
McGill University Libraries

Criteria and Timetable for Reappointment of Assistant Librarians

Introduction

This document is intended to guide assistant librarians through the reappointment process.  It contains information on the reappointment timetable and preparation of the reappointment dossier.

The “Regulations Relating to the Employment of Librarian Staff” (hereafter referred to as “the regulations”), found in the Handbook of Regulations and Policies for Academic and Librarian Staff and on the Secretariat website, are the official University regulations regarding the reappointment, promotion, and tenure of librarians.   All librarians should become familiar with these regulations.   In case of disagreement between the regulations and the “Criteria and Timetable for Reappointment of Assistant Librarians,” the regulations shall apply.

Each assistant librarian will be considered for reappointment no later than 48 weeks before the termination of the original appointment. No later than 40 weeks before the termination date of the assistant librarian’s current appointment,  the Director of Libraries will forward to the Provost and Vice-Principal (Academic), along with a copy of the candidate’s curriculum vitae,  a recommendation regarding reappointment, taking into consideration the recommendation received from the Library Reappointment Committee.   

It is the responsibility of the candidate to provide the Library Reappointment Committee with the necessary information and documentation to establish that the criteria for reappointment have been met.  It is the responsibility of the staff member to use diligence in pursuing his or her claim to reappointment.  

Criteria for reappointment

Article 4.1.3 of the regulations stipulates that the McGill University Libraries shall establish written criteria for the reappointment of assistant librarians. This document has been created in compliance with that requirement. 

Reappointment is an important stage in the promotion and tenure process.   For the assistant librarian to be reappointed, his or her record must demonstrate that he or she is meeting or exceeding the established criteria for reappointment. 

Academic duties

Section 1.3.2 of the regulations defines the “academic duties” of a member of full-time librarian staff as:

i) position responsibilities, which can include the exercise of subject, bibliographic, or technical expertise; the use of administrative and managerial skills; the presentation of formal or informal instruction; and

ii) research and other original scholarly activities, and professional activities; and

iii) other contributions to the University and scholarly communities.

At the reappointment stage, these duties are interpreted as:

i)
Position responsibilities

The staff member is expected to demonstrate increasing competence and professional growth in this category during the first years of appointment.  The staff member’s record should demonstrate:

-
progressive competence and recognized expertise in the performance of position responsibilities;

-
achievements commensurate with the staff member’s experience;

-
assumption of increasing responsibilities;

-
contribution to the work of the department/library.

ii)
Research and other original scholarly activities, and professional activities

iii)
Other contributions to the University and scholarly communities

The staff member’s record should show involvement in both of these categories.
Standard of performance 
When applying for tenure and promotion to the rank of associate librarian, the staff member must demonstrate superior performance in the first category of academic duties (position responsibilities), superior performance in one of the two remaining categories, and  reasonable performance in the third (cf. regulations, article 5.20).  At the reappointment stage, the candidate is expected to demonstrate that he or she will be able to reach this standard of performance by the date of mandatory consideration for tenure.

Composition of Library Reappointment Committees

Each consideration for reappointment of an assistant librarian shall be reviewed by a Library Reappointment Committee.  A committee is struck for each candidate. This committee shall consist of three members: 

-
the staff member’s administrative librarian, who shall chair the committee; 

-
another administrative librarian, appointed by the Director of Libraries; and 

-
a tenured librarian not from the same department as the candidate and appointed by the Director of Libraries in consultation with the Chair of the Library Reappointment Committee
The reappointment file

Within 10 days of formal notification of the review for reappointment, the assistant librarian seeking reappointment shall prepare and submit to his or her administrative librarian a reappointment dossier, which shall contain


-
the candidate’s personal statement on why reappointment is  merited,                  

-
an up-to-date curriculum vitae, 

-
if the candidate has formal teaching responsibilities,  evidence of teaching performance, which shall be prepared in accordance with the Teaching Portfolio Guidelines appended to the regulations, 

-
a single copy of any publications,

-
notification of any awards or honours received,

-
any other supporting documentation the candidate considers relevant.

The administrative librarian shall forward this dossier to the Area Personnel Officer for the McGill University Libraries.

The Area Personnel Officer shall maintain and administer, in the Director’s Office, a reappointment file for each candidate.  This file shall contain:


-
the reappointment dossier submitted by the candidate,

-
all performance evaluations.

The Area Personnel Officer shall make the reappointment file available for consultation by the candidate and the members of the reappointment committee. It is the responsibility of the candidate to review the file and ensure that it is complete.     

Timetable for reappointment of assistant librarians

Article 2.5 of the regulations states:  Notification of reappointment or termination of appointment of a staff member engaged for a limited term shall be given at least 37 weeks before the termination date of the staff member’s current appointment.

To ensure that this deadline can be met, the following timetable shall apply.

Within 60 days of the initial appointment of an assistant librarian, the Director of Libraries shall  


-

communicate in writing the criteria for reappointment,

-
provide the name of the assistant librarian’s direct superior ( i.e.,  the relevant administrative librarian) 

-

ensure that the assistant librarian has received, or knows where to find, a copy of the Handbook of Regulations and Policies for Academic and Librarian Staff.

2.
Forty-eight weeks before the candidate’s appointment end-date, the Director of Libraries shall notify the assistant librarian and the relevant administrative librarian that the candidate’s file  will be reviewed by the Library Reappointment Committee.  This notification shall specify the members of the Library Reappointment Committee, including alternate members, if any. 

3.
One week following the date of notification the assistant librarian shall submit his or her reappointment dossier. The candidate may add supporting documentation to the dossier up to the first meeting of the Library Reappointment Committee considering his/her case.


No later than two weeks  following submission of the reappointment dossier the Library Reappointment Committee shall meet to review the reappointment file and to prepare a recommendation for the Director of Libraries.  In cases where the committee is tending towards anything short of a full reappointment, e.g., a one-year reappointment, the chair of the committee shall notify the candidate in writing of this intent and shall provide the staff member with substantive written reasons and an opportunity to appear before the committee (accompanied, if the candidate wishes, by an adviser) before it reaches a final recommendation.

5.
At least 44 weeks before the termination date of the assistant librarian’s current appointment,  the Library Reappointment Committee shall submit a written report to the Director of Libraries, recommending either reappointment for a specified period of time or non-renewal.  The report shall contain substantive written reasons and shall be copied to the candidate. 

6.
In those cases where the Director of Libraries agrees with a negative recommendation from the Library Reappointment Committee or disagrees with a positive recommendation,  the Director of Libraries shall notify the staff member in writing that he or she is tending to a negative recommendation (i.e., non-renewal of appointment) and shall provide the staff member with substantive written reasons and an opportunity to appear before him or her (accompanied, if the staff member wishes, by an adviser) before reaching a final recommendation. 
7.
No later than 40 weeks before the termination date of  the staff member’s current  appointment, the Director of Libraries shall recommend to the Provost and Vice-Principal (Academic) reappointment for a specified period of time or non-renewal. 

8.
A negative decision by the Provost & Vice-Principal (Academic) is final and may be appealed on limited grounds and within certain delays as indicated in section 8 of the regulations. 

9.
A positive decision shall be confirmed by an official letter of appointment. 
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