
 
 
 
 
 
 
 
 

 
 

 
 

 

 
 
 

 

 
 
 
 
 

 

 
 

 
 
 
 
 

 
  

PROMOTION AND CONTINUING APPOINTMENT GUIDE 
FOR THE UNIVERSITY LIBRARIAN/DEANS 

AND 
ADMINISTRATIVE STAFF IN THE UL/DEANS’ OFFICES 

An Aid for the Implementation of the 



 

 

  
 
 

 
Clause references 
in this guide are to 
the Promotion and 

Continuing 
Appointment 
Article unless 

otherwise 
indicated. 
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Meetings: 

 At the first meeting of the Committee, the P&CA Committee chair should: 

o canvas the members to ensure they remain eligible to sit on the Committee, as circumstances may 
have changed since they were elected; 

o stress to the members the importance of regular attendance at these meetings, even if this means 
rescheduling other commitments; and 

o review the Employment Equity Guide in detail. 

 All Committee members present for the vote, must vote, even if a member has not been present at all previous 



 

 

  
 
     

 
   

 
 
 

  
 
     

   
 
 

 
     

    
 

 
  

   
 
      

 
 

   
     

 

  
   

     
     

  
   

 
 

     
  

     
 

  

  
 

    
      

   
  

 
 

Presentation of the File: 

 Please avoid using plastic sleeves in the P&CA File where possible. 

 If an external referee submits an evaluation by e-mail, please follow-up to ensure that an original hard copy is 
placed in the File. 

Provisions for Continuing Appointment: 

 By November 15 of each year, the University Librarian or Dean, in consultation with each Member’s immediate 



 

 

 
     

   
 

   
 
  

      
  

  
 

   

 

  
  

 
  

   
       

 
 
 

 
          

   
 

   
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 By November 15 of each year, the University Librarian or Dean, in consultation with each Member’s immediate 
supervisor, shall review each Member’s Promotion and Continuing Appointment File. The University Librarian 
or Dean shall prepare a list of all Members eligible for consideration for a Promotion in the next Academic Year 
and shall submit the list to the Committee on Promotion and Continuing Appointment. (Clause 8) 

 For a Member holding a Probationary Appointment at the General Rank, the University Librarian or Dean shall 
initiate consideration for promotion to a probationary appointment at the Assistant Rank within the first month 
of the final nine (9) months of the Member’s probationary period at the General Rank and shall, at the same 
time, initiate the public solicitation for comments on the Member’s performance as specified in Clause 5.1 e). 
The University Librarian or Dean shall inform the Member, in writing, of the initiation for consideration for 
Promotion and the documents required in Clauses 5.1 a), and 5.1 g) and the Member must supply these items 
within four (4) weeks of the invitation. The University Librarian or Dean may extend this period in the event that 
circumstances beyond the Member’s control make it impossible to respond within the four (4) week period. 
(Clause 8.1) 

 If the University Librarian or Dean, in consultation with the Member’s immediate supervisor, determines that 
consideration for Promotion to a higher Rank may be initiated, the University Librarian or Dean shall, by 
January 1, invite the Member to submit the items referred to in Clauses 5.1 a), 5.1 f)(iii), and 5.1 g).to be 
considered in the next Academic Year. (Clause 8.2) If the Member accepts the invitation, he or she shall 
supply the required items within four (4) weeks of the invitation. The University Librarian or Dean shall 
acknowledge receipt of the items in writing to the Member by March 1 and shall, at the same time, initiate 
public solicitation for comments on the Member’s performance as specified in Clause 5.1 e). (Clause 8.2.1) If 
the Member declines the invitation or does not supply the items within four (4) weeks of the invitation, the 
Member shall not be considered for Promotion at this time.  The Member may subsequently request 
consideration for promotion, but no earlier than one year from the last invitation or request. (Clause 8.2.2) A 
Member at Assistant rank or Associate rank may request consideration for Promotion be started. Such a 
request must be made in writing to the University Librarian or Dean during the month of January and must be 
accompanied by the items referred to in Clauses 5.1 a), 5.1 f) (iii) and 5.1 g). The Member shall, at the same 
time, also notify her or his immediate supervisor that he or she has applied for Promotion. The University 
Librarian or Dean shall acknowledge in writing the receipt of the request and accompanying items by March 1. 
The University Librarian or Dean shall, at the same time, initiate public solicitation for comments on the 
Member’s performance as specified in Clause 5.1 e). The acknowledgement shall indicate the Member’s File 
shall be considered by the Committee in the next Academic Year.(Clause 8.3) 



 



 

 

 

 

 
 

 

 
 

 
 

 
 

 

 

 
 

 

 
 

 

 
 

 
 

 

 

 

 

 
 



 

 

 

 
 

 
 
 

 

 
 

 

 
 

 

 

 
 

 

 
 

 

 
 

 
 

 
 

 

 

 
 

 
 

SAMPLE UNIVERSITY LIBRARIAN/DEAN’S INVITATION LETTER AND REQUESTING FOR ITEMS FROM A 
PROBATIONARY MEMBER, AT THE ASSOCIATE OR SENIOR RANK, FOR EARLY CONTINUING 

APPOINTMENT CONSIDERATION 
CLAUSES 7.2 

[Date] 

Dear [Member]: 

In accordance with Clause 7.2 of the Promotion and Continuing Appointment Article, I would like to invite you 
to apply for early consideration for a Continuing Appointment. I am inviting you to apply for consideration for 
Continuing Appointment at the [Associate/Senior] Rank,] 

In order to assist us in preparing your file for the consideration of the Committee on Promotion and Continuing 
Appointment, the undersigned will need the following documentation from you within the next four (4) weeks: 

a) an updated curriculum vitae; 

b) any letters of recommendation solicited by you, which shall be sent directly to the [University 
Librarian/Dean]; 

c) a list of [number] arm’s length referees, at least [number] of whom are external to the Bargaining Unit or 
University, which shall include a description of the qualifications of each referee, the areas of your 
Responsibilities on which the referee might be expected to comment, and any previous interactions with the 
referee that might lead to a perception of bias in the referee’s assessment of your performance; and 

d) any written submissions from you relevant to the case. 

In accordance with Clause 6 of the Promotion and Continuing Appointment Article, you shall be given advance 
notice of when the File will be ready for review, and you shall have at least two (2) working days to complete 
the review and sign the table of contents. 

In the meantime, please review the Promotion and Continuing Appointment Article and feel free to contact the 
[UL/Dean’s] Office if you have any questions as it relates to this process. 

Should you not supply the documents listed above within the specified timeline (or without an approved 
extension) as required by Clause 6.3 of the Promotion and Continuing Appointment Article, your File (sans the 
missing items) will go forward for consideration by the Committee on Promotion and Continuing Appointment.  

In accordance with Clause 7.3.2of the Promotion and Continuing Appointment Article, if you are not successful 
in achieving the Continuing Appointment, during this early consideration, your Promotion and Continuing 
Appointment File shall continue, and you can chose either to include all letters or to exclude all letters from 
external referees obtained in accord with Clause 5.1f of this Article and applicable to this initial consideration. 
The Committee’s recommendation shall be placed in the File and you shall be considered again by the 
Committee once only, and in the final year of your Probationary Appointment. 

Sincerely, 

University Librarian/Dean 

cc: Official File 
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SAMPLE LETTER TO CANDIDATE WHO HAS REQUESTED WITHDRAWAL OF P&CA FILE 
CLAUSE 6.5 

[Date] 

Dear [Member]:  

I have received your letter of [date] informing me that you are withdrawing your name from consideration for 
[Promotion or Continuing Appointment]. I am writing to acknowledge your request and to confirm that we are 
withdrawing your Promotion and Continuing Appointment File in accordance with the provisions of the 
Librarians and Archivists Collective Agreement, Clause 6.5. Insert for a Probationary Appointment Member 
being considered for a Continuing Appointment in the final nine (9) months of his or her probationary period 
[This means that in accordance with Clause 6.6, your employment at Western will cease at the end of your 
probationary period, which is [date]].

 I wish you well in your future endeavours. 

Sincerely, 

[UL/Dean] 

Cc: Immediate Supervisor 
Members of Committee on Promotion and Continuing Appointment 

 Official File 
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SAMPLE LETTER FROM CANDIDATE DESIGNATING AN AGENT 

If a Member who is under consideration has been called away from campus for an emergency or has 
become ill or is otherwise unable to review the File and sign the table of contents as required under 
Clauses 6 and 6.1 of the Promotion and Continuing Appointment Article, it is possible for the Member to 
designate an alternate to review the File.  If this should happen, this letter may be useful. 

(Date) 

Dear (UL/Dean): 

[State reason for inability to review Promotion and/or Continuing Appointment File and to sign the table of contents 
(e.g., unavoidable absence from the Country). Therefore, I designate [name] as my agent, with full authority to 
examine the Promotion and/or Continuing Appointment File on my behalf to determine if the Table of Contents 
precisely describes the contents of my Promotion and/or Continuing Appointment File and to determine if my 
Promotion and/or Continuing Appointment File is complete and ready for consideration by the Committee on 
Promotion and Continuing Appointment.  I also give the above-named individual full authority to sign the Table of 
Contents page on my behalf. 



 

 

   

 
 

 
 

 

 
 

 
 

 

 

 
 
  
  

 
 

 
 

 
 

 
 

 
  
 

 

 

  

Sample Curriculum Vitae 
[Member] 

Include address; phone, email, fax contacts, date 

Education 
Begin with most recent degree earned. Include degree, institution, date received 
Sample: 
 M.L.I.S., University of Toronto, 1999 

M.A., History, Trent University, 1997 
  Thesis title: The Development of the National Library in Great Britain 

B.A., History, Trent University, 1995 

Professional Practice Experience 
Begin with current position and progress backwards.  Include position title, dates, brief description of 
scope and responsibilities. Include co-op placements, internships or practica; supervisory 
experience; significant documents produced; special accomplishments; professional development 
activities such as attending conferences, training or courses completed 
Sample: 

Reference Librarian, The University of Western Ontario, 2000 - present 
Design and teach Information Literacy workshops.  Develop materials for course-
integrated instruction in traditional and electronic formats.  Responds to reference 
inquiries in person, via email and via “chat” based system.  Attend annual 
professional conferences. 

Project Archivist, Archives of Ontario, 1996 
Processing, arrangement and description of private archival fonds.  Creation of 
original, RAD-compliant descriptive inventory.  Updating of database of archival 
holdings. Responding to reference requests. 

Relevant Experience (if applicable) 
Include experience which although not Professional Practice is nevertheless related to librarianship or 
archival practice 
Sample 

Archival Assistant, Trent University Archives, 1992 - 1994 
Initial processing of acquisitions.  Updating of accession records.  Assisting  
patrons in the use of archival materials. 

Teaching Assistant, Department of French, Trent University, 1996-1997 
Conducting of seminars for 3rd-year courses. Grading of essays and examinations. 

Academic Activity (if applicable) 
Begin with most recent and progress backwards.  Include publications such as books, book chapters, 
refereed journal articles; papers presented at conferences, invited lectures, symposia; research in 
progress. Indicate if journal is peer reviewed, or if paper was invited or submitted. 
Sample:
 Publications: 

Doe, Jane, “An Empirical Analysis of the Web Catalogue,” Information Journal, 
2002 (Peer reviewed journal) Is for 3



 

 

 

 

 
 

 
 
 

  
 

 
 

 
 

 

 

 
 
 
 



 

 

 

  
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

  
 

 
 
 

  
 

  
 
 
 
 
 
 
 
 
 
 
 
 

 
  

 
 
 
 
 
 
 
  

SAMPLE COVER PAGE 

[Member] 

[Unit as defined in Collective Agreement] 

[Western Libraries OR Faculty of X] 

Considered for 

[Promotion to [rank] and/or Continuing Appointment] 
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SAMPLE  TRANSMITTAL LETTER 

 The purpose of this letter is to: 

o provide the Provost and/or designate with the Clause in the Promotion and Continuing 
Appointment Article under which the candidate is being considered.  The information is 
required for the preparation of an annual report to Senate as stipulated in Clause 27; 

o summarize the level of review undertaken and the recommendations made prior to submission 
to the Provost; 

o notify the candidate  and the candidate’s immediate supervisor of the recommendations of the 
Committee and UL/Dean (Clause 20.1). 

[Date] 

Dr. Janice Deakin 
Provost & Vice-President (Academic) 
Stevenson Hall, Suite 2107 

Dear Dr. Deakin: 

In accordance with the requirements of the Librarians and Archivists Collective Agreement and pursuant to Clause 
[pick appropriate Clause (7.1, 7.2, 7.3,8.1, 8.2 or 8.3) of the Promotion and Continuing Appointment Article], 
[Member] has been considered for (Promotion to [Rank] and/or Continuing Appointment).  The Committee on 
Promotion and Continuing Appointment (recommends/does not recommend) that [Member] be (Promoted [to 
Rank] and/or granted a Continuing Appointment), effective [Date].   For Western Libraries, include The 
recommendation of the University Librarian (concurs/does not concur) with the Committee's decision. For non-



 

 

  
 
 

    
 

     
  

        
 
 
   
                                    
 
  

 
 

  

 

     
  



 

 

 



 

 

  
     

   
 



 

 

  
 
     

    
    

    
 
         

  
 
 
 

 
 
 
 

 
 
 

 
 

  
   

  

 
    

 
    

  

     
  

        
 

 
   

   
   

   

 
 
 

  
 



 

 

  
  
  

  
 
    

 
 
   
                     
 
  
  
 

 
 

 
    

  

    
 

    
   
  

  

 
 

 
     

 
   

 
                                                              

 



 

 

  
 
 

 

 

 
 

 
 

 
 
 

    
   

 
              

 
  

 
     

  
   

      
      

  
 

  
 

    
 

 
  

 
  

SAMPLE NOTICE FOR POSTING OF PUBLIC SOLICITATION [Clause 5.1 e)] 

 PUBLIC SOLICITATION 

NOTICE TO ALL FACULTY, STAFF AND STUDENTS 

[Western Libraries or Faculty of X] 

[Date of Posting] 



 

 

 

 
    

    
    

    
    

      
  

 
   

   
         

     
  

  
 
 

 
 

 

 

 

 

SAMPLE SUMMARY OF QUALIFICATIONS



 

 

 

  

 

 
 

 
    

 

 
      

 
 

    
      

    
      

___ 

_________________________    ________________________ 

_________________________    ________________________ 

Dr. _______ teaches in the graduate information studies program at the University of _______.  He previously 
held the post of Associate Librarian at ______ University where he was responsible for developing innovative 
instructional materials and coordinating the development of integrated information literacy programs.  He sits 
on the editorial board of the Journal of Academic Librarianship. 

Dr. _______ teaches in the graduate archival studies program at _______ University.  She previously worked 
for the Provincial Archives of ________ where she directed government records appraisal and disposition. 
She has written extensively on the challenges of appraising government records and was recently awarded the 
W. Kaye Lamb Prize by the Association of Canadian Archivists. 

Signatures 

□ I indicate by my signature below full and complete agreement with the above listing of potential referees. 

OR 

□ In accordance with Clause 5.1 f) (ii) of the Article Promotion and Continuing Appointment, I am objecting to 
the inclusion of [Name(s)] as potential referee(s) on the grounds 
that_______________________________________________________________________________________ 

Candidate’s signature      UL/Dean’s signature 

Date        Date  

Page 23 of 27 



 

 

  
 
  

 
  

    
 
 
 

 
 

 
 

 
             

 
  

 
 

     

 
 

 
 

    
 

 
  

  
 

  
 

    

  
   

 
 

  
  

 
 

 
 

 
 

   

  

SAMPLE LETTER TO REFEREE 

 Please choose content elections as appropriate.  

 Referees are being asked to assess the candidate’s performance in Professional Practice, 
Academic Activity and Service. 

[Date] 

Sent via email – [address] 

CONFIDENTIAL 

Dear [Name]:    

I am pleased that you are prepared to serve as a referee of the Professional Practice, Academic Activity 
and/or Service contributions of [candidate], an  [Rank] in the [Unit], now being considered for pick as 
appropriate (Continuing Appointment)/(Promotion to [Rank])/(Promotion to [Rank] and Continuing 
Appointment). In making your determinations, please be aware that this candidate has a balance of 
Responsibilities as follows:   Professional Practice, Academic Activity and Service constructed according 
to [the Normal/an Alternative] Workload Balance of [insert workload % for PP/AA/S] respectively. For ropcl5.4 (rvi)-5 (c(] )]TJ
EMC 
/Styl10 
/P <</MCI2)



 

 

 

 
 

   
 

 
   

 
  

 
 

 

 
  

  
 

   
 

    
 

  

 
     

     

 
  

  
   

  
 

  

  
 
 

 
 
 
 

 
 

          
 

extend his or her expertise in Professional Practice and Academic Activity, as appropriate to his or her 
Responsibilities. The Member shall also demonstrate a satisfactory record of performance in the area of 
Service.  

A Member appointed or promoted to the Rank of [Associate Librarian or Associate Archivist] shall 



 

 

  

 
 
 

   
 

 

Guidelines for Referees 
Member’s CV 
List all other documents sent to referee 
(Listing) 

Link to Librarians and Archivists Collective Agreement 
http://www.uwo.ca/facultyrelations/pdf/collective_agreements/libs-archs.pdf 
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