work-in-progress.

3.2 Candidacy

During the period of Candidacy, which normally
extends up to three years beyond Pre-Candidacy, the
eligibility of a librarian or archivist for continuing
appointment is determined. Librarians or archivists
appointed at the rank of Associate or Senior Librarian/
Archivist will enter Candidacy upon appointment, un-
less an agreement to the contrary has been reached be-
tween the Dean and the candidate upon appointment.
Proceedings concerning consideration for continuing
appointment of a librarian or archivist may be initiated
at any time after one year of Candidacy, but must be
initiated by 1 February of the second year of Candidacy.

Librarians or archivists who are in the Candidacy per-
iod and hold the rank of Assistant Librarian/Archivist
may also normally be reviewed for promotion to the
rank of Associate Librarian/Archivist during the Can-
didacy period. A normal expectation of promotion to
the rank of Associate Librarian/Archivist would be after
three to six years in the rank of Assistant Librarian/
Archivist.
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3.2.1

Criteria for Continuing Appointment and Promotion

The criteria below apply to advancement of a librarian
or archivist from Candidacy to continuing appoint-
ment, as well as promotion from the rank of Assistant
Librarian/Archivist to Associate Librarian/Archivist.
To qualify for a continuing appointment or for pro-
motion to the rank of Associate Librarian/Archivist,
an individual must be assessed to have at least high
competence in the area of professional performance
and knowledge, at least high competence in one other
area and at least competence in the third area.

Evidence of the levels of competence required would
include, but not be limited to, the following character-
istics of performance:

a) Demonstrated excellence in professional and
creative fulfilment of position responsibilities
and duties;

b) Obvious ability to act independently and creative-
ly in the position, and in applying best practices
of librarianship or archivy and, by so doing,
enhancing the ability of the Library to fulfill its
objectives;

c)  Proven ability and willingness to work flexibly
and effectively with colleagues to broaden exper-
tise and meet evolving needs and responsibilities
of the organization, at both a unit/department
level and system-wide;

d) Provides leadership in fostering effective inter-
personal relationships both within the Library
and within the community of users; consistently
sensitive to user needs, and coordinates execu-
tion of responsibilities with others affected;

e) Significant contributions in the form of analysis,
evaluation, planning, advice and/or counsel,
suggestions, and actions which improve the
operations of a specific Library unit, or advance
the priorities of the Libraries system-wide;

f) Demonstrated planning ability; long-range plan-
ning ability and/or the ability to define Library
objectives and goals will be considered in terms
of ability to set objectives, to allocate resources
consistent with system-wide goals and resources,
and to shape Library policies, i.e., planning ability
based on thorough analyses and evaluations of
needs and constraints as well as the ability to gain
commitment of persons affected by the changes
planned for;

g) Evidence of growth in librarianship or archivy;
awareness of trends in the profession;
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h) Publications, program development, lectures,
and other modes of scholarship/debate/critique
in librarianship or archivy or other subject
areas consistent with a librarian’s and archivist's
specialities and qualifications as per Article 18.17
of the Collective Agreement. When publications
or other presentations are being considered, the
content and form of such materials is considered
rather than the number of titles or descriptive
phrases on any curriculum vitae;

i)  Demonstrated effectiveness in representing York
or providing leadership in local, regional, nation-
al or international organizations devoted to librar-
ianship, archivy, and/or subject areas consistent
with a librarian’s and archivist's specialities and
qualifications;

j)  Effective participation in Library and University
task forces, committees, etc. When assessing a
candidate’s contribution in service, mere mem-
bership on committees or service in a position is
not enough. The quality of service is considered
in terms of thoroughness and consistency of
planning and performance, originality of ideas,
leadership and quality of end product;

k)  Effective representation of Library interests and
problems to non-Library groups, committees or
University officials, when such representation is
normally not part of position responsibilities.

When considering the above criteria, no continuing
appointment committee could honestly expect that
after three to six years of service all candidates for
continuing appointment would have achieved excel-
lence in their careers; however, no continuing appoint-
ment committee could seriously entertain the notion
that a grey competence is sufficient for continuing
appointment.

Continuing Appointment: Promotion to Senior
Librarian/Archivist

Librarians and archivists with continuing appointment
and the rank of Associate Librarian/Archivist may
apply to the Dean for promotion to the rank of Senior
Librarian/Archivist. While this level of achievement
cannot be identified with serving a fixed number of
years as an Associate Librarian/Archivist, it is neverthe-
less considered that most librarians and archivists will
be eligible for promotion to Senior Librarian/Archivist
after ten years of professional experience.
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The rank of Senior Librarian/Archivist is one to which
all professional librarians and archivists may aspire. A
Senior Librarian/Archivist is an eminent member of
the Library whose achievement at York and/or in their
profession has marked that individual as one of the
persons from whom the Library receives its energy and
strength.

This promotion is not in recognition of long service but
is rather a recognition of distinguished service, senior
levels of responsibilities and outstanding professional
achievement.

3.3.1 Criteria

Assessment of eligibility for promotion to Senior
Librarian/Archivist is not made on the basis of evalua-
tion or performance in the three areas of Professional
Performance and Knowledge, Professional Contribu-
tion and Standing, and Service. For a Senior Librarian/
Archivist, these areas cannot be separated, but rather
intertwine and overlap to produce an overall quality

of excellence. Thus, an individual's achievements as a
whole are assessed.

Evidence of the level of achievement required for pro-
motion to Senior Librarian/Archivist is illustrated by
the following:

a)  Performance in areas of professional responsibil-
ity which is consistently outstanding ;

b) Innovative and creative work in designing and
implementing services and/or programs which
have a recognizable impact on library services
and operations;

c) Assumption of a significant amount of respons-
ibility and effective coordination of the work of
others;

d) Leadership and substantive contributions across
library departments, and within the University
or professional associations that extend beyond
assigned responsibilities;

e)  Superior record of service to the Library com-
munity through improvement in the relation-
ship between the Library and its users, such as
strengthening engagement with and increasing
effective use of Library services and/or resources;

f)  Scholarship as evidenced by original research and
publications, program development, lectures, and
other modes of scholarship/debate/critique re-
garding librarianship or archivy or other subject
areas consistent with a librarian’s and archivist's
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specialties and qualifications; and has established
a reputation as one of the leaders in their profes-
sion through their scholarship;

g) Professional expertise, including evidence of
growth of self as well as an active ongoing com-
mitment to the coaching and mentorship of other
librarians,archivists, and Library staff.

4.0 Procedures for Advancement, Promotion, and Continuing
Appointments

4.1

Initiation of Proceedings

It is the responsibility of the Office of the Dean to initiate
proceedings at appropriate times by notifying the can-
didate and the Adjudicating Committee on the standard
form. Proceedings may also be initiated by the candidate
provided that the established time requirements have been
met. In the case of promotion to Senior Librarian/Archiv-
ist, proceedings are always initiated by the individual.

When the Office of the Dean initiates procedures, the
following deadlines shall be adhered to:

a) Pre-Candidacy to Candidacy — by 1 April of the
second year of Pre-Candidacy;

b) Candidacy to continuing appointment — by 1
February of the second year of Candidacy.

For initiation of procedures for promotion to Senior Li-
brarian/Archivist, the following deadlines shall be adhered
to:

Procedures initiated by May 1 and file submitted to Adjudi-
cating Committee by January 15.

Overview of the Process:

a) A file will be prepared for each candidate under
the direction of a File Preparation Committee and
assessed in the first instance by the Adjudicating

Committee.

b) The complete file will proceed from the Adjudicating
Commiittee, via the Dean , to the President.

4.2.1  General Rules
(@) Deliberations of the Adjudicating Commit-

tee and the Appeals Committee shall be in
camera and completely confidential.
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(b) Candidates shall have the right to appear in
person, with or without a representative, be-
fore the Adjudicating Committee, the Dean
or the President for the purpose of making
a statement or providing clarification with
respect to substantive or procedural matters
concerning their file. A written record of the
statement and/or information so obtained
shall be added to the file and forwarded to
the candidate.

(c) Candidates shall have the right to review
their complete file at any stage subject to the
exceptions outlined in 4.2.2.4 Confidentiality
and the Candidate’s Right to Know.

(d) To the extent possible, the Adjudication
Committee will include a broad representa-
tion of Library departments and ensure
diversity of gender.

(e) No person shall serve on the Appeals Com-
mittee if they have previously served on the
File Preparation or Adjudicating Committee
for the candidate in question.

(f) Whenever it is required that a report or letter
be copied to the candidate, it shall be sent by
email within two business days and, where
possible, hand delivered.

(g) Candidates shall be kept informed in writing
about the progress of their file at each point
where a recommendation is made to the next
stage and shall be given 15 days from the
date of mailing of the notification by the Ad-
judicating Committee and the Dean to add
a statement to the file providing clarification
with respect to substantive or procedural
matters concerning their file before the file is
forwarded to the next stage.

4.2.2  Procedures
4.2.2.1  File Preparation
4.2.2.1.1 General

(@) Files shall be prepared by a
committee of no fewer than
three persons: one named by the
candidate and two named by, and
normally from, the Adjudicating
Committee. All members of the
File Preparation Committee shall
be librarians or archivists with
a probationary or continuing
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appointment (normally with a
continuing appointment).

The File Preparation Committee
has the responsibility of assem-
bling a file which is complete and
which fairly and accurately reflects
the candidate’s academic career at
York and/or elsewhere. It will be
responsible for presenting diverse
career paths fairly and effectively,
so that candidates’ professional
performance and knowledge, pro-
fessional development and service
can be equitably assessed. Where a
candidate is appointed at the level
of Candidacy, the File Preparation
Committee will make reasonable
efforts to obtain evidence from the
candidate’s previous institution

of performance in the three areas
of professional responsibility. The
File Preparation Committee will
not adjudicate the file.

The only commentary provided
by the File Preparation Commit-
tee shall be factual information
required to contextualize the evi-
dence in the file (e.g., background
information on external referees).
The candidate will be given the
opportunity of reviewing any
such contextualising commentary
before the file goes to the Adjudi-
cating Committee.

4.2.2.1.2 Referees

(a)

The File Preparation Committee
will select at least four referees for
advancement to candidacy files
and at least 6 referees for other
files. The selection of referees for
advancement to Candidacy files
will be made to ensure that at least
two referees will be able to com-
ment knowledgeably on the can-
didate’s Professional Performance
and Knowledge and at least one
referee will be able to comment
knowledgeably on each of the
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other two areas and, for other files,
that at least two referees will be
able to comment knowledgeably
on each area.

(b)  For advancement to candidacy
files, at least one of the referees
will be external to the Univer-
sity and at army’s length from
the candidate. For continuing
appointment and promotion to
Associate Librarian/Archivist files,
at least two of the referees will be
external to the University and at
arm’s length from the candidate.
For promotion to Senior Librarian
files, at least three of the referees
will be external to the University
and at arm’s length from the can-
didate. Referees are not at “arm’s
length” if the candidate has had
a prior professional involvement
with them (e.g., as thesis super-
visor, co-author, close colleague
within the field, etc.).

(c) Exceptions to the “arm’s length”
rule shall be made only if, in the
opinion of the File Preparation
Committee, the only referees
available to assess work done in a
particular field are persons with
whom the candidate has had a pri-
or professional involvement. The
reasons for choosing such referees
should be explained in the file.

(d) The File Preparation Commit-
tee shall solicit comments from
co-authors/co-investigators on the
nature of the candidate’s contri-
bution to joint work (or work pro-
duced as part of a team or group).

(e) Candidates will be advised of
what materials will be sent to
the referees and may add such
other materials as they believe are
relevant.

4.2.2.3 Contents of the file
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The contents of a candidate’s applica-
tion file for advancement to Candidacy,
continuing appointment and/or pro-
motion will be determined by the File
Preparation Committee, in consultation
with the candidate, and as a minimum,
will include:

(@)

(©)

Copies of the Libraries’ advance-
ment to candidacy, promotion
and continuing appointment
guidelines;

(Candidates for Continuing
Appointment) A copy of the letter
advising the candidate of their
advancement to Candidacy for
continuing appointment (or letter
of appointment, if the candidate
was appointed in Candidacy)
which normally shall indicate the
standards that the candidate is
expected to meet if promotion and
continuing appointment are to be
granted;

An up-to-date curriculum vitae
from the candidate;

A letter from the candidate’s de-
partment head or equivalent;

Copies of the candidate’s job de-
scription and annual performance
evaluations, both of which the
candidate has had the opportunity
to read, comment upon and sign.
(Note: the methods of preparing
job descriptions and carrying out
annual performance appraisals are
not specified; however, they must
be previously agreed upon by the
candidate and the department
head or equivalent; not required
until such time as job descriptions
and performance evaluations are
consistently available for all librar-
ians at York University);

A list of referees whose letters are
included;
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4.2.2.4

Sample copies of letters sent to
solicit references;

Letters of reference;

A candidate’s personal state-
ment, if any. Candidates will be
encouraged to include a brief
personal statement (normally not
more than 2000 words). Such a
statement will normally provide
an assessment of one’s career
progress and an explanation of any
anomalies (e.g., career interrup-
tions). This statement may also
include reflections on the candi-
date’s approach to their work;

Reviews (if available) of published
scholarship;

Statement from co-authors/
co-investigators on the candidate’s
specific contribution to joint work,
or work produced as part of a team
or group;

Statistical summaries and analyses
demonstrating impact (optional);

Information written by the
candidate to contextualize and/or
frame sections of the file or items
included in the file that help the
Adjudication Committee under-
stand the impact of the candidate’s
contribution.

Confidentiality and the Candidate’s
Right to Know

(@)

(b)

Candidates shall be apprised of the
names of all referees solicited on
their file.

Candidates may review all material
in their file, except for original
copies of letters of reference

from colleagues, at all levels of
consideration.

4.2.2.5 Letters of Reference
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4.2.2.6

4.2.2.7

The File Preparation Committee shall
inform referees that letters of reference
must be written in such a form that the
writer’'s name, address and all con-
textual information will be contained

in a header and shall inform referees
that the header and signature will be
removed or masked and the remaining
text of the letter will be photocopied and
provided to the candidate.

Unsolicited Confidential Letters

Unsolicited confidential letters may not
be included in the file.

Responsibility of the Candidate

(@) Itis the responsibility of the can-
didate to supply the information
requested by the File Preparation
Committee.

(b) When a file is complete, the File
Preparation Committee will notify
the candidate and the Adjudication
Committee.

(c)  Should either the candidate or the
File Preparation Committee so re-
quest, a meeting will be scheduled
to discuss the file. The meeting
will be held within 15 days of the
request and no later than 15 days
following the notification by the
File Preparation Committee that
the file is complete. The candi-
date may be accompanied by a
colleague at such a meeting.

4.3 Adjudication of the File

4.3.1

(@)

(b)

Adjudication

The principal substantive assessment
of a candidate’s file takes place in an
Adjudicating Committee.

For advancement and continuing
appointment files, the Adjudicating
Committee will review the evidence
in the file and include in a report the
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4.3.2

detailed results of votes on professional
knowledge and performance, profes-
sional development and service rated as
excellence, high competence, compe-
tence or competence not demonstrated,
and the vote on the recommendation for
continuing appointment and promo-
tion. For promotion to Senior Librarian
files, the Adjudicating Committee will
review the evidence in the file and vote
only to promote or delay.

() An Adjudicating Committee will
normally consist of four librarians or
archivists and one non-librarian/archiv-
ist member. The majority of librarian/
archivist members shall have a continu-
ing appointment.

(d) The level of achievement required for
the granting of continuing appointment
and promotion is identical for candi-
dates who follow regular timelines and
those who accelerate the timeline for
their file.

Adjudicating Committee’s
Recommendations

The Adjudicating Committee shall prepare

a written report of its decision to recom-
mend advancement to candidacy, continuing
appointment and promotion, continuing
appointment without promotion, promo-
tion (in the case where a candidate already
has tenure), delay, or denial, with detailed
reasons for the decision.

Adjudicating Committee’s Report

(@) The Adjudicating Committee’s report
shall be added to the file and sent to
the Dean, setting forth its decision to
recommend one of advancement to
candidacy, continuing appointment and
promotion, continuing appointment
without promotion, promotion, delay or
denial, or in cases where the candidate
already has a continuing appointment,
promotion or delay with clear and de-
tailed reasons for the decision.
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(b) The Adjudicating Committee’s report
will be copied to the candidate.

(c) If the recommendation is deny or delay,
such notification shall be sent to the
candidate by registered mail.

4.3.4 Reconsideration

The Adjudicating Committee’s report will
constitute notice of recommendation and,
consistent with 4.2.1 (g) above, the candidate
will have 15 days from the date of mailing to
add a statement to the file providing clarifica-
tion with respect to substantive or procedural
matters concerning their file or, in the event
of a negative or delay recommendation, to
request reconsideration by the Adjudicating
Committee.

Following any reconsideration, the Adjudi-
cating Committee will add its recommen-
dation to the candidate’s file, copy it to the
candidate, and send the file to the Dean.

4-4 Schedule of Recommendations

On the basis of material in the file, the Adjudica-
tion Committee will make a recommendation to
the Dean according to the following schedule:

Pre-candidate to candidate — by 1 November of
the year in which the proceedings are initiated.

Candidate to continuing appointment by 1 Nov-
ember of the year in which the proceedings are
initiated.

Assistant Librarian/Archivist to Associate Librar-
ian/Archivist by 1 November of the year in which
the proceedings are initiated.

Associate Librarian/Archivist to Senior Librar-
ian/Archivist within one year of the initiation of
proceedings.

5. Dean’s Letter
5.1 The Dean will write a letter, either concurring with the
recommendation of the Adjudicating Committee or

dissenting from that recommendation. The letter will
provide reasons for the Dean’s recommendation.
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5.2 The Dean's letter will be copied to the candidate.

5.3 Consistent with 4.2.1(g) above, the candidate will have
15 days from the date of mailing to add a statement to
the file providing clarification with respect to substan-
tive or procedural matters concerning their file or, in
the event of a negative or delay recommendation, to
request reconsideration by the Dean.

6. Appeals

6.1 A candidate shall have 15 days from the date of receipt
of the notice of recommendation from the Adjudicat-
ing Committee to appeal to the Dean in writing the
recommendation. Upon receipt of such an appeal, the
Dean shall refer the file to an Appeals Committee.

6.2 The Appeals Committee shall review the recommen-
dation of the Adjudicating Committee on the basis
of the file of the candidate as it stood when the final
recommendation of the Adjudicating Committee was
made.

6.3 The Appeals Committee will not consider a file de novo
but will evaluate the recommendation to ensure that
the procedures and criteria set out herein have been
followed.

6.4 The Appeals Committee shall issue a decision as to
the disposition of the appeal within 6o days of receipt
of the appeal, giving a rationale for why it concurs
or disagrees with the Adjudicating Committee’s
recommendation.

6.5 The Appeals Committee’s report shall be provided to
the candidate, the Adjudication Committee, and the
Dean.

6.6 Membership of Appeals Committee

An Appeals Committee is struck on an ad hoc basis
when required and shall consist of three members,
as follows: two librarians or archivists—one named
by the candidate and one named by the Dean—and a
third member chosen by the two delegated librarians
or archivists. All must have continuing appointment;
the third member may be an external designate.

7. The President

The President may exercise discretion to seek advice as
the President deems appropriate prior to making a final
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decision on a continuing appointment and/or promotion
case.

Denial of Advancement and Continuing Appointment
8.1 Denial of Advancement

Denial of advancement will be communicated to the
Pre-candidate by 30 June of the year in which the
decision is made. If the Adjudicating Committee’s
recommendation is transmitted to the Pre-candidate
by the preceding 1 November according to the sched-
ule in 4.4 and the final decision by the President is to
deny advancement to Candidacy, the Pre-candidate’s
employment will end on 30 June. Otherwise, if the
Adjudicating Committee’s recommendation is not
transmitted by 1 November and the final decision by
the President is to deny advancement to Candidacy,
the Pre-candidate will be eligible for an additional year
of employment starting immediately following 1 July.

8.2 Denial of Continuing Appointment

Denial of a continuing appointment and notice of ter-
mination of employment will be provided to the Can-
didate by 30 June of the year in which the decision is

made, such that the next 12 month period from 1 July
to 30 June will be the terminal year of employment.
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As per clause 13.06 of the Collective Agreement between York University
and the York University Faculty Association, amendments to this docu-
ment require the approval of both parties to the Agreement.
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