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PREPARING FOR THE RENEWAL 

AND TENURE PROCESSES

Michael Smith

Department of Sociology



Basic suggestions …

 Have some familiarity with the reappointment and tenure process.

 Seek advice within your own unit.

 Recognize the importance of “due diligence”.

 Understand the academic standards by which you will be judged.

 Keep performance-related records.

 Think about your audiences – the committees reviewing you for 

renewal and the Department and University Tenure Committees –

when you prepare your tenure dossier.

 Understand that the renewal and tenure processes impose 

obligations on those deciding on whether or not to award you tenure, 

up to and including the Principal, as well as on you.

 Know that you have rights to contest decisions that recommend 

against granting you tenure.



Where you can find the regulations

 https://www.mcgill.ca/apo/academic-

staff/procedures/tenure-consideration

https://www.mcgill.ca/apo/academic-staff/procedures/tenure-consideration


Reappointment

 There should be written reappointment criteria (6.12.1) 
and “The criteria for reappointment shall be 
communicated in writing to the staff member by the chair 
within 2 months of the staff member’s initial 
appointment.” (6.12.3)

 Review for reappointment “during the final contract year 
(6.9). For Assistant Professors this will normally be the 
Fall (the beginning of the academic year) of year 3 of 
first contract. (Assistant Professor, Special Category, 
doesn’t count.)

 May be deferred if you’ve had an authorized leave 
(6.10).

 You should show ‘due diligence’ in preparing your case 
for reappointment. (6.11)



Reappointment (Cont’d)

 Preparing your material: “be guided in the preparation of their 
dossier by the requirements for a tenure dossier as set out in 
Section 7” (6.13.1) – something like:

- summary of performance;

- cv;

- copies of publications;

- teaching dossier (Appendix A) – with teaching evaluations 
summarized;

- evidence that any problems have been met or are being met;

- some information on service.

 The performance criterion – “whether the staff member’s dossier 
discloses satisfactory progress and promise of meeting the tenure 
criteria …” (6.12)



Reappointment (Cont’d)

 If you get a letter from the Provost, Dean, or Chair 

specifying areas for improvement …pay attention to it!





Tenure: schedule

 The mysterious “year of tenure consideration” – Y of C (7.3):

- a 13 month period from May 1st to May 31st of the next year.

- where the May 1st in question is the one at the end of  the 

academic year previous to your sixth year as an assistant professor 

(net of leaves). 

 By May 1st of Y of C, agree with Department Chair on 8 external 

evaluators (7.16.1) and submit names to UTC for approval

 Alternate lists go to UTC if no agreement (7.16.3)

 Submit to Secretary General copies of internal and external

dossiers, in electronic form, by September 1st of Y of C (7.12.2).



What should I put in my dossier?
(Internal=complete file, external=no teaching portfolio)

Internal: prescribed list (7.12)

 CV.

 Personal statements in support of candidacy – teaching, research 
service – see appendices A to C.

 Record of research and scholarship.

 Teaching portfolio, including graduate/professional supervision –
see Appendix A of regulations).

 General contributions to the University/Scholarly community.

 Any other materials you wish to submit – if you need to explain 
some aspect of your performance that might seem deficient, do so.

External: “the same documents as the internal package, with the 
exception of information about the candidate’s teaching” (7.12.1).



Possible modifications to internal 

dossier

 The candidate can add pertinent research-related 
material to internal dossier up to November 15th of Y of C 
(7.15).

 The Chair of the DTC can add pertinent material “to 
complete the candidate’s tenure dossier”, copied to the 
candidate, until November 15th, or until the DTC has 
made its recommendation (whichever comes first - 7.14).

 After November 15th the candidate may submit clarifying 
material in response to queries of DTC, UTC, Principal 
(7.15.1). This gives you some latitude to add material.

 Reporting on delays because of leaves (sickness, 
maternity, other); you decide whether or not you take the 
delay (7.5). 



On what criteria will you be judged?

 On the quality of your performance of your academic duties (4.1):

- teaching at both the graduate and undergraduate levels;

- research and other original scholarly activities (including grant 
performance);

- other contributions to the University and scholarly communities.

 And you must be judged ‘superior’ in two of these and no less than 
‘reasonable’ in the third.

 Note: University regulations do not allow the requirement that 
superior be the rating in any specific one of these categories. (But 
the process will go more easily if you have a good publication 
record!)



What does this mean in practice?

 Be careful how you categorize things. This is largely 
given in Appendices A to C of the regulations.

 How can 80 to 90% of the candidates be superior in, 
say, research? Assume that those with tenure at McGill 
are superior!

 Do I get tenure if my record is as good as those in my 
Department (etc.) who already have tenure? Not 
necessarily.

 There should have been written criteria for your unit, 
communicated to you within 2 months of your initial 
appointment (7.10.2). These may be rather general.



How might you make your case?

 Make the material easy to read – summarize course 
evaluation scores.

 If you started out with poor teaching evaluation scores 
and they improved – point that out somewhere 
prominent in the file.

 If you took steps to improve your teaching by using 
Teaching and Learning Services, record that.

 Try to make sure it’s clear how your research has moved 
on, and continues to move on, beyond what you did for 
your Ph.D. thesis (or Post-Doc) – it’s what you did at 
McGill that matters (mostly).

 There normally should be evidence on citations: present 
it.

 Use your imagination to make your case, in consultation 
with suitable colleagues.



Who evaluates you?

The Department Tenure Committee (whether your Faculty has departments or 

not):

 Normally chaired by department chair where Faculty has departments; 

someone else (not Dean, Associate Dean, V.P.s, etc. – 7.19.1), in faculties 

without departments;

 minimum membership of four plus a chair.

The University Tenure Committee.

 normally chaired by Dean;

 has 5 members plus Chair;

 there may be more than one committee in faculties where the number of 

candidates is large;

 each committee contains 3 members appointed by the Secretary-General, 

from a list provided by the Senate (7.22.5);

The Principal (possibly delegated to the Provost).



What about joint appointments across 

departments within a faculty or across 

faculties?

• a single DTC composed on the basis of agreement 

between chairs – goes to deans if no agreement;

• a single UTC composed on the basis of agreement 

between deans – goes to Provost if no agreement.



What happens if ‘tending to a negative’ 

at any level?

• Seek advice from MAUT.

• Know that you’re entitled to a written explanation.

• Know that you’re entitled to provide a written response.

• Know that you have a right to meet with the DTC, UTC, 

or Principal, accompanied by an advisor.

• Many of these ‘tending to negatives’ can be  construed 

as efforts to get additional information.



Mentoring in the Department of Educational 
and Counselling Psychology

• Graduate department
• 30 TT faculty (9 Assistants, 12 

Associate, 6 Full and 3FT Faculty 
Lecturer)

• 332 graduate students
• 4 programs, 2 professionally 

accredited



Mentoring Protocol
• Objective

• Mentor responsibilities

• Mentoring incentives

• Mentoring committee

• Choosing a mentor

• Frequency of meetings

• Responsibilities of mentee

• Indicators of mentoring effectiveness



Mentor 
Responsibilities

• Be familiar with performance review processes, norms & expectations 

• Be familiar with important dates

• Be available for meetings

• Be in no conflict of interest with the mentee (DTC membership ok)

• Be able to provide advice on career planning

• Be able to tailor advice to individual needs 

• Be able to make concrete suggestions for prioritizing / focusing efforts and 
activities

• Be able to coordinate activities/comments with other committee members

• Be able to provide advice on at least two academic tasks

• Facilitate mentee’s integration into the Department/ University

• Document activities



Incentives for Mentoring

• Intrinsic motivation

• Counted as Departmental service on the 
basis of documented activities

• Taken into account in the merit exercise on 
the basis of documented activities



Mentoring Committee

• Comprised of 3 faculty 

• Suggested composition (1 from the program, 
1 from another program, and 1 recently 
tenured). 

One of the first two should have experience as 
a member of UTC.



Choosing a Mentor

• Following a discussion between the 
candidate and Chair

• Within the first two months of 
appointment



Frequency of 
Meetings

• Within the first two months of appointment 
to set objectives for the year

• After the second term to review performance 
and to set goals for the following year



Responsibilities of Mentee

• Provide mentors with communication 
regarding performance expectation

• Coordinate meetings 

• Discuss issues and concerns openly

• Inform committee of any potential issues 

• Inform Chair of any issues with a member of 
the mentoring 

• Document activities



Indicators of Effectiveness

Candidate:

• Is able to meet set goals

• Is re-appointed

• Is successful in obtaining 
tenure

• Has a sense of 
belonging/being 
integrated in the 
Department/University



TL
S 

Laura Winer

Director, Teaching and Learning Services (TLS)

MAUT Teaching and Mentoring Workshop for 

Non-Tenured Academic Staff

20 April 2018

The Teaching Portfolio
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Overview

 Context

 What is a teaching portfolio?

 Usefulness

 Guidelines

 Recommendations

 Questions

Teaching and Learning Services 2



Context of the Teaching Portfolio

3

Research

Service

The tenure and promotion dossier

Research

ServiceTeaching

Teaching and Learning Services



What is a teaching portfolio?

A concise compilation of selected information that systematically 
documents the effectiveness, scope, complexity, and 
individuality of an instructor’s teaching.

It reflects the progression of an instructor’s teaching over the 
last few years.

Regulations Relating to the Employment of Tenure Track and Tenured Academic Staff (2014), Guidelines for developing a teaching 
portfolio, Appendix A, p. 19: http://www.mcgill.ca/tls/teaching/portfolio/

Teaching and Learning Services 4

http://www.mcgill.ca/tls/teaching/portfolio/


Teaching Portfolio guidelines

Teaching statement (5-10 pages)
• Teaching approach (1-2 pages)
• Teaching responsibilities
• Evidence of teaching effectiveness
• Teaching development and educational 

leadership (if applicable) 

Appendices (10 pages max)
• Documents explicitly referenced in 

teaching statement
http://www.mcgill.ca/tls/teaching/portfolio

Teaching and Learning Services 5

http://www.mcgill.ca/tls/teaching/portfolio


1. Teaching  Approach – 1-2 pgs

How do you teach?

• What strategies do you use? 

• How do you assess learning? 

Why do you teach the way you do?

• Why did you become a teacher? 

• What characterizes your teaching? 

Teaching and Learning Services 6



2. Teaching  Responsibilities

Courses taught, level, enrolment, format

• Clinical teaching: describe and quantify interactions

New courses developed, with rationale

Supervision

• Undergraduate, Graduate and Post doc

projects, theses, internships

Teaching and Learning Services 7



3. Teaching  Effectiveness

• Summary and interpretation of course evaluation 
numerical ratings with department/Faculty norms
http://www.mcgill.ca/mercury/instructors/interpretation

• Measures taken in response to feedback 

• Evidence of effective post-doc, grad and undergrad 
supervision (where applicable)

Teaching and Learning Services 8

http://www.mcgill.ca/mercury/instructors/interpretation


Teaching and Learning Services 9

http://www.mcgill.ca/mercury/about/reports

http://www.mcgill.ca/mercury/about/reports


4. Teaching development and 
educational leadership 

Key items

• Teaching development efforts (e.g. workshops)

• TA / colleague mentoring  

• Contributions to Departmental / Faculty / University teaching 
committees

• Contributions to the development of curriculum or policies on 
teaching

• Teaching related publications

Teaching and Learning Services 10



How do you make teaching visible?

Teaching and Learning Services 11



Gather evidence! 

• Keep a record (CV, annual reports)

• Collect relevant materials - a (virtual) shoebox 

– Students supervised (undergrad & graduate)

– Course evaluations

– Committees related to teaching and learning

– Contributions to program development

– (Re)Design of courses

– Presentations about 

teaching

– Role in development 

initiatives

Teaching and Learning Services 12



Summary

The Teaching Portfolio

• Encourages reflection on teaching 

• Provides a framework for documenting 
teaching

• Expands the ways in which the complexity of 
teaching can be documented

• Fosters dialogue about teaching 

Teaching and Learning Services 13



Individual consultations available
It’s never too early to call us

• Interpretation of course evaluations
http://www.mcgill.ca/mercury/instructors/interpretation

• Development of/feedback on portfolios

• Sample portfolios to review 
https://www.mcgill.ca/tls/teaching/portfolio/teaching-portfolio-
samples

• Request a consultation: 
https://www.mcgill.ca/tls/teaching/consultations/individual

• tls@mcgill.ca

• x6648

14Teaching and Learning Services
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Teaching portfolio development 
guidelines
McGill University, Teaching and Learning Services
http://www.mcgill.ca/tls/teaching/portfolio

Canadian Association of University Teachers (CAUT) 
Guidelines

http://www.caut.ca/docs/default-source/professional-advice/teaching-
dossier.pdf

Iowa State University, Center for Excellence in Learning and 
Teaching

http://www.celt.iastate.edu/faculty/document-your-teaching/recommended-
teaching-portfolio-contents

Teaching and Learning Services 16

http://www.mcgill.ca/tls/teaching/portfolio
http://www.caut.ca/docs/default-source/professional-advice/teaching-dossier.pdf
http://www.celt.iastate.edu/faculty/document-your-teaching/recommended-teaching-portfolio-contents


Teaching philosophy

Online tutorial:
University of Minnesota, Center for Teaching and Learning
http://www1.umn.edu/ohr/teachlearn/tutorials/philosophy/index.html

Sample statements:
University of Saskatchewan
http://www.usask.ca/gmcte/drupal/?q=node/189

Teaching and Learning Services 17

http://www1.umn.edu/ohr/teachlearn/tutorials/philosophy/index.html
http://www.usask.ca/gmcte/drupal/?q=node/189


The Research 
Portfolio

presented by
Andrew Kirk

Professor and Department Chair
Dept. of Electrical and Computer Engineering

McGill University

(with great thanks to Patricia Boksa, Department of 
Psychiatry who developed most of these slides) 



“Guidelines for Developing a Research Portfolio”

http://www.mcgill.ca/senate/files/senate/6._d15-
57_473rd_apc_report_and_appendices.pdf

plus
“Examples of the Range of Research Accomplishments, 

Recognition and Impacts Valued at McGill”

WHERE TO FIND THE DOCUMENT !

http://www.mcgill.ca/senate/files/senate/6._d15-57_473rd_apc_report_and_appendices.pdf
http://www.mcgill.ca/senate/files/senate/6._d15-57_473rd_apc_report_and_appendices.pdf


Research Portfolio (5-7 pages):

“A research portfolio should include a statement about the 
professor’s scholarship that addresses:

1) The professor’s research program 
2) The professor’s research accomplishments, recognition and 

impact

The statement should provide a narrative about the professor’s 
scholarship that summarizes and contextualizes their research 
trajectory, creations and contributions. The statement should 
complement or elaborate on (rather than repeat) information 
otherwise available in the curriculum vitae.”



1) YOUR RESEARCH PROGRAM

A narrative summarizing your research to-date

• Describe your key lines of research 
• Why these were pursued?
• How these were pursued?

Who are your audiences and interlocutors?

 Looking ahead – goals for next 5 years



2)  YOUR RESEARCH ACCOMPLISHMENTS

 Most significant research accomplishments

 Record of Productivity
Publications, creations, impacts
 research funding
patents

 Innovative research efforts



3) RECOGNITION OF YOUR RESEARCH

at local, provincial, national, international levels

 Invitations (edited collections, keynote talks, 
conferences, seminars & workshops, 
visiting professor, research networks)

 Peer review for journals & granting agencies
 Consultancies or serving as an expert
 Prizes and awards
 Review of your work in journals or media
 Election as leader or member of scholarly society



4) IMPACT OF YOUR RESEARCH

Use OBJECTIVE markers!

 The range of scholarship that benefits from your research
 Citation record
 Effects of research in clinical practice, industry, 

government, civil society (technology or policy 
innovations, commercial activity, social ventures)

 Effects of research on teaching and training
 Knowledge translation and community engagement



APPENDICES (NO PAGE LIMIT)

 Appendices should support and be germane to the 
Research Statement. They should be clearly labeled and 
organized. They may include: 

1. A list of publications in standard citation style (may be omitted if 
this list is part of the submitted CV). 

2. Copies (electronic) of, or active hyperlinks to, publications. 

3. Other materials that may be relevant (e.g., reviews of the 
professor’s written or other work; artistic portfolios or recordings; 
a summary of innovation and entrepreneurial activity, including 
patent applications, patents, commercial or social enterprises 
launched). 



CLOSING WORDS

 Remember that you are writing for:
 Experts (your external reviewers)

 Researchers in related areas (your DTC members)

 Researchers in unrelated areas (UTC members)

 If you received tenure guidelines from your Dean or Chair 
when you were hired, review them to get a better idea of 
what gets credit

 Effective time management is key. Prioritize!

 Spend time on what gets you credit

 Start a “Tenure Folder”. Keep everything

 Publish a lot in high impact journals





Using altmetrics to tell a story about 
your impact 

Alexandra Kohn

Head, Office of Copyright Compliance

Scholarly Communications

Digital Initiatives

McGill University Library



DISCLAIMERS 

▪ Not a requirement (or even discussed) in tenure & promotion 
regulations or guidelines

▪ Not suitable for every researcher

▪ Altmetrics (like all metrics) should be viewed through a critical 
lens



What are altmetrics?

● Altmetrics started as article-
level metrics (can be used for 
datasets too)

● Complementary to traditional 
citation-based metrics

● Metrics used:
○Views
○Discussions
○Saves
○Cites
○Recommendations

● Tracks how your work is being 
cited in social media, policy 
documents, Wikipedia, news 
outlets, blogs, and platforms 
like Mendeley



▪ Demonstrate/understand impact and reach of your work 
beyond the ivory tower (e.g. public policy, lay communities, 
news media)

▪ Great way to track reach of newer articles - citations accrue 
slowly

▪ Also taps you into conversations about your work, and gives 
you a chance to also join that conversation

What can they do for me? 



Some people use them: 

▪ to add context to newer publications 

▪ to talk about greater societal impact and demonstrate reach of 
research

▪ to talk about non-traditional research outputs like software code, 
research data, etc. 

▪ to showcase outreach & community engagement efforts

Some examples from other institutions:

http://www.whatarealtmetrics.com/how/tenure/

How might I use altmetrics in my dossier?

http://www.whatarealtmetrics.com/how/tenure/


Research statement should provide a narrative about the professor’s 
scholarship that summarizes and contextualizes their research 
trajectory, creations and contributions.

A description of research impact documents the influence that their 
scholarship has wielded, as identified by objective markers...one may 
draw on a range of indicators... Such indicators may include: 
▪ Effects of the professor’s research outside of the academy, for example, in clinical 

practice, industry, government or civil society sectors, including notable technological or 
policy innovations, commercial activity or social ventures.  

▪ Knowledge translation, mobilization and community engagement activities involving the 
professor’s research, which may include public and community collaborations, 
workshops or symposia.
(https://www.mcgill.ca/secretariat/files/secretariat/employment_of_tenure_track_and_tenured_academic_staff
_regs_relating_to.pdf - Appendix B) 

Where might I leverage altmetrics in my dossier?

https://www.mcgill.ca/secretariat/files/secretariat/employment_of_tenure_track_and_tenured_academic_staff_regs_relating_to.pdf


Where can I learn more? 

http://www.metrics-toolkit.org/



The Service Portfolio

Petra Rohrbach
Institute of Parasitology, FAES



STATEMENT OF SERVICE CONTRIBUTIONS 
(Professors: approximately 4 pages; Librarians: no page limit)

A statement of service should provide a narrative about the candidate’s 
approach and commitment to administrative work, notably by;

 demonstrating how the candidate’s contributions exhibit: 

• a sense of citizenship,

• initiative and capacity for leadership, 

• the community’s confidence in the candidate’s capacities, 
commitment, integrity and judgment; and/or 

• value and reach of service contributions, notably by explaining 
their influence and impact on the University and wider 
communities; 

 describing whether and how a candidate’s service activities have 
influenced their teaching and research, and vice versa. 



STATEMENT OF SERVICE CONTRIBUTIONS 
(Professors: approximately 4 pages; Librarians: no page limit)

Structure the portfolio into separate sections addressing contributions to: 

(i) the department and Faculty /  the Libraries

(ii) the University, and 

(iii) the wider scholarly community. 

Within each of these sections, candidates should for each service activity:

• explain the nature of the mandate/role

• identify the term or duration of the mandate/role

• briefly describe the work undertaken and its contribution or 
impact, including efforts that demonstrate leadership and 
initiative 



(i) Professors: Contributions to the Department and Faculty

Service activities may include:

• Administrative appointments (e.g., Director of a Centre or Institute; Vice, 
Associate or Assistant Dean, Chair) 

• Membership or leadership in standing or ad hoc committees of the 
department or faculty

• Initiatives to establish new working groups or committees within the 
department or faculty

• Creation or convening department or faculty workshops, research groups, 
or lecture or speakers’ series

• Student service or student support roles (e.g., Graduate Program Director, 
Student Advising, Disciplinary Officer, Faculty Advisor to a journal or 
research publication housed within the Department or Faculty)

• Service as a mentor within unit- or Faculty-led mentorship programs

• Organizing or convening seminars, conferences or colloquia within the 
Department or Faculty



(i) Librarians: Contributions to the Library

Here, service activities may include:

• Membership or leadership in standing or ad hoc committees of the 
Library, other than those included in area (i) of academic duties for 
librarians, position responsibilities.

• Initiatives to establish new working groups or committees within 
the Libraries

• Creation or convening of professional development workshops, 
research groups, or lecture or speakers’ series

• Service as a mentor within unit or Library led mentorship programs

• Organizing or convening seminars, conferences or colloquia within 
the Libraries



(ii) Professors/Librarians: Contributions to the University

Service activities may include:

• University governance roles (e.g., membership in Senate or the Board of 
Governors)

• Membership or leadership in standing or ad hoc committees of the 
University (examples are abundant, and may include committees related to: 
academic programs, research, equity, student life and learning, faculty 
development or promotion, campus resources/space/planning, alumni 
relations)

• Service on Senate-nominated and appointed committees (e.g., Committee 
on Student Discipline, University Tenure Appeals Committee, Committee on 
Staff Grievances and Disciplinary Procedures)

• Service as an Assessor appointed under the Policy on Harassment, Sexual 
Harassment & Discrimination Prohibited by Law

• Service on cyclical unit review committees



(ii) Professors/Librarians: Contributions to the University

Service activities may include:

• Initiatives to establish or lead centres, institutes, working groups or 
committees within the University 

• Service as a mentor within a University-led mentorship program

• Service as an examiner on theses or juries for McGill students (a candidate 
may decide that this is more properly placed in their Teaching Portfolio)

• Organizing or convening research panels, conferences or colloquia within the 
University

• Leadership and work within the faculty association (McGill Association of 
University Teachers)

• Service as an Advisor under University regulations and policies



(iii) Professors/Librarians: Contributions to the Wider Scholarly Community

Service activities may include:

• Membership or leadership in inter-university academic committees 

• Membership or leadership in disciplinary or professional committees 

• Membership or leadership in conference organizing committees

• Membership or leadership in committees within the private, public or 
nongovernmental sector, where the candidate is called upon to bring their 
academic expertise and insights

• Community engagement, particularly opportunities arising from the 
candidate’s expertise and experience, for example, participation in 
community-based events (whether within the academy or outside) or 
engagement with the media, all furthering knowledge dissemination

• Service as a reviewer on tenure and promotion dossiers from institutions 
other than McGill



(iii) Professors/Librarians: Contributions to the Wider Scholarly Community

Service activities may include:

• Membership in journal editorial committees 

• Service as an examiner on theses or juries for students outside of McGill 
(although a candidate may feel this is more properly placed in their Teaching 
Portfolio)

• Membership in juries convened to assess research funding applications

• Peer review for granting councils, journals, publishers or conference 
proceedings

• LIBRARIANS: Teaching a professional development course or workshop 


