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Policy Statement

Acsenda School of Management (ASM) is committed to a thorough and fair selection process for hiring new faculty and ensuring they
are qualified for and have an appropriate orientation to teaching in our programs. All hiring of employees will align with ASM Human
Resources policies.

Purpose

ASM will recruit faculty in sufficient numbers who have the academic qualifications and experience to teach in the discipline and
subject areas required for the programs offered. ASM also strives to ensure a good fit between the qualifications and teaching styles
of our faculty and the particular needs of our students.

Scope

This policy applies to all recruitments and appointments to faculty positions at ASM.

Policy

1. Advertisement

Faculty are recruited by posting available opportunities primarily on online job sites and social media, occasionally in print
advertisements, as well as through networking, referrals, and unsolicited applications. All positions approved for recruitment are
posted on the ASM website.

2. Eligibility Criteria

Undergraduate faculty must have at least a Master’s degree, and Graduate Level faculty are required to have a terminal degree and
subject area expertise. Exceptions to these requirements may be approved by the Vice President, Academic (VPA). Five (5) years of
related business experience, one to two (1-2) years of related teaching experience and scholarly work in the field is preferred. Faculty
who teach certain courses articulated with professional associations typically require the requisite professional designation.

3. Type of Faculty Appointment
e  Continuing Faculty: A full-time, permanent and continuing appointment with no end date. At least 75% of their time is
allocated to a combination of instruction, service (e.g., program administration, student advising, committees, etc.),
research/scholarship activity, and professional development. Academic Directors/Associate Directors/Managers and
Lecturers fall under this category.

e Sessional Faculty: Sessional faculty are temporary, adjunct, or non-permanent members with an appointment of one year
with no expectation of renewal. Sessional faculty who have completed more than one year of service and have taught a
minimum of four courses are eligible for consideration to transition to Term faculty status. This review process is conducted
annually, with eligibility notifications sent out in October, following consultations with the President and the VP Academic.

e Term Faculty: A type of faculty appointment with a defined end date of at least the length of the program (i.e., Four (4) years

for undergraduate programs and two (2) years for graduate programs).
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3. Selection

Applicants are screened by a recruitment committee including the Program Director/Associate Director, who acts as the Chair, and
the academic coordinator for the subject area and/or another faculty member qualified to teach the subject. A qualified external
member may be included in the committee if subject matter expertise is not available internally. Qualified applicants go through a
structured interview process and may be asked to do a teaching or research presentation or demonstration. Teaching references are
checked by the Human Resources department. Proof of academic and professional credentials must be provided. The Program
Director/Associate Director of the program recommends final candidates to the VPA.

4. Onboarding

The Program Director/Associate Director conducts the orientation for new faculty members with respect to program information,
teaching approach and expectations. The Program Director/Associate Director ensures that new faculty are aware of the essential
academic and administrative policies and procedures, student learning and classroom management issues, introduction to key st aff,
the Employee Handbook. New faculty will be oriented to the library and instructional resources available to support teaching. The
Program Director/Associate Director will provide more detailed orientation to the course syllabi and student learning needs. This
information is also included in the Acsenda School of Management Faculty Handbook which is provided to all new faculty as part of
the HR onboarding package and is updated regularly.

Each term, faculty development meetings are held with topics chosen in part from faculty input during the open sessions of previous
meetings. Acsenda School of Management’s new policies, procedures, and guidelines may also be topics at these meetings. The
Program Director will meet with new faculty members after the first term to review the course evaluations, to discuss areas for
improvement in the course, the program and instructional methods as detailed in the Faculty Handbook.

Related Legislation

Charter of Rights and Freedoms, Canada

Personal Information and Protection Act (PIPA), B.C.

Personal Information Protection and Electronic Documents Act (PIPEDA), Canada
B.C. Human Rights Code, B.C.

Related Policy
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5306 Faculty Evaluation
Responsibilities
President

e Ensures that the appropriate budget approval is received prior to proceeding with the recruitment of faculty.
e Has the final authority to approve appointments to faculty positions.

Vice President Academic
e Itisthejointresponsibility oftheVice President Academic(VPA),and the Director of Human Resources to ensure that policies
and processes for faculty recruitment and selection are fair, equitable and comply with relevant policies and legislation.

e Develops and implements the Faculty Recruitment and Onboarding policy and maintains the currency of the policy.
e Authorizes recruitment to all faculty positions.

e Establishes the Selection Committees for all faculty appointments in consultation with the academic directors and for
approving membership to the Selection Committees

e Chairs the Selection Committee for academic director recruitments.
e Makes the offer to the successful candidate through Human Resources department.

Program Director
¢ In consultation with VPA, establishes and chairs the Selection Committee for faculty, writes the recruitment notice, and
ensures that it is posted on the ASM website and the appropriate channels for recruitment by the Human Resources
department.
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e Recommends final candidate to the VPA.

e  Conducts the onboarding of the new faculty member prior to the commencement of the academic term and ensures the
appropriate hiring documentation is completed.

e Coaches and ensures new hires receive specific feedback early in their tenure.

e Provides constructive one-on-one feedback which forms the basis for a performance development plan.

Manager of Library and Instructional Services
e Provideslibraryandinstructional resources as well as good academic practice policies and processes to assist with new faculty
onboarding.

Chair of the Selection Committee
e Leads the recruitment and selection process, ensuring that the process is fair and unbiased and that selection committee
members conduct themselves according to the policy and procedures.
e Keeping accurate records of communications with the candidates, formal interviews, and the decisions of the committee.

Human Resources
e Oversees the employee lifecycle from recruitment and onboarding to retention and offboarding.

e Handles communicationwith applicantsensuringthat applicantsinvited to any interview stage receive timely communication
to inform on status in the recruitment process up to and including any offer of employment.

e Ensures references are checked and credentials, transcripts or degrees are verified for candidates.

Manager, Facilities and Administration
e Creates IT/system user accounts for faculty (Server/PC log in, Microsoft Outlook account, MyASM, and Zoom)
e Provides campus and fitness centre access (upon request)
e Provides any facilities and IT hardware needed (upon request)
e Endorses new faculty to the Chair of Technology and Innovation Working Group, for classroom and IT training.

Academic Council
e Responsible for the approval of this Policy.
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