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Affirmative Action Plan – York University Libraries

Introduction

York University’s Collective Agreement 2006-2009 advises that the University’s tenets of employment equity be extended to women, persons from visible and/or racial minority groups, persons with disabilities, and aboriginal persons, within a framework of excellence (Article 12.21). The Collective Agreement requires each department to prepare its own plan in order to guarantee that the precepts of affirmative action outlined in the Agreement are put into practice.  

The Library supports the principles of employment equity and nondiscrimination, not only to promote fairness and excellence, but also to better fulfill its mission to “advance teaching, learning, and research…for our diverse community.” (YUL Mission Statement). The Libraries’ Affirmative Action Plan is intended to demonstrate the Libraries’ commitment, in both philosophy and practice, to the affirmative action principles stipulated in the Collective Agreement. In particular, this plan is intended to guide recruitment, interviewing, hiring and retention practices in order to ensure that individual hiring decisions align with the Libraries’ affirmative action priorities.  

It is expected that this plan be revised annually or bi-annually in order to reflect both the most current collective agreement and the Libraries’ own evolving affirmative action priorities.

Background and Demographics

York University Libraries employ a broad cross-section of staff affiliated with various departments (public services, technical services, administration) throughout seven service points (Scott Library, Frost Library, Peter F. Bronfman Business Library, Steacie Science & Engineering Library, Sound & Moving Image Library, Map Library, Archives & Special Collections) in four different buildings on two campuses.

As of May 2008, the roster of professional librarians consisted of 48 tenured, tenure-stream, or contractually limited appointments, of which 70.8% were female. The breakdown of staff by gender, stream, and rank follows:

Professional librarians by rank (as of May 2008)

	
	Women
	Men
	Total
	% Women


	% Men



	Senior Librarian
	2
	0
	2
	4.2%
	0.0%

	Associate Librarian
	18
	7
	25
	37.5%
	14.6%

	Assistant Librarian
	12
	7
	19
	25.0%
	14.6%

	CLA
	2
	0
	2
	4.2%
	0%

	* TOTALS
	34
	14
	48
	70.8%
	29.2%


*These figures include those law librarians who are YUFA members, although the Law Library is no longer an administrative part of the Library. (This table was updated May 2008.)

Affirmative Action Priorities

As 70.8% of the full-time positions in the Libraries are occupied by women (May 2008), a figure well beyond the 40% minimum target for women, Article 12.21 (b) of the Collective Agreement applies; that is, in units where more than 40% of the tenure-stream positions are filled by women, a candidate who is a member of a visible/racial minority, an aboriginal person, or a person with a disability shall be offered the appointment, unless a candidate who does not belong to these groups can be demonstrated to be superior. 

Therefore, the affirmative action target groups for the Libraries for the foreseeable future are: members of visible/racial minorities; aboriginal persons; persons with disabilities. The Libraries actively seek to recruit and hire members of these groups to enrich the full-time staffing complement. 

In practical terms, this means that, where two or more candidates are deemed to be substantially equal, a male from one of the target groups takes priority over a female from a non-target group. However, should a candidate who is demonstrably superior not be from one of the target groups, the candidate’s gender has no bearing in terms of affirmative action, insofar as the Libraries exceed the 40% minimum target for full-time female employees. (The candidate’s file, with supporting statistics and documentation justifying the choice would require the approval of the Joint Committee on Affirmative Action before a member of a non-target group could be offered a position.)

At its June 2000 Annual General Meeting of the Librarians’ Group, members agreed to extend positive recruiting practices to other equity-seeking groups (gay, lesbian, bisexual, transgendered) beyond the target groups listed in the Collective Agreement. This means that search committees will use gay-positive language in ads, post ads in places likely to be seen by members of these communities, and exercise non-discriminatory language and procedures in interviews.  

Hiring Priorities

Hiring priorities, in terms of academic specialty and departmental needs, are established by the University Librarian in conjunction with the YUFA Library chapter and with department heads, in accordance with the Libraries’ strategic plan.

Role of the Library Affirmative Action Representative

The Librarians’ Group is responsible for electing an Affirmative Action Representative for York University Libraries and the Law Library from among its tenured librarians to a three-year term of office. (The first representative was duly elected in July 2000.)

The mandate of the Affirmative Action Representative is to aid the Libraries to uphold the principles of employment equity and redress as outlined in the current collective agreement and to ensure that recruiting and hiring practices conform to the priorities outlined in the unit’s AA plan.  

Specific tasks of the Affirmative Action Representative include the following:

· In accordance with Article 12.22 of the 1999-2001 Collective Agreement and in consultation with colleagues, prepare the Libraries’ first Affirmative Action Plan for presentation to and ratification by Librarians’ Group  (plan first ratified on June 8, 2000)

· Review and update the Affirmative Action plan annually or bi-annually to ensure that it respects the precepts of the current Collective Agreement and reflects the evolving priorities of the Libraries. 

· Ensure that each search committee appoints one of its members an Affirmative Action Representative. This AA Representative, a voting member of the search committee, assures that proper AA procedures are respected during the search process. Search Committee AA Representatives must be tenured and may be outside the unit. (While the Library AA Representative does not sit on every search committee, she/he is ultimately responsible for monitoring the appropriate application of AA procedures.) 

· Ensure that all Search Committee AA Representatives attend an affirmative action workshop organized by the Joint Committee on Affirmative Action.

· Ensure that the Affirmative Action Officer or designate is invited to meet at least once per year with the search committee(s) of each academic unit.

· Meet with each search committee when it is first struck in order to outline and explain AA priorities, policies and procedures.

· Serve as resource person to the Search Committee AA Representative and to the search committee during the search process to provide information and guidance, as necessary.

· Liaise with the campus Office of the Ombudsman and Centre for Human Rights, the YUFA office, the campus Affirmative Action Officer, and the Joint Committee on Affirmative Action.

· Bring forward AA issues for discussion at YUFA library chapter meetings and at Librarians’ Group meetings to further AA-friendly policies.

· Prepare/update an AA Representative manual, for the use of future representatives.

In addition to these tasks, the Affirmative Action Representative may undertake other initiatives to further the Libraries’ affirmative action goals, educate staff, and promote retention. Such initiatives may include:

· bringing in speakers

· providing relevant documentation for candidate information packages and new hire packages

· seeking examples of ‘best practices’ in other campus units and beyond the university

· liaising with library schools and professional organizations to provide support for minority scholarships and internships, etc.

The Search Committee

Membership and Procedures

Appointment committees consist of five members: two chosen by the Library YUFA chapter; two designated by the local department; and one chosen by the University Librarian. The search committee chooses a chairperson and an AA Representative, both of whom are voting members. The search committee may choose to invite someone from York’s Office of the Ombudsman and Centre for Human Rights or the University’s Affirmative Action Officer to sit on the committee as a non-voting member, to address or provide counsel to the Committee during the search process. The Library AA Representative should also address the search committee to review priorities, policies, and procedures.

Search committees follow the procedures outlined in the Libraries’ Policies & Procedures document #79/009, June 2000 revision. (See Appendices) In summary, the search committee determines the required and desired qualifications in consultation with the department. The committee establishes criteria for the assessment of candidates, writes and posts the job ad, reviews applications, prepares a short-list (usually 3-5 candidates), prepares a list of standardized interview questions, arranges and conducts interviews, ranks short-listed candidates interviewed, and presents a ranked list of candidates, with a hiring recommendation, to the University Librarian.

Role of the Search Committee AA Representative

One of the five members of the search committee is designated an AA Representative. The Search Committee AA Representative liaises with the Libraries’ elected AA Representative during the search. Specific tasks of the Search Committee AA Representative are as follows:

· Responsible for ensuring that AA priorities are respected and procedures followed in both recruiting and hiring practices. Takes a proactive role in the Committee with respect to Affirmative Action. If the Search Committee AA Representative is unsure about procedures, she/he contacts the Library AA Representative for clarification.

· Search Committee AA Representatives will ensure that the ad has been posted in relevant publications that cater to librarians from a diverse background. 
· The Search Committee AA Representative ensures that each short-listed candidate is contacted in advance of their interview to determine their eligibility to work in Canada, to remind them of York University’s AA Program, and to encourage them to self-identify. Enquiry is also made about the special needs of each candidate including: dietary restrictions, accommodation related to religious/cultural requirements, accessibility issues, and any other special requests.

· Meets with each short-listed candidate individually the day of their interview, explains the AA program and encourages the candidate to self-identify.

· Responsible for writing a report outlining the search process and affirming that AA goals and procedures, as outlined in the Libraries’ current AA plan, were duly followed. This report includes a list of all candidates who have self-identified and the rationale for why they were not short-listed, and if short-listed, the rationale for their ranking. This report, along with the current AA plan, is included in the file of supporting documentation sent to the Joint Committee on Affirmative Action (c/o the YUFA Office) before any offer is finalized.

· Ensure that the Search Committee Chair has prepared a comparison of short-listed candidates, as well as their cvs and letters of reference, for inclusion in this file.

Recruiting

Establishing Criteria

The search committee familiarizes itself with the position description and, in conjunction with the department, establishes required and desired criteria, along with a grid upon which to evaluate candidates according to the criteria. The committee discusses how to define “substantially equal” qualifications. This will include being mindful of and valuing non-traditional career paths and research.
The Advertisement

The job ad includes a position description, required criteria, desired criteria, closing date, affirmative action measures which can be invoked, and an invitation to members of targeted equity groups to self-identify at any time during the search process.

The language of the job ad includes the following text from the Affirmative Action Policy at York University:  

York University is an Affirmative Action Employer.  The Affirmative Action Program can be found on York’s website at www.yorku.ca/acadjobs or a copy can be obtained by calling the affirmative action office at 416-736-5713.  All qualified candidates are encouraged to apply; however, Canadian citizens and Permanent Residents will be given priority.
In writing the ad, attention is given to the use of positive language toward all equity-seeking groups, including non-targeted groups. For example:

York University resources include centres relating to gender equity, race and ethnic relations, sexual harassment, human rights, and wellness. York University encourages attitudes of respect and non-discrimination toward persons of all ethnic and religious groups, regardless of gender or sexual orientation.

See Appendix B for examples of “best practices” in selecting sample language for use in job ads, letters to candidates, and letters of offer.

See also the section on “Preferred language” in the York University Style Guide (http://www.yorku.ca/admin/comm/style/sg35.html)

Posting the advertisement

As stipulated by the York University Appointments Process (see http://vpacademic.yorku.ca/appointments/) all advertisements are sent to the Office of the Associate Vice-President, Academic Resource Planning, for review and approval. Full text advertisements for all positions must appear on the York University Academic Employment Opportunities (AEO) website prior to circulation of such in newspapers, professional journals, e-mail distributions, etc.

A print version of the advertisement appears in:

CAUT Bulletin

University Affairs
An electronic version of the advertisement is sent, but not limited, to:

*YUL librarians, for distribution to potential candidates

*OCUL library directors, for distribution to potential candidates

*CARL library directors, for distribution to potential candidates

*Canadian universities with graduate programs in library/information science

*Job site maintained by the Ontario Library Association

*Job site maintained by the University of Toronto graduate MIST program 

*Association for Research Libraries Career Resources web site (http://db.arl.org/careers/index.html)


*CAUT Bulletin


*University Affairs

In addition, the advertisement is posted at:

*Electronic list-servs and bulletin boards, including those in the specific discipline recruited for, and sites of interest to members of equity-seeking groups, both targeted and non-targeted such as:

*http://www.hirediversity.com

*Canadian Centre on Minority Affairs (e-mail: info@ccmacanada.org)
The following organizations cater to librarians from a diverse background:

* Association of Research Libraries

Director of Diversity initiatives 

Jerome Offord Jr. (e-mail:  jerome@arl.org)

* ALA Spectrum Scholars (for new minority librarians)

           (e-mail: diversity@ala.org)

           * BCLA: Black Caucus of ALA

            (e-mail: webmaster@bcala.org/advertise.htm)

             * AILA: American Indian Librarian Association

           (e-mail: digitization@state.sd.us)
* APALA: Asian-Pacific American Librarians Association

           (e-mail: jobs@apalaweb.org)

* CALA: Chinese American Librarians Association

            (e-mail: ad@cala-web.org)
* Gay, Lesbian, Bisexual and Transgendered Round Table of the American Library Association

Cal Zunt, Norman Eriksen (e-mail: Cal.Zunt@cpl.org; n.eriksen@BrooklynPublicLibrary.org)
REFORMA (Latino and Spanish speaking librarians)

e-mail: REFORMAoffice@riosbalderrama.com
*list updated June 2007

Posting for CLA positions may be somewhat less extensive than postings for tenure-track positions.

Interviewing





  Receiving Applications

Units shall send self-identification forms with the letter acknowledging a candidate’s application and inviting him/her to self-identify (the self-identification form is available at www.yorku.ca/acadjobs/index.htm). All applicants are to be provided with the opportunity to self-identify anytime during the search process.

Reviewing Applications

It is not unusual for a search committee to receive 100-150 applications for a position. A file containing all of the information received from each candidate is established. After the closing date, members of the search committee individually peruse each application, filling out a checklist of advertised criteria prepared by the search committee in advance of reviewing the applications, for each applicant. Unqualified candidates who do not satisfy the basic criteria are withdrawn. All files from candidates who have self-identified, even those who are not qualified, are flagged at this point.  The Affirmative Action program applies only to candidates who have self-identified as one or more of the designated employment equity groups. The Search Committee must not apply the terms of the Affirmative Action program to candidates based on its own observations. Each search committee member produces his or her own mid-list of candidates.  

Establishing a short-list

The search committee meets to share mid-listed candidates and agree on an unranked short-list of 3-5 candidates. The committee collectively reviews the files of qualified candidates from the targeted groups who have self-identified. It is hoped that the committee’s short-list includes at least one member of one of the three targeted groups (racial/visible minorities; aboriginal persons; persons with disabilities). Should the short-list not contain any members of the targeted groups, the files of qualified candidates who have self-identified are revisited.  The committee may need to refer to its decision on how to apply “substantially equal” qualifications, defined earlier in the process.

Conflict of interest

Should a situation arise within the course of the search process that a member of the Search Committee may have a conflict of interest, the Search Committee is requested to provide a rationale and/or explanation of how the committee resolved that there was no conflict or what steps they took to address and ensure that the potential conflict of interest was mitigated.  

Examples of potential conflicts are:

a) A member of the Search Committee has a pecuniary interest in a candidate.

 Resolution: recuse

b) A member of the Search Committee is a personal friend or advisor/supervisor of a candidate

 Resolution: should declare the relationship in any letter of reference and/or the committee notes

c) A member of the Search Committee has provided a letter of reference for a candidate


      Resolution: declare it to the committee.

From: The Search, Academic Appointments Process, Vice-President Academic website

The interview process

Campus visits are arranged and accommodation (with respect to dates, lodging, food, schedule, mobility, etc.) is invited, and extended in the letter of invitation and in subsequent telephone conversations. The Search Committee AA Representative ensures that each short-listed candidate is contacted in advance of their interview to determine their eligibility to work in Canada, to remind them of York University’s AA Program, and to encourage them to self-identify. Enquiry is also made about the special needs of each candidate including: dietary restrictions, accommodation related to religious/cultural requirements, accessibility issues, and any other special requests. The candidate is apprised of the day’s agenda in advance. On the day of the campus visit, candidates meet with the Search Committee as a whole for a formal interview, during which each candidate is asked a standardized set of questions. (The interview questions were determined in advance, based on the preestablished criteria and priorities.)  One or more questions will seek to gauge candidates’ attitudes toward and experience with diversity and multiculturalism. Please see http://www.yufa.org/stewards/questionadvisory.html for the YUFA Advisory: Appropriate questions during the hiring process. All search committee members, save the questioner, take extensive notes of candidate answers during the interview process.  Committee members remain sensitive to issues of cultural diversity in listening to answers; accordingly, candidates may be asked to elaborate on their answers in order to provide an opportunity to gain maximum information. All interview candidates meet with the University Librarian. Top-ranked local candidates meet with the University Librarian on a subsequent visit at a later date, before a final offer is forthcoming.  
The Search Committee AA Representative meets with each short-listed candidate individually the day of their interview, explains the AA program and encourages the candidate to self-identify.

Candidates also meet with members of the hiring department, both YUFA and YUSA staff, and are given a tour of the Library and the department by a member of the hiring unit.
The search committee debriefs to share initial impressions immediately following each candidate’s formal interview.  

Ranking candidates

After all the candidates have been interviewed, committee members individually rank applicants according to the pre-established criteria. The committee then meets to agree on a final, collective ranking. The committee will focus its discussions on the pre-established criteria as reflected in the job ad. However, issues of potential will also be considered. Affirmative action hiring priorities will be discussed again at this point to ensure that a hiring decision is in line with stated AA priorities. In cases where the search committee cannot agree on ranking the candidates, a majority vote decides the issue. The committee chairperson then prepares a written recommendation for the University Librarian, in which hirable candidates are presented in ranked order.  

The offer

The University Librarian receives the ranked list of desired candidates and meets with the top-ranked candidate, if not already done on the day of the campus visit.  If the University Librarian accepts the search committee’s recommendation, she/he prepares a provisional letter of offer to the candidate, and a letter of recommendation for the President’s office.  

The search committee chair prepares a file of supporting documentation to submit to the Joint Committee on Affirmative Action (c/o YUFA office).  The file should contain the following documentation:

* letter from the Search Committee AA Representative indicating that AA procedures and priorities, as outlined in the Libraries’ current AA Plan, were duly followed

* final report of the search committee to the University Librarian;  

* copy of the job ad

* list of places, both print and electronic, where the ad was published

* list of criteria, required and desired, used to assess candidates 

* list of interview questions

* the Libraries’ current AA Plan

* a description of the search process, how the short-list was reached, the total number of applications received, the number of candidates who self-identified as members of AA target groups during the search process, an indication of how the self-identified files were reviewed *Search Committee reports are required to report on all applicants who self-identify throughout the process and provide a rationale outlining the reasons why those applicants who self-identified were not short-listed, in addition to why any short-listed candidates who self-identified were not recommended for appointment
* a descriptive and evaluative review of each short-listed candidate, including ranking information

* a clear indication of any equity action taken (e.g. where a short-listed candidate who self-identified was deemed substantially equal to another candidate) or a clear demonstration of the superiority of the top-ranked candidate, if not a member of a target group

* cvs and reference letters for all short-listed candidates

* letter of offer to candidate selected (with salary information removed)

Providing support and promoting retention
In addition to exercising affirmative action principles in recruiting and hiring practices, the Library must provide on-going programmatic support and encourage a positive workplace environment for staff in order to promote retention. Some initiatives include the following:

· Provide a list of campus resources in the new librarians’ orientation package (i.e. on-site daycare centre, a women’s centre, a centre for race and ethnic relations, office of the ombudsman and centre for human rights, a “positive space” program in support of sexual and gender diversity, a wellness centre);
· Include a statement regarding the Libraries’ supportive environment in a letter of offer (see “Best Practices,” Appendix A);  

· Institute in-house workshops on affirmative action issues; encourage attendance at relevant campus-wide workshops (e.g. Positive Space program);  

· Encourage positive use of language in collegial fora  (See section on “Preferred language” in York University Style Guide http://www.yorku.ca/admin/comm/style/sg35.html);
· Inform hires about existing campus mechanisms for dealing with complaints through the York Office of the Ombudsman and Centre for Human Rights (sexual harassment policy; policy on racism; accommodation in employment for persons with disabilities);

· Assist with mentoring relationships;
· Continue to recognize and support librarian research involving diversity; 

· Acknowledge a broad range of volunteer experience in PCAC files (e.g., volunteering in a professional capacity in a non-professional or community setting.)

· Consider offering an annual workshop on diversity for all levels of library staff;

· Consider conducting a diversity climate survey;

· Consider conducting exit interviews;

Appendix A

Search Committee Affirmative Action Representative Checklist

1. Ensure that all members of the Search Committee meet with the Library AA Representative and have an AA workshop at the beginning of the search process.

2. Ensure that the advertisement has been posted in relevant publications that cater to librarians from a diverse background

3. Ensures that each short-listed candidate is contacted in advance of their interview to determine their eligibility to work in Canada, to remind them of York University’s AA Program, and to encourage them to self-identify. Enquiry is also made about the special needs of each candidate including: dietary restrictions, accommodation related to religious/cultural requirements, accessibility issues, and any other special requests.

4. Meet with each short-listed candidate privately on the day of their interview to explain York University’s AA Program and to encourage them to self-identify.

5. Prepare a report outlining the search process and affirming that Affirmative Action goals and procedures as outlined in the Libraries’ current Affirmative Action plan were duly followed. This report includes the number of candidates who self-identified as members of AA target groups during the search, the rationale outlining the reasons why those applicants who self-identified were not short-listed, in addition to why any short-listed candidates were not recommended for appointment.

Appendix B
Official language for ad (Affirmative Action Policy at York University)
York University is an Affirmative Action Employer.  The Affirmative Action Program can be found on York’s website at www.yorku.ca/acadjobs or a copy can be obtained by calling the affirmative action office at 416-736-5713.  All qualified candidates are encouraged to apply; however, Canadian citizens and Permanent Residents will be given priority.
“Best Practices” for Affirmative Action

Sample language for job advertisement:
The University offers employees from diverse communities a supportive environment, from infrastructure to policies and special services.  There are 20 weeks of paid maternity leave and the possibility of extensions for pregnancies before continuing appointment review.  Campus resources include an on-site daycare centre, a women’s centre, a centre for race and ethnic relations, an office of the ombudsman and centre for human rights, a “positive space” program in support of sexual and gender diversity, a wellness centre.

Sample language for use in letter sent to candidates to be interviewed:

“The schedule of the day is as follows…. The Library wishes to ensure that all candidates are made welcome.  Please let us know if we can help with any accommodations in scheduling, equipment, or other matters to meet your religious, cultural, disability or other needs.”

The Libraries encourage candidates who are members of racial/visible minorities, aboriginal persons, and persons with disabilities to self identify at any time during the search process.   Please note that only those candidates who self identify will be considered for affirmative action priorities. The Library is committed to applying principles of employment equity in its recruiting and hiring practices.

Sample language for use in letter of offer:

In accordance with York University’s Collective Agreement, the Library affirms its goal of promoting equity in the employment of women, members of visible/racial minorities, aboriginal people, and persons with disabilities.

The University offers employees from diverse communities a supportive environment, from infrastructure to policies and special services.  There are 20 weeks of paid maternity leave and the possibility of extensions for pregnancies before continuing appointment review.  Campus resources include an on-site daycare centre, a women’s centre, a race and ethnic relations centre, an office of the ombudsman and centre for human rights, a “positive space” program in support of sexual and gender diversity, a wellness centre.
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