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INTRODUCTION 

The purpose of this document is to explain the "Career Progression Management 
Framework for University Teaching" (referred to as the Framework). The Framework 
provides a template for the management of University Teaching (UT) careers within the 
Federal Public Service and addresses legislative and policy requirements. It provides a 
structure that allows the incumbent-based promotion process to be managed within the 
Business Planning and Human Resources Planning processes. For clarity, this does 
not imply any promotion quotas for any UT categories. 

Why a Framework is needed 

The coming into force of references A and B required that all incumbent-based 
programs be reviewed and reapproved. Within the Department of National Defence 
(ONO), and under the functional authority of Assistant Deputy Minister (Human 
Resources - Civilian) (ADM (HR-Civ)), the Director General Workforce Development is 
responsible for administering the process for review and approval of all departmental 
developmental programs. 

In addition to responding to government requirements, the Framework responds to UTs' 
needs for clear statements of what is expected of them for promotion purposes. By 
providing clear expectations, in conjunction with supportive management practices, UTs 
will be able to plan their career progression and access promotion committees in a 
timely fashion. With a common understanding of promotion criteria shared by any 
institution employing UTs, the federal government will ensure fairness of treatment. 

How this Framework was developed 

This Framework process has been developed with a view to articulate an incumbent
based promotion process. The Royal Military College of Canada (RMCC) Board of 
Governors (BOG) supports the approach since an incumbent-based promotion process 
is consistent with the promotion process taken by other Canadian Universities. The 
inclusion of the independent recourse mechanism within the Framework makes it fully 
compliant with references A and B, the Public Service Employment Act (PSEA) and the 
Public Service Employment Regulations (PSER). 

The issue of financial affordability of the Framework was carefully examined as it is a 
reality every department must face. This Framework was therefore developed with a 
view to respect the incumbent-based promotion system of Canadian universities while 
facing the reality of fiscal limits of the Public Service. 

This Framework was developed in cooperation between the Chief of Military Personnel 
(CMP) (project owner), the Directorate of Civilian Employment Policies, ADM (HR-Civ) 
and RMCC (lead on behalf of CMP). 
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Mandate 

The mandate of the Framework is to detail how to attract and retain high potential 
candidates into the UT's occupational group and to explain the annual evaluation 
process and the promotion process based on UT merit in teaching, research and 
service. 

UT resource planning and funding 

Each fiscal year, the Principal, in consultation with Departmental Heads, Programme 
Chairs, Deans and Vice Principals (Managers), will define their requirements based on 
the business planning process. This will identify the number of additional UTs, if 
required, based on a number of factors. Managers must analyze the workload and 
determine the resources necessary to achieve their business objectives. Personnel 
shortfalls may be addressed by recruiting either sessional or full-time UTs and this will 
be a function of existing vacancies of positions, attrition rates, expected retirements, 
succession plans, sabbaticals and budgetary support. 

Classification and career progression 

In this Framework, the UT's Classification Standard remains unchanged (same number 
of levels and requirements at each level). They are detailed in references C, D and E. 
Differentiation between levels 2, 3 and 4 is based on the basis of title and of the 
incumbent's performance and professional standing . 

Each of these positions must be linked to a: 

Work Description (WO) Number; 
Decision Number; and 
Job Code Number. 

Group/Level Position Title WD Number 

UT-02 
UT-03 
UT-04 

Assistant Professor 
Associate Professor 

Professor 

19065 
19088 
19066 
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Decision Number 

19146 
19169 
19147 

Job Code Number 

19164 
19187 
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KEY ELEMENTS OF THE FRAMEWORK 

This Framework has three key elements. They are: 

• The hiring process 
• The promotion process 
• The performance review process 

Hiring 

Hiring will be conducted in accordance with requirements of reference A, the PSEA, and 
reference B, the PSER, as well as any associated policies and guidelines issued. 

Recourses for hiring are detailed in references A and B. In accordance with Sections 
77(1) of reference A, on initial appointment to the Professional Development Program 
from within the Public Service, a right to make a complaint to the Public Service Staffing 
Tribunal will be given to all candidates in the area of selection and who took part of the 
staffing process and were not successful. For external processes, all candidates have a 
right to make a complaint to the Public Service Commission. 

A Statement of Merit and Criteria (SOMC) will be used to specify hiring requirements. 
The SOMC will be dependent upon the specific requirements of each position at the 
time of hiring. The SOMC at Annex A is an example of the mandatory requirements 
and asset qualifications to be identified for the UT Group. 

Promotions 

References A, Band F permit incumbent-based promotions from UT-02 to UT-03 and 
UT-03 to UT-04. Differentiation between levels 2, 3 and 4 is made on the basis of title 
and of the incumbent's performance and professional standing. This incumbent-based 
promotion process is described at Annex B of this Framework. 

The independent recourse mechanism for the incumbent-based promotion process is 
described at Annex E of this Framework. 
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Performance review 

The process for civilian performance management is outlined in the Directive on 
Performance Management (PM) (reference G) and applies to the core public 
administration unless excluded through specific acts, regulations or Orders in Council. 
As articulated in the Directive, excellence in people management leads to a high
performing public service, which is built on employee engagement, a culture of 
excellence, demonstrated leadership and a strong workforce. A highly engaged , 
healthy, productive and effective workforce is cultivated through innovation and respect, 
communication and recognition and results in improved productivity, superior 
performance and excellent service to Canadians. 1 

For UTs, there will be one annual assessment of performance based on the previous 
academic year and a discussion of expectations for the forthcoming academic year. For 
UTs, this review is conducted using the Faculty Assessment Report (FAR). The overall 
process is carried out as per the guidelines outlined at reference H, which is reproduced 
at Annex F of this Framework. The assessment process will be consistent with the 
Salary Administration Plan at reference I. 

As outlined in the UT Collective Agreement (reference J), subject to and as provided in 
the Public Service Labour Relations Act, a UT may present an individual grievance to 
the employer if he or she feels aggrieved within the PM or FAR processes. 

ROLES AND RESPONSIBILITIES 

It is the responsibility of management to ensure that hiring, evaluation and promotion 
processes are consistent with this Framework and the UT Collective Agreement, 
reference J. The responsibility for establishing a creative and productive work 
environment is a shared responsibility by all stakeholders. The parties acknowledge the 
mutual benefits to be derived from joint consultation and will consult on matters related 
to this Framework. 

1 Di rective on Performance Management (Future Effective: 2014-04-01}, http://www.tbs-sct.gc.ca/pol/doc
eng.aspx?id=27146&section=text, retrieved on 20 February 2014. 
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Annex A 

STATEMENT OF MERIT AND CRITERIA 

Statement of Merit and Criteria {Example) 

Position: UT-02/UT-03/UT-04 

Mandatory Asset Qualifications 

Education: Asset Education 

PhD from a recognized university with 
acceptable specialization relevant to the 

Asset Experience position or an acceptable combination of 
education, training and/or experience. 

Asset Knowledge 

Linguistic profile: 

Various language requirements and/or profiles: Asset Abilities 
Bilingual imperative BBB/BBB; 
Bilingual imperative CBC/CBC; 
English Essential; or Operational Requirements 
French Essential. 

Experience 
Organizational Needs 

We are committed to having a work force 
representative of the population and 

Knowledge employment equity may be a consideration in 
selection. 

Abilities 

Ability to communicate orally. 
Ability to communicate in writing . 

Personal Suitabilities 

Effective interpersonal relationships. 
Judgement. 
Reliability. 
Flexibility. 

Conditions of Employment 

Security clearance - Reliability or higher 
depending on the position. 

Candidates must meet and maintain the above 
conditions of employment throughout their 
employment. 
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Annex B 

UT INCUMBENT-BASED PROMOTION PROCESS 
(FROM UT-02 TO UT-03 AND UT-03 TO UT-04) 

Section 1 - Application Procedure 

1. Responsibility of the Applicant: 

a. It is the responsibility of the member of the UT Group to make the application 
for promotion; and 

b. At any time during the process, the applicant may withdraw her/his candidacy 
in writing, without prejudice to any future application. 

2. The application process consists of two steps: 

a. A call for promotions will be sent out to all UT-02s and above by the 
Principal's Office on or before the first Monday in April; and 

b. The applicant will provide notice of intent to apply for promotion in writing to 
the Head of the Department and the Dean of the candidate's Faculty no later 
than the first Monday of July. Faculty at the Canadian Defence Academy 
(CDA) and the Canadian Forces College (CFC) should apply through the 
Dean of Arts. The Academic Director of le College militaire royal de Saint
Jean (CMRSJ) takes the place of the Dean for Faculty who are located at 
Saint-Jean. 

3. The applicant must submit electronic copies of the application for promotion 
documents, electronic copies of a research dossier as well as a list of possible 
reviewers to the Dean by the last Monday of September (see below for details). 
Applications received after this September date will not be considered for promotion in 
that promotion cycle. 

4. The application for promotion must include one (1) electronic copy of each of the 
following documents in Portable Document Format (PDF): 

a. A statement of no more than four (4) pages which presents the candidate's 
case for promotion. The case should be made in relation to the promotion 
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level sought. The candidate must also authorize the disclosure of the 
information for promotion purpose; 

b. An up-to-date curriculum vitae (CV); 

c. All teaching evaluations and other materials (course syllabi, etc) related to 
teaching and course development; and 

d. Any other materials that, in the candidate's view, offer evidence of the merit 
of the application. This could include letters of appreciation and/or 
information about service to the university or the profession. The relevance 
and importance of all documents should be clearly made by the candidate. 
Only information (such as activities, publications, grants, courses, etc.) since 
the last promotion will be considered for promotion. 

5. The research dossier of the applicant's scholarship must include one (1) 
electronic copy of each of the following documents in PDF: 

a. Peer-reviewed publications (and reviews if available) since the last 
promotion; 

b. Technical research reports (and reviews if available) since the last promotion; 

c. Conference papers (and reviews if available) since the last promotion; 

d. Books and/or other lengthy items (and reviews if available) since the last 
promotion (in this case, candidates may choose to submit copies of the 
tables of contents, prefaces, introduction or executive summaries, and 
bibliographies); and 

e. Other non-peer reviewed articles since the last promotion. 

6. When submitting the application, the candidate will provide a list to the Dean of 
up to ten (10) scholars who, in the candidate's view, would be suitable external referees 
for their application. These scholars must hold, at the very least, the academic rank 
sought by the candidate or equivalent, not be members of the candidate's department, 
and must be at arm's length from the candidate. Those applying for the rank of UT-04 
must include at least three (3) international scholars of international reputation. The list 
is to clearly indicate: 
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a. The candidate's professional and/or personal relationships with each 
potential referee; 

b. Why each of the proposed referees is appropriate. Include a brief biography 
of each proposed referee; and 

c. Complete contact information for each referee (address, phone numbers, and 
email address). 

7. When submitting the application, provide a written statement as to whether the 
candidate wishes to appear before the Preliminary Promotions Committee (PPG). 

8. New information that becomes available after the candidate's promotion file has 
been submitted can be provided to the Dean for consideration at any time prior to the 
meeting of the Final Promotions Committee (FPC). 

Section 2 - University Procedures and Protocols 

1. The Candidate's Department: 

a. At the request of the Dean, the candidate's Head of Department will strike a 
Departmental Promotion Committee (DPC) to evaluate the candidate's 
application. The Head of Department will inform the Dean of the DPC 
composition. 

b. The DPC members: 

i. The DPC will normally be composed of at least three members from the 
applicant's department who have UT ranks equal to or greater than the 
ranks sought by the applicants. Where the Head of Department cannot 
find enough members of the DPC of the appropriate rank, a faculty 
member from another department can be selected; 

ii. For Faculty located at CMRSJ, a DPC will be struck with members of 
CMRSJ Faculty as described in the sub-sub-paragraph i above, but with 
one member from RMCC from the discipline of the candidate; and 
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111 . Will identify any potential conflicts of interest that they have with the 
candidates. Examples include, but are not limited to, former supervisor
student relationships, research collaborator, or personal conflict. These 
will be reported to the Dean of the Faculty who will, in this case, decide 
upon the ultimate composition of the DPC. 

2. The Departmental Promotion Committee (DPC): 

a. Within ten (10) working days of receiving the application, the DPC will 
provide the Dean with a list of five (5) possible referees in addition to those 
submitted by the candidate. The DPC will not contact these referees. For 
each potential referee, the DPC will provide a brief statement about: 

i. Why each of the proposed referees is appropriate; 

11. Include a brief biography of each proposed referee; and 

iii. Complete contact information for each referee (address, phone 
numbers, and email address). 

b. The DPC will subsequently evaluate the candidate's application based on the 
three domains of activity related to promotion: Teaching Merit, Scholarly 
Merit and Service as defined at Annex C. In particular, it will : 

1. Solicit letters: 

• From the candidate's departmental or program colleagues. All 
letter writers should be informed that their letter will be shared with 
the candidate; and 

• Related to the candidate's service to the College and profession 
from, among others, members and chairs of committees on which 
the candidate has served, others involved in college activities and 
those who may be knowledgeable about the candidate's 
professional activities. 
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ii. Evaluate the following where able to do so, and make an overall 
recommendation as to the merit of the candidate's application: 

• Teaching Merit. As part of this evaluation, it will confirm that all 
teaching evaluations since the last promotion have been provided 
to the DPC by the candidate; 

• Scholarly Merit; and 

• Service to the college and/or the profession. 

c. Within twenty (20) working days of receiving the application, the DPC will 
provide a written recommendation on the candidate to the Head of 
Department. The Head of Department may then comment on the DPC's 
recommendation. 

d. The Head of Department will forward the recommendation of the DPC along 
with the Head of Department's comments to the Dean and the candidate. At 
this time, the candidate will be shown the list of five (5) additional references 
selected by the DPC. 

e. At this point, candidates can identify any potential conflicts of interest they 
may have with the references selected by the DPC. Examples include, but 
are not limited to, former supervisor-student relationships, research 
collaborator, or personal conflict. The candidate may also provide any 
comments on the DPC's recommendation, comments by the Head of 
Department and/or supplementary references to the Dean within ten (10) 
working days after receiving this information from the Head of Department. 

3. The Dean's Office: 

a. On receipt of the application , the Dean of the candidate's faculty will ensure 
that the candidate's dossier is complete and forward the electronic copies of 
the application to the Principal's Office. 

b. The Dean will request that DPCs be formed when necessary. The Dean will 
approve the composition of each Department's DPC. 
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c. The Dean will also forward electronic copies of the candidate's application 
and research dossier to the DPC. 

d. The Dean will receive the DPC's list of possible referees and , in consultation 
with the Principal and the PPC (see below), recommend external referees to 
evaluate the candidate's application (see paragraph 4. a. below). 

e. The Dean will receive the report of the DPC as well as any comments from 
the candidate and Head of Department. This information will be forwarded to 
the Principal's Office in order to prepare the promotion dossiers for the PPC. 

4. The Principal 's Office: 

a. The Principal, in consultation with the PPG, will select six (6) external 
referees from the candidate's and the DPC's lists. Where possible, an equal 
number of people from each list will be selected. For those candidates 
applying for promotion to UT-04, one of the selected referees will be an 
international scholar of international reputation. Each of those selected will 
be contacted by the Principal's Office to determine their willingness to 
provide a written appraisal of the candidate's application. 

b. If any of the initial six (6) referees are unable to provide appraisals, the 
Principal's Office will approach other referees from the candidate's and 
DPC's lists until either: 

1. Six (6) letters are received; or 

ii. The requisite number of positive letters are received (see Annex C) ; or 

111. All names on both lists have been contacted. 

c. The Principal's Office will: 

i. Forward the candidate's complete dossier electronically to each referee, 
with clear instructions as to their appraisal. Upon request, a paper copy 
of the complete file can be provided to the referees. An example of the 
letter sent to each referee is found at Annex D; 
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ii. Request a statement from the external referee describing any past 
collaborative activities that could be considered a conflict of interest; 

iii. Ask external referees to comment primarily on the candidate's research 
record . This is to include their assessment of the quality of the journals 
and conferences used by the candidate to publish his or her articles. 
(This is subject to relevance of promotion being sought); and 

iv. Receive the written reports of the referees. Candidates may have 
access to these reports. 

5. The Preliminary Promotions Committee (PPC): 

a. The Principal will convene and chair a PPC comprised of all the Deans, the 
Vice-Principals the Directeur des Etudes (CMRSJ) and one duly appointed 
representative of the Faculty Association at the UT-04 level. 

b. The PPC will be provided with the candidate's files, DPC report, Head of 
Department's comments, candidate's comments and available referee 
reports by the Principal's Office. 

c. The PPC will make a preliminary assessment that will consider each 
candidate's application for promotion based on a careful review of their 
application, research dossier, the report of the DPC, comments on the DPC 
report from the candidate, comments from the Dean and the appraisals of the 
external referees. 

d. In order to be considered for promotion, the Principal's Office must have 
received a minimum number of positive letters from external referees for 
each applicant. This minimum number varies with the rank being sought and 
is outlined at Annex C. 

e. The procedure for assessment will be: 

i. Each member of the PPC will assess each candidate separately in each 
of the three domains of activity: Teaching Merit, Scholarly Merit and 
Service. 
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ii. The PPC will employ a numerical scoring system for each domain of 
activity related to UT promotion. Each of these assessments is 
determined with reference to the level of promotion being sought. 

1 = unsatisfactory 

2 = not fully satisfactory 

3 = satisfactory 

4 =superior 

5 = distinguished 

iii. After scoring variances have been discussed and committee members 
have had the opportunity to reconsider their scores, an average score is 
calculated for each candidate in each domain. A consensus is then 
sought on the acceptance of the average scores. 

iv. Candidates will be informed in writing of the PPC's assessment of their 
application by their Faculty Dean within fifteen (15) working days. 
Candidates who disagree with the findings of the PPC must indicate in 
writing, with reasons, to the Principal's Office within fifteen (15) working 
days of being informed of the decision and this will become part of the 
candidate's dossier for the FPC. 

6. Final Promotions Committee (FPC): 

a. Is composed of members of the PPC and three (3) bilingual external senior 
scholars, who normally have senior academic administrative experience at 
an Association of Universities and Colleges of Canada (AUCC) University, 
selected by the PPC. It will consider all applications for promotion that have 
been considered by the PPC and forwarded for consideration to FPC. 

b. The FPC will be provided with the candidate's files, DPC report, Head of 
Department's comments, candidate's comments and available referee 
reports by the Principal's Office. 

c. Each member of the FPC will score candidates in each domain of activity 
following the definitions used by the PPC as set out in paragraph 5.e. above. 
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d. To be eligible for promotion, a candidate must receive an average score of at 
least three (3) in each of the three domains and also a total score (sum of the 
three assessment domain scores) of at least 10.5. 

e. The Principal's Office will inform candidates by letter of the findings of the 
FPC within thirty (30) working days. The letters will explain the reasons for 
the committee's decision. In cases where promotion is approved , the 
promotion will take effect 1 July in the calendar year following the application. 
In cases where promotion is denied, the letters will identify the areas in which 
the employee needs to strengthen his/her case. In all cases, the letters will 
inform the candidate that he/she may request an informal discussion to better 
understand the committee's decision and that the candidate may request an 
independent review through the independent recourse mechanism. 

7. The independent recourse mechanism for UT incumbent-based promotions is 
outlined at Annex E. 
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Annex C 

DOMAINS OF ACTIVITY WITHIN THE UT GROUP 

Domains of Activity to be assessed for promotion 

There are three primary domains that will be considered for promotion: Teaching Merit, 
Scholarly Merit and Service. The candidate must show at least satisfactory 
performance (relative to the level of promotion sought and relative to the peer group at 
that rank and in that discipline) in each of these domains. 

1. Teaching merit will be assessed according to: 

a. Breadth and level of subjects taught; 

b. Contributions to teaching pedagogy; 

c. Supervision of graduate, undergraduate students, post-doctoral fellows and 
research assistants. 

d. Contributions to course and curriculum development; 

e. Accessibility to students; 

f. Presentations and publications in educational forums or journals; and 

g. Student and peer assessments. 

2. Scholarly Merit will encompass: 

a. Publications, including papers, books, technical reports, reviews of the 
candidate's scholarly work, etc. Greatest weight is given to peer-reviewed 
publications. Presentations and papers given at conferences that include 
peer review will be considered in this domain if the candidate supplies a 
description of the peer review process and the actual reviews. If unpublished 
commissioned reports are included, candidates should also include 
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assessments of the work from the sponsor in order to demonstrate that it has 
been critically assessed by those who had commissioned it. 

Candidates should provide supporting information as to the impact of their 
work on the broader community. For example it is extremely unlikely that 
candidates would be promoted to Associate Professor if their publishing 
record does not include books or articles in refereed journals. 

Note: Only work that has been already accepted for publication and other 
achievements that are current or completed will normally deserve 
consideration. Work submitted by the candidate that has not been peer
reviewed may be sent out for review by the PPC. 

Note: Candidates should report any business (or other relationship, such as 
participation on editorial boards) they may have with any publisher of their 
work. 

b. Research grants and/or research contracts will be assessed. These include 
Research and development contracts, granting council funds (i .e . Natural 
Sciences and Engineering Research Council (NSERC), Social Sciences and 
Humanities Research Council (SSHRC), Canadian Institute of Health 
Research (CIHR)), private sector and professional consultation. 

c. Other: Consideration will also be given to: 

i. Invitations to give colloquia; 

ii. Citations of their work by other scholars; 

iii. Patents; 

iv. Consultation activities; 

v. Holding research or industrial research chairs; and 

vi. Creative work such as live performances and recordings, design 
prototypes and products , films, video/digital works, visual arts 
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installations and creative writing such as fiction, non-fiction, poetry and 
drama. 

3. Service will be assessed on the basis of all contributions outside of teaching and 
research that help the College achieve its mission statement. These may include: 

a. Service in various College activities including committees and thesis 
examination duties; 

b. The overseeing of extracurricular student activities; and 

c. Service outside the College, including service to the profession, editorial and 
refereeing duties. 

Time frame over which domains to be assessed 

1. Some length of time should be taken into account to determine whether the 
teaching and scholarly activities have been sustained over a reasonable period of time. 
The following will generally apply: 

a. For promotion from Assistant (UT-02) to Associate Professor (UT-03), four 
(4) years (at the time of application) would be reasonable to evaluate the 
teaching effectiveness, scholarly activities and service domains; and 

b. For promotion from Associate (UT-03) to Professor (UT-04), four (4) years (at 
the time of application) would be reasonable to evaluate the teaching 
effectiveness, scholarly activities and service domains. 

Educational requirements 

1. The educational qualifications are dependent on the rank being sought: 

a. For promotion from Assistant Professor (UT-02) to Associate Professor (UT-
03), a doctorate or its equivalent is required except in circumstances where 
the discipline would normally accept a Master's degree and significant 
experience in their professional field of expertise; and 
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b. For promotion from Associate Professor (UT-03) to Professor (UT-04), a 
doctorate or its equivalent is required. 

External reviewers 

1 . The external reviewers will comment specifically on the scholarly merit domain 
but may also provide feedback to the PPC and FPC on teaching and/or service 
activities of the applicant. In order to be considered for promotion by the PPC, a 
minimum number of positive letters must be received by the Principal's Office. The 
minimum number varies with the rank being sought: 

a. For promotion from UT-02 to UT-03, two (2) positive letters are required; and 

b. For promotion from UT-03 to UT-04, three (3) positive letters are required. 

2. Positive letters from external referees could be used for up to two (2) applications 
for the same rank. 
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Annex D 

EXAMPLE OF LETTER SENT TO EACH EXTERNAL REFEREE 

6004-3 (Principal's Office) 
(date) 

(name) 
(title) 
(address) 

Dear (name): 

Thank you for agreeing to act as an external referee for the purpose of evaluating the scholarly activities of 
(applicant name) for promotion to the rank of Associate Professor/Professor at the Royal Military College of 
Canada (RMCC). 

I am enclosing a copy of the candidate's curriculum vitae and publication package. I have permission from 
(applicant) to do so. I have also included a copy of the criteria used to determine scholarly merit in making 
promotion decisions at RMCC. 

The Promotions Committee is interested in your evaluation of (applicant name)'s scholarly activities, i.e.: 
quality of research and publications, standing among peers, and potential to make significant contributions in 
future. In addition, it would be helpful if you could indicate, based on the enclosed candidate's list of published 
articles, which refereed journals you consider to be of high quality and which conference proceedings, if any, 
could be considered equivalent to publishing in a refereed journal. Your overall evaluation of the candidate's 
scholarly activities should be made against the levels of achievement required for promotion to Professor 
status (group and level). Any other comments you might feel are relevant to (applicant name)'s scholarly 
record would also be welcomed. 

The candidate will have access to your comments; however, your name and that of your institution will be 
removed from the document. 

I will need to have your response by (date), by post or electronically, and would be grateful for the return of the 
enclosed documents to this office. If you have any questions please do not hesitate to contact me at (insert 
phone number) or by email at (insert email address). 
Sincerely, 

(name and title) 

Enclosures: CV 
Publications Package 
Promotion Criteria 

22 



CAREER PROGRESSION MANAGEMENT FRAMEWORK FOR UNIVERSITY TEACHING 

Annex E 

INDEPENDENT RECOURSE MECHANISM 
FOR UT INCUMBENT-BASED PROMOTIONS 

Context 

1. Within the context of the PSER (reference B), a career progression framework 
must include an independent recourse mechanism in order for the incumbent-based 
promotion process to be used. In DND, this applies to the incumbent-based promotion 
process for UTs. 

Grounds for recourse 

2. The recourse mechanism applies to a decision related to a non-disciplinary 
denied promotion, when such decision is questioned by the affected employee. For 
these decisions, the affected employee can access this recourse mechanism to raise an 
issue with the FPC's decision for one of the following reasons: 

a. The UT incumbent-based promotion process used to determine eligibility for 
promotion was not correctly applied (this includes but is not limited to 
concerns arising from internal or external reviews); or 

b. There was an abuse of authority by the committee in the exercise of its 
authority. 

Exclusions 

3. UTs may not utilize this recourse mechanism if they are: 

a. An unsuccessful candidate of an internal or external UT recruitment and 
staffing process; 

b. An employee who has been appointed to an UT position and wishes to 
question the appointment process or the results; 
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c. Citing grounds for discrimination which are covered by the Canadian Human 
Rights Act and where mechanisms, like the departmental informal conflict 
management system or in the jurisdiction of the Canadian Human Rights 
Commission, are available within the department or the Public Service; or 

d. Citing grounds that fraud occurred in the appointment process or that an 
appointment or proposed appointment was not free from political influence. 

Informing the employee 

4. Principles: 

a. Transparency. The Framework, including the process and all information 
used in decision-making, is available to all parties. The recourse mechanism 
is an integral part of the Framework and follows this principle. In cases of 
denied promotion decisions, all information considered to make these 
decisions must be communicated in writing to the affected employee 
(disclosure); 

b. Timely Notification. Notification should be as timely as possible; 

c. Access to Information. Employees are provided, in writing, with the decision 
and rationale of the committee; and 

d. Representation. The employee has the option to be represented or 
accompanied. 

5. As previously mentioned in Annex B, Section 2, paragraph 6e, the employee is 
notified by letter of the decision of the FPC within thirty (30) working days of the date of 
the decision. In keeping with the principles above, the letter explains the reasons for 
the committee's decision and, in cases when the promotion is denied, the areas in 
which the employee needs to strengthen his/her case. The letter also informs the 
employee that he/she may request an informal discussion to better understand the 
committee's decision and may request an independent review through the recourse 
mechanism. 
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Informal discussion 

6. If an employee is unclear about or disagrees with the decision of the committee 
regarding his/her case, he/she may request an informal discussion with the Chair of the 
FPC. Use of this information process on the part of the employee is voluntary and 
participation in this process must not be interpreted as limiting, in any way, the right of 
the employee to access the recourse mechanism. 

Initiating the recourse process 

7. The employee may, within thirty (30) working days of notification, request an 
independent review of the UT incumbent-based promotion process. Note: the request 
for an independent review is put in abeyance during the informal discussion process. 

8. Employees will forward a written request for recourse to the Principal. Requests 
will indicate the decision in question, the decision date, the grounds for the request, all 
information substantiating the request, as well as the coordinates of the employee's 
authorized representation. This request initiates the recourse mechanism, which will 
require the Principal to call for the Faculty Promotion Review Committee (FPRC) to be 
established as a subcommittee of the Board of Governors (BOG). The FPRC will 
provide recommendations to the BOG, taking into account both the written submission 
for recourse from the candidate, the recommendations of the FPC and any other 
relevant information. 

Faculty Promotion Review Committee (FPRC) 

9. Members of the FPRC will be selected by the BOG Chair in consultation with the 
Principal and CMCFA and may be selected from either the Federal Public Service or the 
Broader Public Sector but must be external to CDA. When selecting FPRC members, 
the following principles will apply: 

a. Impartiality. Review by 'new eyes' is essential to ensure impartiality; 

b. Independence. Reviewer(s) must not have participated in any way in the 
original decision; and 

c. Knowledge. Reviewer(s) must have sufficient knowledge to be able to review 
the process and advise the BOG. 
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10. Accordingly, FPRC members must not have any potential conflicts-of-interest 
with respect to any candidate complaints. Examples include, but are not limited to, 
former supervisor-student relationships, research collaboration or personal conflicts. In 
addition, FPRC members must have prior experience in university governance, 
especially prior involvement in promotions at a university, have academic discipline or 
field-specific expertise, in order to properly review the substance of the complaint and 
the process followed, and make appropriate recommendations. The FPRC will consist 
of three (3) members. When possible, they will be selected as follows: 

a. One (1) from the Federal Public Service; and 

b. Two (2) full or emeritus professors normally from AUCC universities. 

Role of the FPRC 

11 . The FPRC is not intended to replicate the role of the FPC. The members of the 
FPRC will review the recourse case, along with written information provided by the 
employee, to assess the alleged ground(s). The members of the FPRC will meet with 
the employee, and any other individuals as required, to formulate their 
recommendation( s ). 

12. The members of the FPRC will , within sixty (60) working days from appointment, 
make one or more recommendations to the BOG Chair to either confirm the 
appropriateness of the process used by the FPC or to identify the issue(s) that may 
have affected negatively the decision of the committee. The members of the FPRC 
may not recommend that a promotion be granted. If appropriate, the FPRC may 
recommend to the BOG Chair that the FPC re-examine the case in whole or in part. 

Final decision of the recourse process 

13. Only the BOG can make the final decision. The final decision on the outcome of 
the recourse, along with any supporting documentation (including the FPRC report), will 
be communicated to the employee in writing, and copied to the employee's authorized 
representation within thirty (30) working days after the recommendation of the FPRC 
has been made to the BOG. The BOG will not unreasonably withhold approval of an 
FPRC recommendation. 
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Implementation of the final decision 

14. Implementation of the BOG decision must be undertaken without reasonable 
delays, usually with a delay no greater than thirty (30) working days. If the decision 
requires the case to be reconsidered by the FPC, it should reconvene as soon as 
possible or at least within thirty (30) working days, for a second review of the case. 
Following the FPC second review, the FPC may maintain its original decision, or may 
make a new decision consistent with Annex B, Section 2, paragraph 6e. The FPC must 
inform, in writing, the employee, with a copy to the BOG Chair, of its second decision 
within ten (10) calendar days of taking its decision. This written decision is final and 
must provide an explanation, which includes the grounds on which the recourse was 
sought. 

Richard B. Fadden Date 
Deputy Minister of National Defence 
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Annex F 

FACULTY ASSESSMENT REVIEW PROCESS2 

Background and purpose 

Faculty Assessment Reports (FARs) are annual collaborative documents begun by 
individual Faculty Members and completed by their respective Department Heads and 
Deans, and submitted to the Principal for signature and final comment. FARs allow 
faculty members to identify recent developments in their careers, and to highlight 
accomplishments. The (FARs) become part of each faculty member's dossier that he or 
she may use for promotion, and provide the basis for annual incremental salary 
increases in the UT scale. 

What, who, when, and how 

At the end of each academic year, F ARs need to be completed by all civilian faculty 
members (including non-permanent) of a Department who have been employed full
time for six months or more. The Report is filled out electronically and printed by the 
Office of Academic Services, after which it receives the signatures of the Commandant 
(if applicable), the Principal, the Line Dean or decanal equivalent (for CDA and 
RMCSJ), the Department or Section Head, and the Faculty Member. The following 
table identifies each section of the Form, who is responsible for completing it, and when 
each section should be complete: 

Section of FAR and additional Individual 
responsibilities 

A-F of form (bibliographic information); report Faculty Member 
of scholarly activity from previous academic 
year 

G (assessment of and commentary on Department Head or 
Faculty Member's contributions) appl icable supervisor (for 

cross-appointed, CDA, and 
RMCSJ faculty) 

H (assessment of and commentary on RMCC Line Dean or 
Faculty Member's contributions) CDA Director of Learning 

2 SOP 000201.1 Completion of Faculty Assessment Reports (15 March 2011), online at 
http://intranet.rmc.ca/academic/principal/index_e.html, retrieved on 4 November 2013 
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and Innovation or 

RMCSJ Academic Director 

I (final assessment of and comment on Principal 31 Dec 
Faculty Member's contribution, and salary 
increment determination) 

J (final commentary and signature for RMCC or RMCSJ 31 Dec 
Decanal-level FARs only) Commandant, if applicable 

Discussion of completed document with RMCC Department Head 31 Jan 
Faculty Member or 

CDA I RMCSJ supervisor 

K (final signature) Faculty Member 28 Feb 

Note 1: For cross appointed, CDA and RMCSJ faculty, the RMCC disciplinary home is 
responsible for ensuring a FAR is initiated and receives input from all relevant 
supervisors. Any questions concerning departmental status should be directed to the 
Principal's Office. 

Note 2: Once begun, a FAR is designated Protected Band must be processed in 
accordance with the appropriate rules and regulations. Only ONO equipment certified 
and accredited for processing Protected B material can be used. At RMCC, only 
Defence Wide Area Network (DWAN) machines or laptops available for sign out from 
the Protected B laptop pool are acceptable. Department Heads are responsible for 
ensuring that all faculty members are fully informed of the security guidelines pertaining 
to these documents. Further information can be obtained by contacting the RMCC 
Security Advisor. 

Note 3: Deans or Dean equivalents are also responsible for the preparation of FARs for 
their respective current Department Heads. 

Where 

An electronic version of the document can be accessed from the Office of Academic 
Services Intranet site or at http://imgapp.mil.ca/DFC2/DFC_Main.asp?strlang=e on the 
DWAN. Completed forms are not stored electronically: one hard copy is retained in the 
permanent file of the Faculty Member by Civilian Human Resources Office (CHRO), one 
copy is stored in the Faculty Member's academic file in the Office of Academic Services, 
and the Member may keep one copy. 
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