QUFA-Queen’s RTP/RCAP Workshop, May 12, 2026
Timelines
Deadline
May 1		RTP/RCAP Committee elected
May 1 	Notice in For the Record from the Office of the Provost announcing July 15 deadline for RTP/RCAP applications.  
May 15	Unit Head/University Librarian notifies all Unit Members of Promotion deadline and provides the Provost’s notice in writing.  Notifies Members eligible for Renewal/Tenure/Continuing Appointment individually by letter.
June 1 	Member must notify the Unit Head/University Librarian of their intent to apply for
	Renewal, Tenure or Promotion, as well as invoking Appendix O – Indigenous Participation, if applicable.
June 15	Unit Head/University Librarian arranges meetings with individual applicants to give advice on the preparation of the application and discuss the suitability of potential referees.  This is also the time to declare if there are any deferral letters to add to the file. 
June 30	Member provides a list of prospective referees, the number of which shall be greater 
	than the final number required by the specific personnel process.
July 15	RTP Committee elected in Faculty of Health Science if required.  
July 15 	Member provides the RTP/RCAP Committee with their completed application file 
	(required contents are listed in Article 30.9.1) 
August 1	Unit Head/University Librarian shall request reports from the referees, outlining the process and offering guidance regarding the assessment being sought. 
Sept.-Nov.	RTP Committee provides a list of a Member’s current and former students to the Member from which the Member may strike up to 25% of names.  
September 15	Member’s application file made available to Unit colleagues (not the Committee members or the Head/Dean/University Librarian/Associate University Librarian) for comment.
October 15	Prior to October 15 the Unit Head/University Librarian/Associate University Librarian makes information from the Member’s Official File relevant to the application available to the Member.  Member has 10 working days to respond to this material.
November 15	RTP/RCAP file made available to the Committee.  Member must be notified promptly of an emerging negative, and has 10 working days to submit a written response.  	
December 15	Committee Chair in a departmentalized faculty forwards the Committee’s final recommendation to the Member and to the Department Head/Associate University Librarian.  The Department Head gives the Member seven (7) working days to respond to the Committee’s recommendation prior to the looking at the file.  Member must be notified promptly of an emerging negative from the Head, and has 10 working days to submit a written response.   
January 15	Committee Chair in a non-departmentalized faculty forwards the Committee’s final recommendation to the Member and to the Dean. 
January 15	Department Head/Associate University Librarian forwards a final written recommendation with reasons to the Member and submits the RTP/RCAP file with recommendations to the Dean/University Librarian. The Dean/University Librarian (in both departmentalized and non-departmentalized Faculties) shall provide the Member with 10 working days to submit a written response before looking at the file.  Members must be notified promptly of an emerging negative from the Dean/University Librarian and has 10 working days to submit a written response.  
  March 1	Dean/University Librarian forwards a final written recommendation with reasons to the Member and the Principal and submits the file to the Principal (may be delegated to the Provost).   The Principal gives the Member 10 working days to respond to the Dean’s recommendation.   For Promotion to Professor, the whole file goes to the University Promotion Advisory Committee after the Member has had the opportunity to respond and before the Principal considers the file.  
April 1	Principal informs (with reasons) Members applying for Renewal whether Renewal has been granted or denied (or for Renewal or Promotion to Assistant Librarian/Archivist).
April 15	Principal informs (with reasons) Members applying for Tenure and/or Promotion to Associate Professor whether Tenure and/or rank has been granted or denied (or Continuing Appointment or Promotion to Associate Librarian/Archivist).
May 15	Principal informs (with reasons) Members applying for Promotion to Professor whether rank has been granted or denied (or Promotion to Librarian/Archivist).  
Unforeseen circumstances in the process that require lengthening of timelines do arise.  Written agreement between QUFA and Faculty Relations is required for altered deadlines.  Do not hesitate to approach QUFA, your Head, Dean, Faculty office or Faculty Relations to request more time if you have a valid reason for doing so.  QUFA has not found that longer timelines prejudice the process.  
