Annotated guide to Chapter 2 regulations: academic duties of librarian staff
Prepared by the MAUT Librarian’s Section, Professional Issues Committee, May 2004. 

introduction

McGill University’s Handbook of Regulations and Policies for Academic and Library Staff  (December 2002) published by the University Secretariat and approved by McGill University’s Board of Governors outlines the regulations relating to the employment of all McGill academic staff. 

Chapter 2 of this “Grey book” (pp.25-47) defines the academic duties and responsibilities of librarians. It is very important to become familiar with the expectations outlined in Chapter 2 if you are a member of the McGill libraries staff. The regulations apply to librarians hired at all ranks; library professional (formerly called sessional librarian), assistant librarian, associate librarian and Librarian (senior). In Section 4 (p.26) of Chapter 2 there is more information about the ranks of full-time librarians.
These regulations are used to evaluate librarians in tenure-track appointments at both the reappointment and tenure stage in their career and during promotion between personal ranks. (The regulations also explain the procedures and dates that are rigidly followed for these types of appointments.)

The regulations are also used as part of the annual merit review process. Librarians of all ranks are required to complete a Librarian’s Annual Report, which describes for the year (June 1 – May 31) their academic achievements. In this report, librarians describe the significant accomplishments they have made in position responsibilities during the year in review and enumerate professional, scholarly and university activities.  A sample Librarian’s Annual Report 2002-03 was prepared for the MAUT Librarian’s Section, Professional Issues Committee, Merit Workshop on January 15, 2004. This document can be found on the MAUT Librarians’ Section website at http://www.library.mcgill.ca/mautlib/ .

Chapter 2 in the Handbook of Regulations and Policies for Academic and Library Staff categories a librarian’s academic duties into three groupings:

· i. position responsibilities

· ii. research and other scholarly activities, and professional activities

· iii. other contributions to the University and scholarly communities
This document was written to help librarians decide what accomplishments to put in which category. The regulations themselves do not contain this type of specific information. There is a measure of interpretation and precedence in “what goes where” for librarian academic staff. This document provides guidance on what type of activity has usually been included in each academic category. 
This document is unofficial and is based on the collective experience of the MAUT Librarian Section members. It updates a previous guide entitled “Expanded Explanation of Academic Duties” (June 2000).   Revisions made to academic regulations in 2002 by the University changed the names of the categories of academic duties and therefore adjustments needed to be made on the “what goes where” examples. It is hoped that this updated version will be useful to librarians as they prepare their own documents and review the documents of their colleagues.
The librarian staff member is responsible for the preparation of their dossier whether it be for the annual report, promotion, reappointment or tenure. The onus is always on the staff member to record their activities accurately and clearly in each of the academic categories. 

It is also very important to enter an activity only once in a category. For example, in the case of teaching a credit course at McGill University, it must be entered only once. If you decide to include your teaching in “ii. research and other scholarly activities”, then it cannot also be entered in “iii. other contributions to the University and scholarly communities”. 
The next three sections look at each academic duty category and provide examples of the types of activity normally included in each category. 

2. Position responsibilities
i) position responsibilities, which can include the exercise of subject, bibliographic, or technical expertise; the use of administrative and managerial skills; the presentation of formal or informal instruction.

(Chapter 2, Article 1.3.2, p. 25 of the Handbook of Regulations and Policies for Academic and Library Staff)
A librarian’s position responsibilities are allocated by their administrative Librarian. The administrative librarian is your supervisor, the librarian who prepares your performance evaluation, reviews your Librarian’s Annual Report, meets with you to discuss your performance of academic duties and sets goals and objectives with you for the coming year.
In Handbook of Regulations and Policies for Academic and Library Staff, Chapter Two, Section 3.1 and 3.2 (p. 26) there are two regulations relating to position responsibilities. Position responsibilities are determined, depending on the context of the librarian’s position and following the pattern of allocation within the McGill University Libraries. 
During the year, if you are asked to become significantly involved in potentially time consuming professional activities (i.e. paid teaching in a credit course, offered a consulting contract, or asked to organize a library conference) be sure to discuss this activity well in advance with your administrative librarian.  
The performance of position responsibilities is the most important of academic duties. (Chapter 2, Article 5.20, p.31 of the Handbook of Regulations and Policies for Academic and Library Staff)
The regulations are very clear on the importance of this category. Librarians are expected to have superior performance in this category, throughout the year and during the evaluation of their dossier for reappointment, tenure or promotion. Position responsibilities also carry the greatest weight of the three categories during the librarians’ merit review process. 

Position responsibilities will range in type and will differ between librarians based upon the specific responsibilities they have been assigned. Here are some examples of activities that may be included as position responsibilities:
· Subject, bibliographic and/or technical expertise: considerable and current knowledge of one's area of specialization and competent application of this knowledge in the performance of one's position responsibilities

· Contribution to/initiation of decision-making and policy-setting in one's area of responsibility

· Organization of work in one's area of responsibility in line with Library and University goals and priorities

· Management of work and/or staff in one's area of responsibility

· New responsibilities; initiating or participating in new projects, etc.

· Formal or informal instruction related to position responsibilities, e.g.
· Bibliographic instruction component as part of a professor’s course

· Tours and instructional workshops if part of one’s position responsibilities

· Lecture, workshop or panel participant describing activities that are part of your position responsibilities

· Administration and supervision of Library staff (librarians and/or support staff)
· Supervision and administration related to Library projects, new initiatives, new services

· Projects and publications related to position responsibilities, e.g.
· Design of web sites within McGill

· Design of databases, software or applications
· In-house publications, such as manuals, bibliographic guides, finding aids, project reports 

· Projects to digitize library collections

· Collection evaluations

· Exhibit catalogues

· Collection exhibitions

· Continuing professional growth
· Keeping up to date on developments in one’s field of specialization

· Attending international, national, or provincial professional association meetings

· Formal study, such as courses, or  workshops 

· Participation in committees which are related to one’s position responsibilities, e.g.
· Chairing a hiring committee to fill a vacancy in one’s department

· Membership in an operational or special purpose committee

· Obtaining grants and taking care of grant administration for special projects related to the Library's mission

2. Research and other original scholarly activities
ii) research and other original scholarly activities, and professional activities;
(Chapter 2, 1.3.2, p.25 of the Handbook of Regulations and Policies for Academic and Library Staff)
Librarians are expected to undertake academic duties in this category throughout the year. This is where you will indicate your contributions to research and scholarship in the library and information science field and any other academic specialty that you may have. Contributions in this category will usually include publications of value to the professional or scholarly communities, papers presented at learned or professional meetings, original and applied research, and all other creative activities of scholarly value. 

Some librarian scholarship is based upon professional practice and as such does not fit well into the faculty model of publishing papers in referred journals. Your contributions to scholarship in this category will be better understood if you include a statement about the importance of your contribution and if possible a measure of peer-review.  
For the purposes of the merit review exercise and the preparation of the Librarian’s Annual Report, a distinction is not made between category ii and iii. All activities in both categories need to be mentioned, following the section headings on the report form. 
Librarians in tenure track positions will need to choose “what to put where” for the purpose of reappointment, tenure and promotion.

Librarians have usually included their for credit teaching at the college or university level in this category.  However, some individuals have decided to include this type of activity in the next category - iii. Other contributions to the University. The overriding consideration is to use the activity in the category that will help round out your dossier and ensure that you meet the criteria of evaluation (for the type of process you are undergoing.).
Be sure to review the “Guidelines for developing a teaching portfolio” (p.45) and give serious consideration to including this document in your dossier for reappointment, tenure or promotion if you have credit teaching as an activity.
Here are some examples of academic duties in the research and other scholarly activity category:

· Author, co-author, editor of a book or conference proceedings

· Author, co-author  or editor of a chapter in a book, article in a scholarly journal, essay in an encyclopedia

· Papers or poster sessions presented at provincial, national or international conferences

· Teaching at the college or university level (beyond position-related bibliographic instruction)
· Scholarly/professional lecture, workshop or panel (unless position-related, i.e. you where asked to speak because of the position that you hold in the library, in which case, this event should be included in the position responsibilities category)

· Collection exhibitions (if not at held at McGill University; if held at McGill University, consider this in – iii.)Other Contributions to the University)

· Performances, audio-visual productions

· Author of published literary work

· Author of new software applications
· Design of web sites, databases (unless position-related, in which case it is credited as part of position responsibilities)

· Bibliographies, indexes, thesaurus, catalogues of collections (e.g. Fontanus monographs)
· Major updates to published bibliographies. (excluding pathfinders and other position-related publications)

· Fellowships, internships, participation in exchanges

· Consulting activities ( Chapter 7, p.69 of the Handbook Regulations has details concerning consulting and similar activities)
· Service on an editorial board of a scholarly journal 
· Newsletter articles, book reviews

· Development or supervision of a practicum program or independent study
· Review of grant applications for external or internal fund sources
3. other contributions to the university and scholarly communitites
iii) Other contributions to the University and scholarly communities. 

(Chapter 2, 1.3.2, p.25 of the Handbook of Regulations and Policies for Academic and Library Staff)
Librarians are expected to undertake academic duties in this category throughout the year. Librarians usually place activities related to service to the Library, the University or staff associations through committees, task forces, working groups or executive positions. The scholarly community in this category is defined as the library profession, your subject specialty and the University at large. 
You will also want to include any special projects or investigations you have undertaken for the betterment of the Library and the University. Indicate if your efforts were in collaboration with others.
Some examples of academic duties in the other contributions to the University and scholarly communities category are:

· Service/contributions on committees or Executive of professional or academic associations

· Service/contributions on regional, provincial, national, or international committees

· Service on Library committees, task forces, which have system-wide mandates, not directly connected with position responsibilities; e.g. Selection Committee for a tenure track librarian position, as the extra-departmental representative
· Participation in faculty cyclical reviews or accreditation programs
· Service on University or Faculty committees, e.g. University Senate, University Bookstore Committee (see http://www.mcgill.ca/senate/ for more information about University Committees)
· Service as building directors for University buildings that house faculties other than the Library

· Service on committees or Executive of McGill staff associations, e.g. MAUT, MAUT Librarians’ Section

· Service on committees or Executive of provincial and/or national staff associations  e.g. FQPPU, CAUT
· Service on inter-university committees, e.g. CREPUQ

· Collection exhibitions (bibliographic or art) held at McGill University ( beyond those that are position-related)
· Contributions to public education in one’s area of specialization, e.g. lectures, media appearances
· Organization of professional conferences for local, national or international associations

· University fund raising activities 

· Alumni relations events, activities, open house activities, talks to visiting groups

conclusion
We hope that this guideline will be useful as you prepare your documents. When in doubt, we suggest you consult colleagues or your administrative librarian for guidance before submitting the final version.
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