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PROCEDURE 
 
Overview 
 
A short-term need for instructors to undertake specific teaching tasks will normally be met by extending 
sessional contracts. However, under some special circumstances where contributions are required both 
to the teaching and to the research programs of a department, it may be desirable to make visiting 
faculty member appointments where one or more of the following conditions are satisfied: 
 

a. an authorized visiting appointment exists; and 
b. authorization has been given for the replacement of a regular faculty member on leave or 

for the partial replacement of a faculty member whose appointment has been modified 
from full-time to part-time. 
 

Visiting faculty member appointments may also be made to provide affiliation for a faculty member on 
leave from another institution who, because of allied interests, is invited to Concordia University of 
Edmonton, even though he or she may have no assigned duties and receive no remuneration from 
Concordia University of Edmonton.  
 
Purpose  
 
This procedure outlines the steps to be taken to select, appoint, evaluate, and terminate the 
appointment of visiting faculty members at Concordia University of Edmonton.  
 
Definitions 
 

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

 

 Visiting Faculty Member - an individual who holds a position at the rank of Instructor, Assistant, 
Associate or Professor in a recognized university, or who holds an equivalent position in another 
appropriate organization.  

 
1.0 Terms and Conditions of Appointment 
 
1.1 Before commencing his or her position at Concordia, every visiting faculty member will be 

required to submit a Curriculum Vitae (“CV”) to Concordia’s Human Resources Office. The Vice 
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President Academic, in consultation with the relevant Dean, will recommend to the President the 
appointment of every visiting faculty member. As a condition of appointment, every visiting 
faculty member will execute a Letter of Appointment which will be prepared by Concordia’s 
Human Resources Office and which will include:  

 
a. The name of the Faculty, Department, or Program in which the visiting faculty member will 

be working; 
b. The term of appointment, which shall be not more than one year. Only in rare 

circumstances, and with the approval of the Vice President Academic, will a term of 
appointment extend beyond one year.  Under no circumstances will the term of appointment 
extend beyond two years; 

c. A statement that the Vice President Academic is responsible for supervising the visiting 
faculty member; 

d. The salary or compensation to be paid to the visiting faculty member; 
e. A list of the privileges granted to the visiting faculty member (see below); and 
f. A termination clause.  

 
1.2 All verbal or written discussions throughout the recruitment process must include explicit 

communication to the candidate that appointment to a visiting faculty member position at 
Concordia is subject to issuance and execution of a Letter of Appointment as described in this 
procedure.  

 
1.3 A visiting faculty member may be granted, as a courtesy and with the approval of the 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 
f. Phone (land line) and phone listing. 

 
1.4 It is the duty of the Vice President Academic (or delegate) responsible for supervising the 

visiting faculty member to ensure that any committed privileges for the visiting faculty member 
are in place and prior to the arrival of the visiting faculty member. All costs associated with the 
administration of a visiting faculty member, including the costs associated with the privileges 
noted above, are the responsibility of the Vice President Academic. 

 
1.5 Copies of the executed Letter of Appointment will be provided to the visiting faculty member, the 

Vice President Academic, the relevant Dean (if applicable), and to the Office of Human 
Resources. Any subsequent amendments to the Letter of Appointment must be in writing and 
signed by both parties. 

 
1.6 Every visiting faculty member 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 visiting faculty member will be working. 

 
1.7 Everyone who is appointed as a visiting faculty member is: 
 

a. not eligible for consideration for either tenure or promotion; and 



 
 

 

Concordia University of Edmonton 

VISITING FACULTY MEMBER PROCEDURE 

3 

b. not entitled to research semesters or study leave, and such an appointment does not carry 
any credit towards either research semesters or study leave; 

 
1.8 An appointment as a visiting faculty member carries no expectation of re-appointment. 
 
2.0 Duties  
 
2.1 The duties for the visiting faculty member will be assigned by the Vice President Academic (or 

delegate). 
 
2.2 A visiting faculty member may participate in Departmental, Faculty, or other Concordia 

committee work at the initiative of the appropriate authority, but he or she may not vote at any 
Concordia committee meetings. 

 
2.3 The duties or activities of a visiting faculty member at or relating to Concordia will be supervised 

by the Vice President Academic (or delegate).  
 
2.4 The individual who will be undertaking this supervisory role shall ensure that the visiting faculty 

member is familiar with and abides by all Concordia’s policies and procedures.  
 
2.5 Periodic reviews of performance of the visiting faculty member may be completed by the Vice 

President Academic (or delegate).   
 
3.0 Termination and Reappointments 
 
3.1 The Vice President Academic can terminate the appointment of a visiting faculty member at any 

time if the visiting faculty member 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.  
 
3.2 If a visiting faculty member wishes to resign, then he or she is encouraged to give the Vice 

President Academic or responsible Dean or as much notice as possible to ensure that 
alternative arrangements can be made. Reappointments occur at the discretion of the Vice 
President Academic or responsible Dean. 

 


