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CONTRACT FACULTY COURSE 
APPLICATION PROCESS

As courses are assigned to Members via the PTAC 
and Administration processes fewer and fewer 
courses are posted.

The next slides will explain the process starting with 
the TISC application as well as the PCAF and CAF 
forms





Application Timelines:

1. Appointments shall be made only after positions have been posted for at least 15

calendar days on the University’s website. 

2. Notices for Spring term, intersession and summer session courses shall be posted

on or before February 1; and for Fall and Winter term courses and for 2-term Fall/Winter

courses on or before June 1. If Winter term courses become available for CTF after June 1, 

notices shall be posted no later than October 1. 

3. The deadline for applications shall be at least 15 calendar days from the date of posting. 

No offer of appointment shall be made before the application deadline. 



4. Should a position become open after the dates specified in 13.4.3 the 

Department Chair or designate, shall inform qualified Members of the availability 

of the course and enquire if they are available for the appointment. If the 

notification is more than 30 days before the start of term, the Members have 

5 days to reply. 

5. If the notification is less than 30 days before the start of term the Members 

have 2 days to reply. 

6. Subject to terms on seniority, the position shall be offered to the best qualified 

Member who applies for the position. If there are no qualified Members available, 

the position may be offered to the best qualified external applicant



7. Should a position become open within 10 days before the beginning of term or

after a term has commenced, the PTAC or the Department Chair or equivalent may

recommend an appointment to the Dean without posting the position. 

The Department Chair or designate shall inform Members who have taught the course 

before giving the Member 48 hours to reply. 

8. Subject to seniority, the position shall be offered to the best qualified Member who 
is available for the position. If there are no qualified Members available, the position 
may be offered to the best qualified external candidate. 

The Dean shall notify the Association with a copy to Faculty Relations of the 
appointment of a CTF Member, within 5 days of the appointment. 



Senior Lecturer Appointments

1. Effective September 1, 2023, the University will appoint a minimum of 10 Senior 

Lecturers. Such appointments will be made at the discretion of the Dean.

2. Members with seniority status who have accumulated a minimum of 30 seniority 

points, excluding points accrued for labs and tutorials, and who have taught a minimum 

of 30 one-term courses or equivalent over the past 5 academic years, except for breaks 

for the purpose of fulfilling a Limited Term Appointment or for leaves are eligible to apply 

for a Senior Lecturer Appointment (SLA).



Senior Lecturer Appointments

3. The deadline for application is October 15 (March 21, 2023 for this year only). PTAC (Part 

Time Application Committee) will have until February 15 (May 5, 2023 for this year only) to 

review the applications and report their findings to the Dean. By March 15 (May 25 for this 

year only) the Dean will notify the Department Chair and the Member of their decision. 

4. If the SLA position is not granted the Member will automatically be entered into 

consideration for a Lecturer Appointment (LA) in a related area.



1. Members with seniority status may be eligible for a renewable 3-year Lecturer 

Appointment.

2. Members with seniority status who have accumulated a minimum of 20 seniority points, 

excluding points accrued for labs and tutorials, and who have taught a minimum of 3 one-

term courses or equivalent in each of the past 3 academic years, except for breaks for the 

purpose of fulfilling a Limited Term Appointment or for leaves under Articles 18.6 and 26, are 

eligible to apply for a Lecturer Appointment.

3. Eligible Members who are interested in a Lecturer Appointments must apply in writing no 

later than March 15 to their Dean who will forward the application(s) to the 

departmental/program PTAC.



4. PTAC must put forward their recommendations to the Dean by April 15th, 2023. The Dean 

shall inform the Department Chair and the Member of their decision, and the number of 

courses associated with the Lecturer Appointment, within 20 days of the receipt of the 

recommendation of the PTAC 

5. The Dean shall inform the Department Chair and the Member of their decision, and the 

number of courses associated with the Lecturer Appointment, within 20 days of the receipt of 

the recommendation of the PTAC

*Additional LOUs such as Dean appointments for both SLA and LA positions pending.



TISC – PCAF – CAF

These are all Qualtrics fillable forms 



TEACHING INTENTION FOR SENIORITY 
COURSES (TISC) – STEP BY STEP

Members with seniority status who wish to exercise their right of 
first refusal prior to the posting of courses shall submit a 
Teaching Intention for Seniority Courses (TISC) Form. 

Members shall submit a TISC Form for each campus, Faculty, 
department, area, and/or program in which they wish to be 
considered. 



TEACHING INTENTION FOR SENIORITY 
COURSES (TISC) – STEP BY STEP

Members shall send in their TISC Form(s) electronically and all TISC 
Form(s) are to be received by 23:59 Eastern Time on the April 15 
deadline and will be acknowledged by return email.

- Due to a current delay in TISC notification, WLUFA is requesting that 
this deadline be amended to reflect the date of actual Member 
notification and when proper emails are provided. 

Members with seniority status who do not submit a TISC Form may 
apply for courses as they are posted and, if they do, they shall be 
considered under the terms of 13.7.3.



TEACHING INTENTION FOR SENIORITY 
COURSES (TISC) – STEP BY STEP

All Contract Faculty will receive an email with a link to fill our their 
TISC. Similar to the Roster, the TISC application will allow Members to 
apply for all courses they have Seniority Status in and wish to teach. 

Seniority status in brief: 

(a) the Member has accrued at least 3 seniority points in a course or 
substantially similar course;

(b) at least 24 months have passed since the Member first began 
teaching the course;

(c) the Member has not had a break in service of 5 or more consecutive 
academic terms if the Member’s points in the course were all accrued in 
one term.



EXAMPLE OF A TISC 
APPLICATION

Let’s Take a Look



































POSTED COURSES APPLICATION FORM 
(PCAF)

Courses not assigned to Members with seniority status through the Teaching 
Intention for Seniority Courses (TISC) process shall be posted in compliance with 
13.4. 

Members may submit a single Posted Courses Application Form (PCAF) for all 
posted courses they are interested in teaching in a department, program, area or 
Faculty. 

Otherwise, Members may apply for posted courses that they are qualified to teach by 
submitting a separate application for each course. 



POSTED COURSES APPLICATION FORM 
(PCAF)

Members shall submit a PCAF for each campus, Faculty, department, 
and/or program in which they wish to be considered, for relevant 
courses.

Members shall send in their PCAF(s) electronically and the deadline for 
submission is 23:59 Eastern Time 5 days after the receipt of the  
email of the posted course’s availability. Receipt of the form shall be 
acknowledged by return email.



POSTED COURSES APPLICATION FORM 
(PCAF)

The PCAF consists of the Member’s curriculum vitae, a candidate 
application and any other materials listed as optional in the job posting 
and submitted by the Member. 

Once the PCAF has been submitted Members will automatically be 
presented with a corresponding CAF (Appendix Y) for all the posted 
courses they are applying for. (more on this later)  

If a department posts additional courses after a Member has submitted 
their PCAF, the Member can refer the PTAC to their most recent PCAF via 
email, noting the additional course(s) they are applying for. 



POSTED COURSES APPLICATION FORM 
(PCAF)

Members who submit a PCAF shall be considered for courses 
listed on their PCAF without further application. 

Let’s take a look































POSTED COURSES 
APPLICATION FORM (PCAF)

With this new digital, Qualtrics application process, course applications will 
no longer be physically printed, filled out and uploaded. 

The new digital process will allow the PTAC greater flexibility when 
reviewing applications since they will be pre-sorted, digitally rendered and 
easily accessible for the purposes of the PTAC. 



CANDIDATE APPLICATION 
FORM (CAF)

CAF applications will vary in complexity based on individual Members

For Members who teach multi-section courses this process will be a 
simple cut and paste. WLUFA suggests you keep a copy of each field 
entry for future use. 

For Members applying on new courses, there will be more time devoted 
to the process. Remember that there is a word limit to each section of 
the application. Be succinct. 



CANDIDATE APPLICATION 
FORM (CAF)

CAFs are available to external applicants through the posting. 

All applications for appointments to teach courses shall consist of a 
candidate application form (Appendix Y), and shall include a 
current curriculum vitae with current contact information. Applicants 
shall apply electronically. 

Applications must be received by 23:59 Eastern Time on the date on 
the posting.



CANDIDATE APPLICATION 
FORM (CAF)

For Members who apply for positions, the Member’s Official File, 
including the record of employment, teaching and other evaluations, if 
applicable, shall be accessible to the PTAC. 

The Department Chair, or equivalent, requests access to the Member’s 
Official File through the office of the Academic Dean. Only this 
documentation, evaluations of a Member’s performance under Article 10, 
and any material, submitted by the Member shall be used in assessing 
the application.



CANDIDATE APPLICATION 
FORM (CAF)

Let’s Take a Look



























QUESTIONS
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