
St. Thomas University
Policy Statement

Policy Name:               Policy on Academic Recruiting           

Classification:
General Administration _____
Academic                                   X   
Unit _____

Issued by: ____________________________ (Signature)
   ____________________________ (Title/Authority)

Date of Issue:     January 24, 1994                     Revised: February 2001 
November 2006

Policy:

I. Procedures for Advertising

A. Full-Time Positions

In recruiting for probationary appointments, departments should search 
vigorously for qualified candidates.

The following procedures will be followed in advertising for full-time faculty
after approval for the appointment has been received:

1. The department will submit a description of the desired candidate
(in 50 words or less), to the office of the Vice-President (Academic).

2. The Vice-President (Academic) will review the description for
content and the advertisement will be put into the attached format. 
Any changes in content will be brought to the attention of the
department chair who will “sign off” the advertisement copy before
submission for publication.

3. The Office of the Vice-President (Academic) will forward a copy of
all advertisements for full-time positions to the Employment Equity
Committee.



2

4. The Employment Equity Committee may provide the Office of the
Vice-President (Academic) with a list of specialized publications
aimed at groups designated in Article 6.04.1 of the Collective
Agreement.  In publications where such advertisements are free of
charge, the advertisements will be placed automatically.  In cases
where advertisements are seen to be costly, the Vice-President
(Academic) will meet with the Chair of the Employment Equity
Committee to discuss the matter.

5. The Human Resources Office places advertisements as classified
ads in a single issue of CAUT Bulletin or University Affairs.   The
Department Chair decides if the ad will be placed in the paper
publication or on web-only advertising.  If the Department Chair
wishes, the ad may also be placed on H-Net.

6. If the department wishes to have an advertisement placed in a
specialized journal, a specific request, including the name of the
publication, address, cost, and reasons for such advertising, must
be submitted to the Office of the Vice-President (Academic). 
Placement will be arranged by the Human Resources Office.

7. An 8 1/2" x 11" flier, with logo, will be provided to the Department
Chair.  The Department Chair will circulate this logo to relevant
departments in Canadian universities, with instructions that it be
brought to the attention of part-time faculty, limited-term faculty, and
graduate students.

B. Part-Time Positions

The following procedures will be followed in advertising for part-time
faculty after approval for the appointment has been received:

1. In cases where no member of the bargaining unit has a claim to the
position under the Priority List established in article 5.03 of the
Collective Agreement for Part-time Faculty, the position shall be
advertised.

2. At the request of a Chair or Programme Director, the Vice-
President (Academic) may waive the requirement for advertising if
time is short, or if there are other extenuating circumstances.

3. The department will submit, by March 1 for all full-year of first-
semester courses, and by October 1 for second-semester courses
not yet staffed, a description of the desired candidate (50 words or
less), to the Office of the Vice-President (Academic).

4. The Vice-President (Academic) will review the description for
content and the advertisement will be put into the attached format. 
Any changes in content will be brought to the attention of the
Department Chair before submission for publication.
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5. The Human Resources Office places ads (with logo) in The Daily
Gleaner.  There will be one placement.

6. If the department wishes provincial and regional advertising, a
specific request, including the name of the publication, address,
cost, and reasons for such advertising, must be submitted to the
Office of the Vice-President (Academic).  Placement will be
arranged by the Office of the Vice-President (Academic).

II. Procedures for Campus Visits

A. Full-Time Candidates

The following procedures have been developed to guide departments in
planning campus visits for full-time faculty candidates.

1. Approval for bringing candidates to campus is granted by the Vice-
President (Academic) in accordance with Article 6 of the Collective
Agreement.

2. Prior to a candidate’s visiting campus, the Department Chairs are to
ensure that candidates receive information about St. Thomas
University (calendar, admissions handbook, collective agreement,
and other information specifically related to the department.) 
University information packages are available from the Human
Resources Office.

3. Candidates are to travel to and from campus by the most economic
means possible, where applicable.  It is expected that candidates
journeying long distances will seek excursion rates which require
Saturday overnights.  (Please note: This will require two to three
week’s preplanning by departments.)  Candidates from closer
points may be given their choice as to whether they wish to travel
one day, regular economy fare, or stay several nights, travelling at
excursion rates.  (The cost should be approximately the same for
both visits.)

4. Position candidates are to be offered the choice of accommodation
at the Crowne Plaza, Carriage House Inn, or Brennan’s Bed and
Breakfast.  Accommodation and food will be reimbursed to
candidates according to university guidelines.  The Vice-President
(Academic)’s budget for faculty recruitment provides for one (1)
faculty member to accompany the candidate to each meal while the
candidate is in Fredericton.  Additional meals or entertainment
expenses will not be reimbursed.
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The following procedures have been developed to guide departments in 
planning campus activities for full-time candidates:

1. The President, the Vice-President (Academic), the Assistant Vice-
President (Research), the Human Resources Director, and the department
members are to be given the opportunity to meet with the candidates while
they are on campus.  (NB: Candidates for limited-term positions need not
be interviewed by the President.)

2. All candidates are to teach a class to a student group.  It would be helpful
to have student comments solicited.

3. All candidates shall give a presentation on their scholarly work.  This
presentation is to be advertised throughout the University so that faculty
and students from all departments may attend.

4. Each department will undertake to provide candidates with an orientation
to the University community and of Fredericton.

B. Part-Time Candidates

1. At a minimum, candidates for part-time positions shall be personally
interviewed by Department Chairs prior to recommendation for
appointment.

III. Procedures for Evaluating Candidates

1. Departmental Hiring Committees shall at least meet the requirements set
out in Article 8.02 for the Committee on Academic Promotion and Tenure.

2. Before any evaluation of applications takes place, the Chair of the
Departmental Hiring Committee shall ensure that the Department has
received, from the Employment Equity Committee, confirmation of its
departmental equity goals as described in Article 6.04.1 of the Collective
Agreement.
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Advertisement for full-time faculty position

The Department of                                                         , St. Thomas University, invites
applications for an entry-level, (limited term, tenure track) appointment. The successful
candidate will (fill in special qualifications) and will teach                                                             .

A PhD or imminent completion is required. Applicants are to submit a curriculum vitae, samples
of scholarly work, evidence of teaching effectiveness (teaching portfolio preferred), and arrange
to have three letters of reference sent directly to                                                       , Chair,             
                                     Department, St. Thomas University, Fredericton, NB E3B 5G3. Closing
date:                       , or when position is filled. Applicants are responsible for ensuring that their
files, including letters of reference, are complete by this date.

Established in 1910, St. Thomas University is a Catholic liberal arts university where excellence
in undergraduate teaching is the highest institutional priority. The University welcomes faculty,
students, and staff from all faiths and backgrounds. An equal opportunity employer, St. Thomas
is committed to employment equity for women, Aboriginal peoples, members of visible minority
groups, and persons with disabilities. All qualified candidates are encouraged to apply; however,
Canadians and permanent residents will be given priority.

Advertisement for part-time faculty position

The Department                                          , St. Thomas University, invites applications for an
instructor to teach (course goes here with dates, days and times.) A PhD is preferred; a master’s
degree is required. Each applicant is to submit a curriculum vitae, evidence of teaching
effectiveness (teaching portfolio preferred) and arrange to have three letters of reference sent
directly to                                            , Chair,                                        Department, St. Thomas
University, Fredericton, NB E3B 5G3. Closing date:                            , or when position is filled.
Applicants are responsible for ensuring that their files, including letters of reference, are
complete by this date.

Established in 1910, St. Thomas University is a Catholic liberal arts university where excellence
in undergraduate teaching is the highest institutional priority. The University welcomes faculty,
students, and staff from all faiths and backgrounds. An equal opportunity employer, St. Thomas
is committed to employment equity for women, Aboriginal peoples, members of visible minority
groups, and persons with disabilities. All qualified candidates are encouraged to apply; however,
Canadians and permanent residents will be given priority.


