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Note: Any ToR approved pre 2023 must be updated to comply with new standards
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Selection Process - Overview
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Note:

Supervisor is normally the Associate Dean or Vice Dean

Selection Committee created/Approved based on criteria in ToR and ensuring that EDI Best practices are followed

Assistant Deans are normally appointed from the existing faculty complement, if this is an external hire — additional recruitment steps are required.

As these are normally internal hires, advertising is done internally —i.e. on Mosaic, internal newsletters, etc. If searching externally, additional sources may be required.
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Selection Process Step 2

Selection Process
Step 1

Selection Committee Chair
distributes ToR, Draft Ad, Draft
questions

Committee finalizes ad, rubric
and questions*

Application deadline set, ad
posted

s

\
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Second Round Interviews

First round interviews to create
shortlist**

Committee Reviews applicants
and creates longlist **

Note:

* Sample ads, rubrics and questions are available from the Faculty Secretary.

** At the longlist and shortlist stage, committee should review EDI data to determine if additional measures should be taken (See SPS A1 handbook for further details)
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The committee may decide to move directly to the short list or to extend the posting dependent upon applications received
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Selection Process — Step 3

Selection Process
Step 2 or Renewal

\ Proc; /

Note:

Supervisor sends letter to
incoming (or renewed)Assistant
Dean to confirm appointment
details noting that formal
approval has been requested

Supervisor is normally the Associate Dean or Vice Dean

Selection Committee created/Approved based on criteria in ToR and ensuring that EDI Best practices are followed
Assistant Deans are normally appointed from the existing faculty complement, if this is an external hire — additional recruitment steps are required.
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Fac Sec drafts letter from Dean
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Copied to Supervisor, Dept and
Faculty Relations

As these are normally internal hires, advertising is done internally —i.e. on Mosaic, internal messaging, etc. If searching externally, additional sources may be required.
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Renewal Process

Selection Process
Step 1
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Proceed to
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Yes Step 3
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questions. Draft rubric and any V Committee agrees to renewal 2
other relevant documentation* > 4
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Procced to
Selection Process
Step 2 to restart

search

N
No
Committee finalizes rubric and
questions and determines
interview format

Incumbent invited to interview
with thecommittee**

Note:
* This may include internal/external reviews
** Normally a short presentation and a set of questions.
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Acting Appointment Process
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on Candidate
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Acting
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Assistant Dean

. To Faculty Executive
for information

FAC Sec sends to
SCA for information

Chooses Acting

Assistant Dean informs
Supervisor, direct
reports

—*

Appropriate consultation is dependant on the particular circumstances for requesting an acting appointment.
Please discuss with the Dean & Faculty Secretary to ensure this occurs

Supervisor is the position that the Assistant Dean formally reports to - normally an Associate Dean or Vice Dean

Supervisor sends letter
to Acting Assistant
Dean to confirm
appointment details

Letter Copied
Faculty Secret.

for reference

to
ary

Supervisor initiates
HR/FR & Finance

processes
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Acting Appointment - Renewal

Note:

Initial Acting
Appointment

Up to 4 months (12 !

l weeks) ’

Up to 7 months '

Up to One Year

Assistant Dean choses
Acting Assistant Dean

Supervisor chooses
Acting Assistant Dean

Assistant Dean informs
Supervisor, direct |

reports

Selection
Committee
Required

Proceed to
Selection
Process

Overview,
/4

4

Appropriate consultation is dependant on the particular circumstances for requesting an acting appointment.
Please discuss with the Dean & Faculty Secretary to ensure this occurs

Supervisor is the position that the Assistant Dean formally reports to - normally an Associate Dean or Vice Dean
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letter to Acting
Assistant Dean to
confirm
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details

Fac Sec sends to
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Letter Copied to
Faculty Secretary
for Faculty records
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