Librarian/Archivist Appointment Checklist: Contents of the file supporting a recommendation for a new librarian/archivist appointment

The following table and checklist must be completed by the University Librarian/University Archivist for all new Librarian/Archivist appointments and must be at the front of the appointment file forwarded to the Office of the Vice-Principal (Academic).

	Library/Archives
	

	Department (if applicable)
	

	Appointment Start Date


	

	Name of Recommended Candidate


	

	Budget Slot (Position #)/ 

Year Released by VP(A)
	

	Previous Incumbent (if any)


	

	Appointment Type

(check all that apply)
	· Initial Continuing Track


· Renewed Continuing Track

· Continuing                              

· Special                         

· Non-Renewable
· Spousal Non-Renewable

	Rank


	

	Credited Years of Experience (YOE) at appointment date
	

	Starting Salary 


	

	Credit towards Continuing status 

(if any)
	

	Credit towards first academic leave 

(if any)
	

	Relocation expense reimbursement limit
	


	Please check boxes to indicate that the following items are included in this appointment file:



	1.
	Draft letter of appointment for the Principal’s signature (to be sent by email to Chris Berga in the Principal’s Office chris.berga@queensu.ca at the same time).


	(

	2.
	Memo from the University Librarian/Archivist recommending the appointment (with reasons).


	(

	3.
	Appointments Committee recommendation with reasons (including any dissenting recommendation, with reasons, provided by any Appointments Committee member).


	(

	4.
	Description of the search process (may be included in one of the above memos).


	(

	5.
	If the recommended candidate is neither a Canadian citizen nor a Permanent Resident, 

the completed form “ForeignAcademic Recruitment Summary” located at

https://www.canada.ca/en/employment-social-development/services/foreign-workers/academic/recruitment.html
	(

	6.
	Copies of all advertisements for this position with clearly visible start and end date of the posting; at least two from advertising venues with head offices located in Canada.
	(

	7.
	Letter of Application from the recommended candidate.


	(

	8.
	Recommended candidate’s curriculum vitae.


	(

	9.
	Other documentation provided by the recommended candidate (e.g., teaching dossier, teaching evaluations) as available (reprints of publications not necessary).


	(

	10.
	All letters of reference (minimum of three).


	(

	11.
	Copies of all letters of assessment collected during the search process (including those from librarians/archivists).


	(

	12.
	A copy of the Equity Reporting Forms Checklist – Appointments (which documents the submission of Equity Forms (Parts A – D) to the Equity Office).
	(


________________________________________________________________________________

Signature: ____________________________

____________________


     University Librarian/University Archivist


            Date

Approval: ____________________________

____________________

     Vice-Principal (Academic)



Date
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