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Process Flow – FHS Associate Dean

No further action required

Terms of Reference

Supervisor uses FHS 
template to create/revise 

ToR and submits for 
review

Move to Selection 
Process Overview

Approved version posted on Faculty 
Secretariat Website and

Policy review schedule updated

Is this a new position?

Are revisions required?
*see note below

Fac Exec Approval

Is position vacant?

Is incumbent’s term 
ending in the next year?

Yes 

No

Faculty Secretary reviews 
and adds to Faculty 

Executive Agenda for 
Review 

Is an update required 
based on Review 

Schedule?

Yes

Suggest addition revisions if needed

Yes

No

No

No

No

No
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Process Flow – FHS Associate Dean

* EnsurIng that EDI principles are followed and that membership conforms with Senate Ad hoc criteria

Selection Process – Step 1

Is position vacant? No
Dean/Vice Dean work with 
Faculty Secretary to create 

Selection Committee*

Yes

Is an Acting Appointment 
needed? No

Proceed  to Acting 
Process

Yes

Fac Exec Approval University Approves *Yes

No

Proceed to 
Selection Step 2

Are Terms of Reference 
Up to date?

Yes

No

Revise ToR
No
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Process Flow – FHS Associate Dean

Up to 3 months (12 
weeks)

Up to 7 months

Up to One Year

Vice Dean reports 
choice to Dean

Dean informs 
Faculty Executive

University Secretary 
Notified

Appropriate 
Consultation*

Vice Dean reports 
choice to Dean

Dean informs 
Faculty Executive

Vice Dean reports 
choice to Dean

To SCA for 
information

Appointment of an Acting Associate Dean

Dean informs 
Faculty Executive

Sent for University 
Approval

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

Double click to review the University’s Procedure for Making Acting Administrative Appointments

President sends letter to 
Acting Associate Dean

cc Faculty Secretary

Faculty Relations
notified

FR Manages – 
Implementation of Finance/

HR Processes 

Move to Renewal 
Process – Acting 
Appointments

Renewal of an 
existing Acting 
Appointment

Dean sends letter to 
Acting AD
Cc Faculty 

Secretary, Dept

FHS Faculty Relations
notified
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Process Flow – FHS Associate Dean

Total time as Acting 
will be less than 12 

weeks

Total time as acting 
will be between 3 - 

7 months

Total time as acting 
will be between 7 
months – 1 year

Vice Dean reports 
renewal to Dean

Dean informs 
Faculty Executive

University Secretary 
Notified

Appropriate 
Consultation 

Occurs*

Vice Dean reports 
choice to Dean

Dean informs 
Faculty Executive

Vice Dean reports 
renewal to Dean To SCA for information

Dean informs 
Faculty Executive

Sent to University 
Approval

Faculty Relations
notified

University Secretary 
Notified

Renewal of an Acting Associate Dean

Dean’s letter* 

Faculty Relations
notified

*Letter copied to: Vice Dean, Home Department, Faculty Secretary

Renewal beyond 1 
year

Selection 
Committee Agrees 
with appointment

FR Manages – 
Implementation of Finance/

HR Processes 

President sends letter to 
Acting Associate Dean

cc Faculty Secretary



Page 5

Process Flow – FHS Associate Dean

Selection 
Committee 
Approved

Set initial Meeting

Is this a 
renewal?

Yes

Set initial meeting

No

Invite incumbent to 
interview Vote on renewal

Yes

Review appropriate 
documentation

Determine focus of 
questions

Agree upon questions, 
rubric

Discussion re 
attributes (rubric), 
advertising (text 
and placement)

Employment Equity 
facilitator assigned 

No 
This is now a Selection Process

Rubric Created for 
Long List

Enough viable 
applicants to 

proceed?

Ad placed
Outreach activities 

occur

No

Yes

Committee 
Determines Short 

list

Review of EDI 
reports & potential 
expansion of short 

list

Interview Process

Final Candidate 
Identified

Hiring Process 
Begins

Selection Process - Associate Dean

Move to Renewal 
Process
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Process Flow – FHS Associate Dean

Selection 
Committee has 

chosen the 
Associate Dean

Does chosen 
candidate have 

McMaster Faculty 
Appt??

Yes

Faculty Secretary 
drafts letter 

outlining 
appointment dates, 

stipend, etc.

Vice Dean & Dean 
approve letter & 

sign

Candidate 
formally agrees 

Vice Dean/Deam 
informs all 

candidates of 
Committee Decision

No

Department & 
funding identified, 

recruitment to 
faculty position 

begins

Faculty 
appointment 

obtained

Yes

No
Failed Search

Submitted to 
University 

governing bodies 
for approval**

Yes

*Letter copied to: Vice Dean, Home Department, Faculty Secretary
**SCA, Senate, Board of Governors.

Approved

Issues addressed

Yes
Faculty Secretary 
informs all parties 

that process is 
complete

Faculty Relations
Creates President’s 

letter* and manages 
Finance/HR processes

Communications 
Process initiated 

No

Appointment of an Associate Dean

Vice Dean/Dean 
determine next 

steps

No
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Selection Committee 
has decided to renew 

the appointment

Vice Dean & Dean 
approve letter & 

sign

Vice Dean informs 
candidate of 

Committee Decision

Submitted to 
University 

governing bodies 
for approval

** PR, FR and Faculty Executive notified
*Letter copied to: Vice Dean, Home Department, Faculty Secretary

Approved

NoIssues addressed

Re-appointment of an Associate Dean
Faculty Secretary 

drafts letter 
outlining 

appointment dates, 
stipend, etc.

Yes

Faculty Secretary 
informs all parties that 

process is complete

Faculty Relations
Creates President’s letter* and 

manages Finance/HR 
processes

Communications Process 
initiated 
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