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I. Scope:

These procedures apply to the recruitment and hiring of Full-time, Continuing and Term faculty at the 
University in Canada. Interim or associate faculty appointments are excluded from this process. 

See also: Related HR policies/procedures, the Academic Integrity Policy, the Faculty Conflict of 
Interest or Commitment Policy and Procedure, the Academic Freedom Policy, and the Workload 
Policy for Continuing and Term Faculty in Canada. 

II. Purpose:

Faculty recruitment and hiring procedures strive to meet the University goal to build relevant cohorts 
of diverse and qualified faculty to support program excellence. The purpose of these procedures is to 
articulate a framework that will ensure consistent recruitment and hiring processes that meet 
standards for fairness, avoid conflict of interest and support academic freedom. These procedures 
articulate steps in recruitment that will ensure consistent hiring processes to generate a broad pool of 
qualified candidates for selection to appointments. Additionally, these procedures describe the role 
of faculty, administrators, and governance bodies in recommending, deciding and giving final 
approval to the selection of Full-time, Continuing and Term faculty.  

III. Procedures

Definitions 

Hiring Manager: The person sanctioned by the University to lead the faculty hiring process, usually a 
Program Director, Program Manager or designate. 

Qualified Faculty Members: Faculty members appointed to a hiring committee are qualified by being 
a subject matter expert, and/ or having teaching and/or administrative experience relevant to the role 
being filled.  

Secure Digital Location: A folder on the University OneDrive accessed only by the hiring manager and 
senior administrative staff. (Teams provides restricted access to documents.) 

Hiring Committee Membership and Tasks 

A. The hiring manager and program faculty recommend the preferred qualifications and



 

 

 
Policy Manual 

Effective Date: 7/1/2025 

Procedure #: 3600.08.01 
Procedure Title: Recruitment and Hiring Procedure for Continuing and      
                             Term Faculty Appointment - Canada 
Prepared By: VP of Canadian Academic Programs, BC & VP of Academics,    
                        Canada 

Page 2 of 4 

2 

experience for the new or replacement faculty role in accordance with University policy and 
relevant regulatory and professional standards.  

 
B. The hiring manager ensures budget approval prior to beginning the requisition process and 

integrates preferred qualifications into the standard job description for the posting prior to 
recruitment. 

 
A. Once the requisition is fully approved, in collaboration with the hiring manager, HR generates 

and publishes a job posting for all relevant university websites. In consultation with the hiring 
manager, HR facilitates advertisements as relevant to the position and needs of the program. 
Job postings will include a University-sanctioned statement inviting people with diverse 
backgrounds to apply. 

 
C. Hiring managers are encouraged to extend focused advertising or outreach to increase 

exposure to First Nations, Métis, or Inuit candidates. 
 

D. The hiring manager informs existing program faculty of the job posting. 
 

E. The hiring manager appoints at least two qualified faculty members to the hiring committee. In 
addition to the hiring manager, hiring committees typically include members from different 
roles (such as associate program director and continuing or term faculty) and may include one 
or more from outside the immediate program. Program committee composition provides for 
diversity in the membership where possible. The hiring manager may appoint an adjunct 
faculty member or other specialist to a hiring committee at their discretion.  

F. The hiring committee finalizes agreement on preferred qualifications, interview questions and 
a rubric for documenting each member’s evaluation of candidates. The list of candidates, 
interview questions and rubric are confidential. The hiring manager seeks consultation from 
the Regional VP of Academic Programs before moving forward.  

G. The hiring manager selects all applicants that appear to meet the qualifications from the 
applicant pool. All members are provided access to the CityU Applicant Tracking System and 
are advised to avoid printing materials to preserve confidentiality. Hiring committee members 
are obligated to identify any conflict of interest (see policies #3600.07 and #4300.12) and 
report this to the director.  

H. Based on the collective ranking, the hiring committee identifies candidates for interview. 

I. The hiring manager establishes protocol for the interviews with the hiring committee 
members, including procedures for checking references. Each member of the hiring 
committee documents their evaluation of the candidates to inform selection. The program 
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director must also recommend the selection. 

J. Once the candidate has been fully approved, the hiring manager informs HR of the start date,
FTE and salary. The hiring manager also notifies the Regional Executive Assistant of the FTE
(for Continuing) and start date.

Approval Processes 

A. The proposed hiring committee membership is reviewed and approved by the Regional
Director, Dean or VP. The hiring manager consults with the VP before finalizing the preferred
qualifications.

B. Recommended appointments from the hiring committee are reviewed and approved by the
Regional Director, Dean or VP.

a. In BC, recommended appointments from the hiring committee are reviewed and
decided by the BC AAAC. The role of the BC AAAC is to ensure that any recommended
appointment meets University policies, diversity goals, and regulator standards. The
Regional VP has final approval of any faculty appointment decisions of the BC AAAC.

Documentation 

All documentation from the interview1 process is kept in a secure digital location for 5 years before it is 
destroyed. 

IV. Responsibility:

The VP of Canadian Academic Programs, BC and the VP of Academics, Canada will be responsible for
review and, as necessary, revision of this procedure.

1 Paper materials used by committee members should be scanned and uploaded to the secure digital 
location.  

Related Policies & Procedures 
CityU Policy Number HR Policies & Procedures 4300.01-4300.34 

2300.10 Academic Integrity Policy 
4300.12 Code of Ethics Policy 
3600.03.02 Workload Policy for Continuing and 
Term Faculty in Canada 
3600.06 Academic Freedom Policy 

CityU Procedure Number HR Policies & Procedures 4300.01-4300.34 
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Unit Head Signature: 

President’s Signature: 

2300.10.01 Academic Integrity Procedure 
4300.12.01 Code of Ethics Procedure 
3600.07.01 Faculty Conflict of Interest or 
Commitment Procedure 


