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General Description of Application 
The equity data collected in the Renewal, Tenure, Promotion and Continuing Database (RTPC) is 
used in completing the annual compliance reports to the Joint Committee for the Administration 
of the Agreement (JCAA).  

This RTPC application replaces the paper version of the Equity Reporting Forms for personnel 
applications. The EE Rep begins the equity process for RTPC appointments by contacting the 
Equity Office at equity@queensu.ca or 613-533-2563 to request access to the application.   

After the Committee has met and recommendations have been made, the EE Rep accesses the 
application and begins (Step #1) by entering information regarding the department as well as 
listing the members of the committee.  

Next, the EE Rep enters information regarding the applicants (Step #2) and answers the 5 
evaluation questions. These questions can be printed from the RTPC application to be used when 
considering each applicant file. The EE Rep is required to enter this information for each 
applicant. Once the evaluation questions are answered for all the applicants, only then can the 
EE Rep submit the information into the system. After submission, the EE Rep receives a 
completion confirmation as well as an email outlining the departmental information, the 
committee, and the applicant data for each member with a file number.  

 

Here is the link to the application: https://webapp.queensu.ca/equity/rtpc 

mailto:equity@queensu.ca
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Evaluation Questions 
 

Keeping the principles of non-discrimination and employment equity in mind and recognizing 
that individual professional profiles may reflect equity-based considerations, you will be required 
to indication whether the committee used the following considerations in its evaluation of the 
applicant. 

 

• Whether the applicant’s work included alternation or non-traditional types of 
scholarship. (e.g. community-engaged scholarship, policy papers, preservation of 
marginalized knowledge and tradition). 

• Whether the applicant utilized alternative methods of disseminating research and/or 
creative work. (e.g. contribution to non-traditional journals, media, exhibitions).  

• Whether equity considerations resulted in a higher than normal contribution by the 
applicant to a record of professional, University or community service (if service is 
applicable) 

• Whether the applicant was granted a leave from work for any period of time for equity 
related reasons. (e.g. family responsibility, accommodation for disability, bereavement, 
maternity). 

• Whether the committee considered equity issues raised by the applicant during any 
stage of the evaluation process.  

• Did the applicant request to have an Aboriginal person act as a participant on the 
committee as allowed by Appendix O (Article 30.2.2 and Article 31.2.2)? 

• Did the committee adequately reflect the composition of the department as required by 
Article 30.2.3 and Article 31.2.2? 
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Introduction 
Once the EE Rep has access and logs onto the RTPC system, they are brought to the Welcome 
page. From here the EE Rep can review the Evaluation questions, access the resources and begin 
the equity reporting process. 

 

 



STEP #1 –  The Depar tment  and Committee  

 
4 

Step #1 – The Department and Committee 
 

1. From the introduction page, Click ‘Part 1: Department and Committee’, the screen below will 
appear. 
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2. Using the dropdown menu, select your Faculty and Department. As the EE Rep, your 
information will be pre-populated, delegates completing this online form will need to fill out 
the Employment Equity Representative information. Next, enter the staff number of 
Committee Chair; the name, email and training status will populate. This also applies when 
adding Committee Members. 
 

 

 

 

3. Next, click ‘Add New Committee Member’ until all your committee members are listed. 

4. Once the committee members are listed, complete the ‘Committee Composition’ question. 
Simply selection either yes or no. If no is selected, you will need to explain why the 
committee does not meet the requirements as indicated in the QUFA Collective Agreement. 
See examples in the next two screen shots below. 
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or 

 

 

5. Once the ‘Committee Composition’ question is complete, click ‘Part 2: Applicant 
Information’, the next screen will appear. At this point, all the information entered is saved in 
the RTPC database.  If you exit the application, after this point, you can return and continue 
entering your applicant information.
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Step #2 – Applicant Information 
 

 

 

1. There are two ways to add applicants, either completing the applicant details or clicking 
‘Add New Applicant’ under the Applicants list. Once you begin entering details, your 
applicant will automatically appear in your “Applicant List”. Enter the applicant’s staff 
number, first name and last name. 

2. Next you will complete the current rank, recommended rank and appointment type the 
member is applying for. See dropdown examples below. 
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3. The next step is to complete the ‘Applicant Evaluation’ questions for each applicant. These 
questions (page 2) are listed below. Click yes or no for each question and provide comments 
if applicable. 
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4. Next complete the Additional questions, whether the Applicant request to have an 
Aboriginal person act as a participant on the committee. If no, proceed to the final question. 
If yes, continuing answering the Appendix O questions, examples are listed below. 
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5. When these questions are complete, you can either ‘Add Additional Applicants’ or ‘Submit 
All Applicants’. You should not “submit your applicants” one at a time, only click submit 
after you have entered details for ALL your applicants. 
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6. Once you submit your applicants, you will receive the following confirmation. 

 

7. You will also receive a detailed email outlining the department, committee and applicant 
information.  Your file numbers for each applicant will also be included.  

8. Note that the ‘Details Complete’ section as well as the ‘Current status’ has now changed. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Contact Information 

Alternative formats of this manual are available upon request 
 

     The Equity Office 
     B513 Mackintosh Corry Hall 
     613-533-2563 
     equity@queensu.ca 
 
     www.queensu.ca/equity 
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