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            Process Flow – FHS Department Associate Chair

No further action required

Terms of Reference

Supervisor uses FHS 
template** to create/

revise ToR and submits 
for review

Move to Selection 
Process Step 1

Move to Selection 
Process Step 1

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? Yes

Is incumbent’s term 
ending in the next year?

Yes 

No

Faculty Secretary 
reviews and adds to 

Faculty Executive 
Agenda for Review 

Yes

Suggest revisions 

YesNo

No

No

No

*  all ToR approved prior to 2024/25 must be updated to confirm to current practices. Existing ToR must be reviewed per the review cycle noted on the ToR.
** templates available – secretariat.healthsci.mcmaster.ca
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            Process Flow – FHS Department Associate Chair

Selection Process – Step 1

Is position vacant? Or Will 
incumbent be on leave Yes

Is an Acting Appointment 
needed?

Proceed  to Acting 
Process

Proceed  to Acting 
ProcessYes

Proceed to 
Selection Step 2

Proceed to 
Selection Step 2Yes

Are Terms of Reference Up to 
date?

Yes

Revise ToRRevise ToR
No

No

Is incumbent’s term ending in 
1 year or less?

No
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Selection Process 
Follows Guidelines 

in ToR

Set initial Meeting

Is this a 
renewal?

Yes

Set initial meeting

No

Conduct interview Vote on renewal Yes

Review appropriate 
documentation

Determine focus of 
questions

Agree upon questions, 
rubric*

Discussion re 
advertising 

timelines/process

Employment Equity 
facilitator assigned 

Posting circulated to 
department

Yes
Committee 

Determines Short 
list

Review of EDI 
reports & potential 
expansion of short 

list

Interview Process

Final Candidate 
Identified

Appt Renewal 
Process

Appt Renewal 
Process

Yes

Selection Process - Associate Chair

No

Determine 
questions/Rubric*

* see samples  - secretariat.healthsci.mcmaster.ca

No
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To cover the leave 
of incumbent

Other Reasons

Chair submits appt 
for information to 
Faculty Secretary

Added to  Faculty 
Executive Council 

Agenda  for 
information

If acting appt is 
warranted

Chair discusses with 
Dean

Appointment of an Acting Associate Chair

Deans letter confirming 
appt is sent to Dept, 
Incumbent & Faculty 

Relations

Submitted to University 
governing bodies for 

information

Department initiates 
Stipend if applicable

FR Completes Mosaic 
Entry
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Selection Committee 
has chosen the 
Associate Chair

Deans letter confirming 
appt is sent to Dept, 
Incumbent & Faculty 

Relations

Submitted to 
University governing 

bodies for information
YesApproved

Issues addressed

Yes Department initiates 
Stipend if applicable

Appointment & Renewal  of an Associate Chair

No

Chair submits to 
Faculty Secretary for 

approval at next 
Faculty Executive 

meeting

Returned to 
Department for action

FR Completes Mosaic 
Entry

Note – Appointments can not be backdated, they must be approved by Faculty Executive Council prior to the start date.  Late submissions will have their start dates amended.
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