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1.2.7 “Official letter of appointment” means the letter of appointm
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1.5.2 A staff member shall be appointed to one of the following ranks:  
 (i) assistant librarian; 
 (ii) associate librarian; 
 (iii)    full librarian; as designated in her or his official letter of appointment. 
 

SECTION 2:  APPOINTMENT AND REAPPOINTMENT OF TENURE TRACK LIBRARIAN STAFF 
 
General 
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(i) on a definite term appointment of at least three (3) years but less than four (4) years; or 
(ii) on indefinite term with tenure. 

 
2.2.2.1 An associate librarian appointed on tenure track may be reappointed at this rank for  additional 

definite term appointments of not less than one (1) year and not more than three (3) years 
provided that, subject to Sections 2.3.5.1 through 2.3.5.4, 3.4.1 and 3.4.2, the appointment and 
reappointments shall not exceed in aggregate six (6) years. 

 

2.2.2.2 No later than the fifth (5th) year as an associate librarian on tenure track, the staffTc 0.002 Tw 0.253 0 T20.20.277 0 Td
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2.3.5.1 Where a staff member has been on authorized leave for a period of three (3) months or more the 

Provost may extend the staff member’s definite term appointment. 
 
2.3.5.2 The staff member shall request such consideration in writing to the Provost within 3 months prior 

to the beginning of the staff member’s year of reappointment consideration. The Provost shall 
confirm approval of such an extension no later than 2 months prior to the beginning of the staff 
member’s year of reappointment consideration. 

 
2.3.5.3 Where approved, the staff member’s appointment shall be extended f7Td
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(i) notify the staff member in writing that she or he is so tending;  
(ii) provide the staff member wia i
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3.1.2 An assistant librarian on a definite term tenure track appointment may request one early 
consideration for tenure and promotion no earlier than the third (3rd) year of her or his 
appointment to that rank. The Director or Dean of Libraries, on the other hand, may, with the 
consent of the staff member, initiate such early cTj
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Library  Tenure Commi ttee: Chair  
 
3.16 Subject to Section 3.17, the chair of the Library Tenure Committee shall be chosen from  

amongst members of the tenured librarian sta
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3.32.14 If the Library Tenure Committee or the University Tenure Committee is tending to a negative 

recommendation, the Secretary-General shall provide the candidate with a copy of the external 
evaluations with nominative information removed, as prescribed by applicable legislation. 

 
Tenure Dossi er 

 
3.33 The “tenure dossier” shall consist of the following documents: 

(i) the “internal package”, which shall be compiled by the candidate and includes the 
candidate’s curriculum vitae, the candidate’s personal statement in support of her or his 
candidature, a record of the candidate’s position responsibilities and per
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the University Tenure Committee or the President or her or his delegate, new evidence relating 
to any category of academic duties may be submitted by the candidate, but only to clarify an 
issue that arises during the course of the deliberations. 

 
3.39.3  The candidate shall file with the Secretariat a copy of all additional material submitted pursuant to 

Sections 3.39.1 and 3.39.2 and this material shall become part of the candidate’s tenure dossier. 
 
Deliberations:  Library Tenure Committee 

 
3.40 If, after considering the candidate’s tenure dossier, the Library Tri
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appointed as associate librarian or full librarian with tenure if so approved by the Board of 
Governors on the recommendation of the President. A recommendation for appointment with 
tenure shall originate from the Director or Dean of Libraries following a recommendation from an 
appropriate committee. 

 
 c
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General 

4.1 The case of each staff member for promotion to the rank of full librarian shall, unless hereafter 
otherwise provided, be considered by 
(i) a standing committee of the McGill University Libraries for the consideration of the 

promotion of staff members to full librarian (“the promotions committee”) whose members 
shall be chosen following an established documented process appropriate to the McGill 
University Libraries which shall be advisory to the Director or Dean of Libraries;  

(ii) the Director or Dean of Libraries; and 
(iii) a Statutory Selection Committee which is advisory to the President. 

 
4.1.1 Where a staff member holds an appointment in both the McGill University Libraries and a 

faculty the promotions committee shall have representation from both the McGill University 
Libraries and the relevant faculty. 

 
4.1.2 All members of the promotions committee shall hold the rank of full librarian with tenure or, 

where appropriate, full professor with tenure. 
 
4.1.3 Membership of the promotions committee shall be for a two (2) year renewable term. 

 
4.1.4 The promotions committee shall select its chair from amongst its members. 

 
Criteria fo r Promotion 

 
4.2 A recommendation for promotion to full librarian shall be based on the staff member’s 

performance of her or his academic duties as defined in Section 1.2.2. A record of excellence in 
the performance of position responsibilities and significant contributions in the other academic 
duties is expected. 

 
Promot ion Dossier 

 
4.3 A staff member’s dossier for promotion to full librarian shall be prepared in accordance with 

the guidelines established from time to time by the Provost. 
 

A staff member may supplement her or his dossier for promotion at any stage of the rd od romotion at a
gf
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4.6.9 The Director or Dean of Libraries’ rec
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4.7.1 Where an associate librarian who meets the requirements of Section 4.5.2 wishes to be 

considered for promotion to full librarian she or he shall: 
(i) so notify the chair of the promotions committee and the Director or Dean of Libraries 

in writing; and 
(ii) submit to it her or his dossier for promotion. 

 
4.7.2 The consideration of the staff member’s case for promotion shall then be in accordance with 

Sections 4.6.4 through 4.6.15. 
 
 
PROCESS INITIATED BY STAFF MEMBER AFTER TEN (10) YEARS AS TENURED ASSOCIATE 
LIBRARIAN 

 
4.8.1 A staff member who meets the requirements of Section 4.5.3 shall have the right to request 

the President directly to establish a Statutory Selection Committee to consider her or his 
case for promotion to full librarian. 

 
4.8.2 The staff member’s request shall be in writing, copied to the Secretary-General, and 

accompanied by: 
(i) a copy of her or his dossier for promotion; and 
(ii) a statement of the reasons for which the staff member believes she or he is deserving 

of promotion. 
 
4.8.3 Within four (4) weeks of receipt of the staff member’s request the President shall notify the 

staff member in writing as to whether she or he meets the requirements of Section 4.5.3. 
 
4.8.4 If the staff member meets the requirements of Section 4.5.3, the President shall promptly: 

(i) forward the staff member’s request and supporting documentation to the chair of the 
promotions committee requesting the committee’s recommendation withC 
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4.8.7.1 If the Director or Dean of Libraries and the staff member cannot agree on the list of recognized 
authorities, Section 4.6.11.2 shall apply. 

 
4.8.7.2 The Secretary-General shall promptly solicit a minimum of three (3) letters of reference in 

accordance with the provisions of Section 4.6.14. 
 
4.8.8 Within four (4) weeks of receipt of the President’s notification pursuant to Section 4.8.3 the staff 

member shall deposit with the Secretary-General: 
(i) the requisite number of copies of her or his dossier for promotion as set out in the 

guidelines referred to in Section 4.3; and 
(ii) any further written statement she or he wishes to make in further support of her or his 

case for promotion. 
 
4.8.9 The Statutory Selection Committee shall meet to consider the stafrurt f tteettee 
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appointment has been appointed and reappointed to the same position for a continuous period 
of five (5) years, she or he shall be appointed to an indefinite term non-tenure track 
appointment. 

 
5.2.4 The appointment and reappointment of a staff member to a definite term non-tenure track 

appointment shall be made by the Provost or delegate on the recommendation of the Director 
or Dean of Libraries following consultation with an appropriate committee. 

 
Terms and Cond itions  of Employment 

 
5.3 A staff member appointed to a definite or indefinite term non-tenure track appointment shall not 

be eligible for consideration for tenure. 
 
5.4 The P
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track appointment whose term of appointment or reappointment is one (1) year or less and 
whose official letter of appointment or reappointment states that this appointment is not subject 
to renewal. 

 
Severance Payments  for Non-Tenure Track  ack
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Committee a slate of names of academic staff appointed with tenure of a number at least one and 
a half times the number of vacancies on the Appeals Committee to be filled that ci l ed Tc 0 Tw 1.398 0 Td
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decision of the subcommittee shall be final and binding on the appellant and on the 
University. 

 
7.11.2  If such agreement, duly signed as prescribed in Section 7.11.1, is not filed with the Secretary- 

General within two (2) weeks of the invitation aforesaid, no further proceedings in the appeal 
shall be taken and the subcommittee is discharged. 

 
7.12.1  If such agreement is filed, as hereinbefore prescribed, the subcommittee shall proceed to 

consider the appeal on its merits. 
 
7. 12.2 Such consideration will basically consist of a review of all documentation bearing on earlier 

considerations of the case; the subcommittee shall have authority to request statements, orally 
before the subcommittee in the presence of the parties or in writing, from University committees 
or officers who played a part in formulating the decision under appeal. 

 
All documentation considered by the subcommittee shall be made available to the appellant and 
the President with the exception of confidential letters which shall be transmitted to the parties in 
the form of an unattributed summary verified by the subcommittee. 

 
7.12.3  The subcommittee may permit new evidence to be adduced before it in the presence of parties, 

but only to clarify some new issue that arises during the course of its review or to establish a 
failure to follow proper procedures, bias, or inconsistency of the decision with the existing record 
of the case or with the established University practice. 

 
7.12.4  The appellant has the right to be assisted by an advisor at any stage in this appeal procedure. 

 
7.12.5  The parties shall be invited by ten (10) days’ written notice to meet with the subcommittee to 

state their case. If either party hetny8(r)nTj
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Section 7.13.1, as soon as reasonably possible and at the latest, three (3) months after 
the filing of the notice of appeal under Section 7.8.2; 

(ii) in matters falling under Section 7.13.1, the reference shall be completed and the 
subcommittee’s final decision rendered within two (2) months of its decision to refer; 
and 

(iii) in matters falling under Section 7.13.2, the new consideration shall be completed and 
the subcommittee’s final decision rendered within two (2) months of its decision on the 
appeal. 

 
7.14.1  The subcommittee shall complete: 

(i) the first instance of the appeal, as defined in Section 7.8.6.2, within three (3) weeks of 
the subcommittee’s formation; 

(ii) the second instance, as so defined, within two (2) months of the filing of the agreement 
as provided in Section 7.12.1; and 

(iii) the third instance, as so defined, within two (2) months of the completion of the 
second instance. 

 
The months of July and August shall not be taken into account in calculating the above delays. 

 
7.14.2  Sa l en abo  2 
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its community, the staff member shall immediately be suspended from the University and its 
premises pending the completion of disciplinary procedures and arbitration. 

 
SECTION 9:  COMPOSITION AND OPERATION OF THE  Td
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9.5.1 If the President and the staff member submit the same name, the chair shall choose that person 
and one other member of the Committee on Staff Grievances and Disciplinary Procedures to 
form the hearing committee. 

 
9.5.2 The committee members so nominated shall not be entitled to determine the identity of the 

party who nominated them. 
 
9.5.3 In the event that a vacancy occurs in the hearing committee, the party who nominated the 

member in respect of whom such vacancy occurred shall forthwith nominate a replacement. 
 

In the event that the vacancy occurs in respect of the chair or vice-chair, the one
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of University policy insofar as it relates to her or his academic career and working 
conditions; or 

(ii)     
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Libraries of the decision, in writing, giving complete and substantive reasons. 
 
11.9 Within ten (10) working days of receipt of the letter provided for in Section 11.8, the staff 

member may respond to the President, giving notice that the staff member will refer the matter 
to arbitration under Section 12. 

 

The President ’s Power to Delegate  
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12.5 If the President and the staff member are unable to name an arbitrator within fifteen (15) working 
days from the notification by the staff member to submit the matter to arbitration, the arbitrat t5j
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12.14 At the opening of the hearing, the parties shall submit admissions as to all relevant facts and 
shall endeavour to reduce the number of contested facts. 

 
12.15 The arbitrator shall issue a final written decision that contains findings of fact, rea
(th)Tj
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History



Regulations Relating to the Employment of Librarian Staff 43 

 
 

 

Appendix A  
GUIDELINES FOR DEVELOPING A TEACHING PORTFOLIO FOR LIBRARIAN STAFF 
 

The Regulations Relating to the Employment of Librarian Staff do not explicitly mention teaching as one of the activities 
contributing to fulfilling the academic duties of librarian staff. Nevertheless librarians may engage in teaching as one of 
their professional or scholarly activities. Where such is the case, along with documentation pertaining to position 
responsibilities, professional and scholarly activities and service, it is appropriate for a librarian to include a teaching 
portfolio.1 The intention of these guidelines is to assist librarians in determining what kind of information and materials 
should be included.  

The Teaching Portfolio is intended to be a concise compilation of selected information that systematically documents 
the effectiveness, scope, complexity, and individuality of an instructor's teaching, reflecting the progression of teaching 
over the last few years.  

The Teaching Portfolio consists of a teaching statement and supporting appendices. Three main categories should be 
summarized: 1) teaching approach or ‘philosophy’; 2) teaching responsibilities; 3) evidence of teaching effectiveness. A 
fourth category may be included as appropriate, dealing with teaching development and educational leadership activities.  

The summary statement can refer the reader to the curriculum vitae and/or the appendices to the Teaching Portfolio for 
more detailed information.  
 
A. TEACHING STATEMENT (recommended 5 -10 pages)  

1) Teaching approach  

This section presents the librarian's approach to teaching and research supervision. Included might be topics such as:  

•  rationale for particular teaching methods;  
•  learning goals for students;  
•  how student learning is evaluated and why;  
•  how research and the ‘process of inquiry’ is integrated into teaching;  
•  directions and plans for future development of teaching, in the light of teaching experiences.  

 
2) Teaching responsibilities  

This section summarizes different teaching activities that the librarian has been involved in, with a brief description of 
the librarian’s primary role and contributions.  

Information should include:  

•  list of courses taught, dates, course level, enrolment, format. (This information can take the form of a table.)  
•  brief description of any new courses developed, if applicable, with rationale.  
•  supervision of graduate students and postdoctoral scholars, if applicable.  
•  undergraduate supervision, if applicable.  
•  student advising (unless this is included under ‘Other contributions’ in the dossier), if applicable.  

 
For student supervisees, include names, level (BA, BSc, MA, MSc, PhD, etc.), time period of supervision, type of 
supervision (theses, projects, internships, etc.), titles of theses, your role (supervisor, co-supervisor, committee member, 
etc.). This information can take the form of a table.  
 
3) Evidence of teaching effectiveness  

This section presents a summary of evidence to help the reader evaluate the effectiveness of teaching. Information 
should include:  

•  numerical ratings on course evaluations for all courses taught, compared with department or faculty norms. The 
suggested format is a table, showing the ratings for each question on each course taught and the average ratings 
for the department or faculty. Summarize and interpret these results, showing how they shed light on your teaching 
effectiveness. For help in interpreting results of course evaluations, refer to the Teaching and Learning Services 
website at   http://www.mcgill.ca/tls/teaching/course-evaluations/interpretation. 

•  evidence of effective postdoctoral, graduate and undergraduate supervision, where applicable. 

 
1 The type and amount of material expected will vary depending on whether the dossier is being prepared for reappointment or tenure. 
Candidates for promotion may also follow these guidelines in preparing their personal statement but a full teaching portfolio is not expected. 





Regulations Relating to the Employment of Librarian Staff 45 

 
 

 

APPENDIX B 

Guidelines for Developing a Service Portfolio for Librarian Staff  

The present document is intended to help members of the librarian staff in the preparation of a  portfolio related to their 
service activities, formally referred to as “other contributions to the University and scholarly communities.” At McGill, 
service is a core academic duty, alongside position responsibilities and professional and scholarly activities. Hence, a 
service portfolio, reflecting contributions to professional and scholarly communities both internal and external to the 
University, is an essential component of applications for reappointment, tenure and promotion.  

These guidelines are advisory; following them is not compulsory. Indeed, service portfolios will vary from one 
colleague to the next, within and across the McGill University Libraries. The orientation and emphasis of a service 
portfolio will also vary depending on career stage. For example, a pre-tenure academic colleague will not be expected 
to hold the same level of service leadership or responsibility as a colleague who is applying for promotion to the rank 
of full librarian. 

Librarian staff members are typically called upon to serve the University community not only by their respective branch 
head, unit head or the Director or Dean of Libraries, but also from other areas of the Libraries and University. 
Moreover, other forms of service contributions that reflect leadership and motivation to make a difference within 
academic communities will arise where staff members initiate activities themselves or in collaboration with others. 
Such contributions merit recognition and value.  
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