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PROCEDURES 
 
Overview  
 
Adjunct Academic Colleagues enable Concordia University of Edmonton to: a) benefit from 
contributions of scholars, researchers, and practitioners who are not otherwise affiliated with Concordia; 
b) recognize and encourage interaction between Concordia and persons in business, government, and 
the arts.  
 
Concordia University of Edmonton acknowledges the contributions of Adjunct Academic Colleagues as 
a group of individuals who provide service to Concordia without the expectation of compensation or 
remuneration.  
 
Concordia must ensure that there is a structure governing the selection, appointment, evaluation, and 
termination of appointment of Adjunct Academic Colleagues in order to protect this valued relationship. 
 

Purpose 
 
The purpose of this procedure is to outline the steps to select, appoint, evaluate, and terminate the 
appointment of Adjunct Academic Colleagues. Furthermore, this procedure defines the privileges that 
Concordia University of Edmonton may offer to an Adjunct Academic Colleague.  
 
Definitions 
 

 Academic Colleagues - include, but are not limited to, Adjunct Academic Colleagues, Contract 
Sessionals, Sessional Instructors, and Visiting Faculty Members. 

 

 Adjunct Academic Colleague - an individual who has substantial experience in a profession or 
discipline and who participates in the teaching and/or research activities of a Department or 
Program at Concordia University of Edmonton without expectation of compensation.  

 

 Contract Sessional - individual who has: 
 
a. an instructional appointment to teach one or more three-credit courses or equivalent at 

Concordia University of Edmonton; and 
b. an appointment to perform administrative, managerial, or professional duties at Concordia 

University of Edmonton. 
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 Sessional Instructor - an individual who has an instructional appointment to teach one or more 
three-credit courses or equivalent at Concordia University of Edmonton. 

 
1.0  Procedure 
 

1.1 The appointment of an Adjunct Academic Colleague will be made by the Vice President 
Academic, in consultation with the appropriate Dean of a Faculty and Concordia’s Human 
Resources Office, on the understanding that the Adjunct Academic Colleague will be able to 
make a contribution to scholarly, intellectual, and/or research activity at Concordia. 
 

1.2 Adjunct Academic Colleagues will be subject to and bound by all relevant policies and 
procedures of Concordia University of Edmonton, as well as the rules and regulations of the 
Faculty, Department, or Program in which the Adjunct Academic Colleague will be working. 

 
2.0 Selection  

 
2.1 The selection criteria for an Adjunct Academic Colleague will be determined by the Vice 

President Academic and each Dean and Faculty as required. The nomination package 
should include the following:  

 
a. The mutual benefits of the proposed arrangement;  
b. A description of the proposed working relationship between the candidate and the Vice   

President Academic, Dean and Faculty;  
c. A clear outline of the duties to be performed by the prospective Adjunct Academic 

Colleague, including a list of goals and expectations which will be evaluated annually; and  
d. The Curriculum Vitae (“CV”) of the proposed applicant for the position of Adjunct Academic 

Colleague. 
 

3.0 Appointment 
 
3.1 The Vice President Academic is authorized to make the appointment following a review of 

the nomination package. 
 

3.2 The following criteria will be used to judge suitability of an appointment of an Adjunct 
Academic Colleague:   

 
a. evidence of significant and ongoing contributions to a field of expertise relevant to the 

Faculty, Department or Program; 
b. evidence of a willingness and ability to contribute to a Faculty, Department, or Program; 

and/or 
c. evidence of an appropriate level of scholarship, such as a relevant academic degree, recent 

contributions to relevant academic or professional literatures, or relevant professional 
practice.  

 
3.3 In determining the eligibility of an individual to become an Adjunct Academic Colleague, 

substantive professional experience may substitute for formal academic credentials. 
 

3.4 Each Adjunct Academic Colleague will receive a formal Letter of Appointment which is 
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prepared by Concordia’s Human Resources Office and which outlines the terms and 
conditions of the relationship. The Letter of Appointment will include: 

 
a. The name of the Faculty, Department, or  Program in which the Adjunct Academic 

Colleague will be working; 
b. The term of appointment (three years). Under no circumstances will a term of appointment 

extend beyond four years. This does not, however, preclude Concordia and the Adjunct 
Academic Colleague from executing consecutive letters of appointment which together are 
for a period that is longer than four years. 

c. The individual or group of individuals responsible for supervising the  Adjunct Academic 
Colleague; 

d. A termination clause;  
e. The procedures for re-appointment; and 
f. The privileges (as described below) accorded to the Adjunct Academic Colleague; 

 
3.5 Copies of the executed formal Letter of Appointment will be provided to the Vice President 

Academic, Adjunct Academic Colleague, the Dean responsible for supervising the Adjunct 
Academic Colleague (as described below), and to Concordia’s Human Resources Office. 

 
3.6 Any subsequent amendments to the Letter of Appointment must be in writing and signed by 

all parties. 
 

3.7 At the same time that an individual is an Adjunct Academic Colleague at Concordia 
University of Edmonton, he or she may also be employed a sessional instructor or contract 
sessional at Concordia University of Edmonton.  

 
4.0 Responsibilities  

 
4.1 The duties or activities of Adjunct Academic Colleague at or relating to Concordia will be 

supervised by: 
 

a. the Dean of the appropriate Faculty, Department or Program; or  
b. the Vice President Academic if the Adjunct Academic Colleague is not appointed to a 

particular  Concordia Faculty, Department or Program.  
 

4.2 The individual who will be undertaking this supervisory role shall be noted in the Letter of 
Appointment and the said individual shall ensure that the Adjunct Academic Colleague is 
familiar with and abides by Concordia’s policies and procedures. Every Adjunct Academic 
Colleague shall provide a report of his her activities to the responsible Dean or the Vice 
President Academic not less than once every year during the term of the appointment. 

 
4.3 A review of the performance of the Adjunct Academic Colleague may be completed by the 

responsible Dean or Vice President Academic.  
 

4.4 It is the responsibility of the Dean of the Faculty, Department, or Program to which an 
Adjunct Academic Colleague is appointed to advise the Vice President Academic of the 
early termination of an appointment of an Adjunct Academic Colleague (i.e. termination of 
the appointment prior to the termination date in the Letter of Appointment or specified period 
of stay if applicable).  
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5.0 Privileges 

 
5.1 Because Adjunct Academic Colleagues are not employees of Concordia per se, they are: 

 
a. Not entitled to compensation, salaries, stipends, or remuneration of any kind; and 
b. not entitled to the same rights and privileges as extended to faculty, staff and employees of   

Concordia University of Edmonton.   
 

See, however, clause 3.7 above which provides that an Adjunct Academic Colleague may 
also be a sessional instructor or contract sessional, in which case the Sessional Instructor 
Procedure would apply to the specific duties and rights related to the position of sessional 
instructor or contract sessional. 
 

5.2 Notwithstanding the limitations outlined in clause 5.1 above, an Adjunct Academic 
Colleague may be granted, as a courtesy and with the approval of the responsible Dean or 
Vice President Academic, one or more of the following privileges:  

 
a. Concordia identification number and card for the purposes of access and security; 
b. Concordia library account; 
c. Office space and/or laboratory space; 
d. Office keys; 
e. Computer account; and/or 
f. Phone (land line) and phone listing. 
 

5.3 It is the duty of the responsible Dean or Vice President Academic to ensure that any 
committed privileges for the Adjunct Academic Colleague are in place and prior to the arrival 
of the Adjunct Academic Colleague.  

 
5.4 All costs associated with the administration of an Adjunct Academic Colleague, including the 

costs associated with the privileges noted above, are the responsibility of the responsible 
Dean or Vice President Academic. 

 
6.0 Termination and Reappointments 

 
6.1 The responsible Dean or Vice President Academic can terminate the appointment of an 

Adjunct Academic Colleague at any time if the Adjunct Academic Colleague is: 
 

a. unavailable for a material period of time to carry out his or her duties; or 
b. fails to comply with applicable policies, procedures, protocols or other requirements of 

Concordia University of Edmonton.  
 

6.2 If the Adjunct Academic Colleague wishes to resign, then he or she is encouraged to give 
the responsible Dean or Vice President Academic as much notice as possible to ensure that 
alternative arrangements can be made.  
 

6.3 Reappointments occur at the discretion of the responsible Dean or Vice President 
Academic. 
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7.0 Reporting  
 

7.1 Adjunct Academic Colleagues are not counted in staff or faculty FTE reports. 
 

8.0 Other 
 

8.1 The provisions of this Adjunct Academic Colleagues Procedure shall not apply to individuals 
who were appointed as “Adjunct Professors” at Concordia University of Edmonton prior to 
January 1, 2017. 


