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Job Title:    Digital Learning Policy Analyst 

Department:  Centre for Extended Learning 

Reports To:  Associate Director, Digital and Online Learning 

Jobs Reporting: None 

Salary Grade: USG 9 

Effective Date:  May 2025 

 

Primary Purpose 
  
Complying with relevant university policies and Canadian law is a baseline requirement for digital teaching and 
learning at the University of Waterloo (Digital Learning Framework: Principles and Guidelines). The Digital Learning 
Policy Analyst assists with institutional adherence to the Digital Learning Principles and Guidelines by ensuring that 
learning materials produced by the Centre for Extended Learning (CEL), along with delivery platforms and other tools 
(e.g., generative AI) are used appropriately and in alignment with (but not limited to) the following policies: 

• Canadian Copyright law (e.g. the Copyright Act) and Waterloo’s copyright and academic integrity guidelines, 

including copyright considerations when adapting and making digital material accessible 

• Waterloo’s Intellectual Property policy as outlined in Policy 73 

• Waterloo’s Guidelines for Third-party resources and Ministry of College and Universities policies (e.g., 

Ancillary Fee protocol, Bill 166 requirements) 

• Waterloo’s Guidance on Artificial Intelligence Use 

The Digital Learning Policy Analyst provides consultative support to the Centre for Extended Learning’s staff and 
other Waterloo stakeholders in the form of evidence-based guidance on the application of Canadian law and other 
regulatory requirements in each of the areas outlined above, ensuring that decision-making is guided by a balanced 
consideration of regulatory requirements and production needs. The Analyst furthermore leads initiatives pertaining 
to the design, continuous improvement, and documentation of processes related to these areas, while supporting 
Faculties and Academic Support Units in the university-wide implementation of the Digital Learning Principles and 
Guidelines1. 

 

Key Accountabilities 
 

Intellectual Property Analysis and Education: Copyright 

• Remain current on copyright legislation, regulations, issues, interpretations, legal opinions, etc., relevant 

to Canadian educational media production 

• Develop and update CEL policies and procedures related to copyright   

• Support and enable CEL staff to make appropriate copyright clearance decisions in course material 

production    

• Respond to copyright enquiries from staff and faculty 

• Identify gaps in copyright knowledge at CEL and Waterloo 

• Develop guidelines related to academic integrity  

• Develop CEL citation style guide to prevent plagiarism by ensuring adequate attribution, and prevent 

copyright infringement and breach of contract 

 
1 https://uwaterloo.ca/associate-vice-president-academic/digital-learning-framework-principles-and-guidelines 

https://uwaterloo.ca/associate-vice-president-academic/digital-learning-framework-principles-and-guidelines
https://uwaterloo.ca/associate-vice-president-academic/digital-learning-framework-principles-and-guidelines
https://laws-lois.justice.gc.ca/eng/acts/C-42/Index.html
https://uwaterloo.ca/copyright-at-waterloo/
https://uwaterloo.ca/academic-integrity/academic-misconduct
https://uwaterloo.ca/secretariat/policies-procedures-guidelines/policies/policy-73-intellectual-property-rights
https://uwaterloo.ca/secretariat/guidelines-pertaining-fees-third-party-learning-resources-0
https://www.ontario.ca/page/ministry-colleges-universities
https://uwaterloo.ca/information-systems-technology/about/policies-standards-and-guidelines/guidance-artificial-intelligence-use
https://uwaterloo.ca/associate-vice-president-academic/digital-learning-framework-principles-and-guidelines
https://uwaterloo.ca/associate-vice-president-academic/digital-learning-framework-principles-and-guidelines
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• Oversee the procurement of media Participate in and/or liaise with university organizations, committees, 

and task forces 

• Represent CEL on, and contribute to the Waterloo Copyright Advisory Committee Working Group and 

help inform university-wide practices 

• Author resources and guidance materials for Waterloo staff and faculty 

• Design and deliver educational programming and communications to staff and faculty. This could include: 

o Training Sessions 
o Online tutorials 
o CAC communications 

 Intellectual Property Analysis and Education: Contracts 

• Oversee and track course development agreements (CDAs) between academic units and course authors 

• Help signatories understand and navigate the CDA template, including advising on the appropriate 

contract to use in a given context (amongst different staff groups FAUW, AFIW, contract, CUPE etc) 

• Manage, review, interpret, and amend contracts and agreements relevant to intellectual property 

management and course production  

• Design and deliver educational programming related to university IP policies (e.g., rights ownership in 

digital content creation and online course delivery) to academic units, faculty, and staff. This could include:  

o Training sessions 

o Online tutorials 

Artificial Intelligence Tools Analysis and Education 
 

• Advise on responsible and compliant use of Artificial Intelligence (AI) tools for productivity and instruction 

(e.g., GenAI), supporting adherence to institutional policies and legal/regulatory requirements (e.g., 

security and data privacy requirements). 

• Serve as a resource for CEL staff and online instructors in navigating use of AI technologies and best 

practices as they relate to institutional policies and legal/regulatory requirements and contracts (e.g., terms 

of use) 

• Conduct cost benefit analysis of AI productivity and learning tools to assess benefits/ functionality, risks, 

and ROI 

• Monitor emerging regulatory trends affecting the use of AI in higher education 

• Maintain an updated repository of policy documents, FAQs, and guidance materials related to use of AI 

tools in digital learning environments 

• Design and deliver educational programming and communications for faculty, CEL staff, and the Waterloo 

community on compliant use of tools. This could include:  

o Training sessions  

o Online tutorials  

o CEL’s internal GenAI Hub 

 

Other 

• Represent CEL on relevant Waterloo committees (e.g., Open Scholarship Committee) 

• Educate the CEL and Waterloo communities about open access, open educational resources, and open 
data. For example:  

o Training Sessions 
o CEL and Open Scholarship Committee websites  
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o Online tutorials 

• Print materials (e.g., brochures, signage) 

• Other duties as assigned 

 

Required Qualifications  
 

Education 

• A Masters degree (preferred) in a related field (e.g., journalism, english, education, library or legal studies) 
OR bachelor degree in a related field 

• Post-degree education (e.g., certificates in copyright, licensing, intellectual property and/or publishing) 
required 

Experience 

• Theoretical and practical training in copyright management 

• Five years’ experience to include demonstrated experience in copyright education and compliance in 
relevant fields (e.g., publishing, journalism, education, and law) 

• Experience designing and delivering effective training 

• Experience with information/knowledge management and databases/record-keeping software 

Knowledge/Skills/Abilities 

• Advanced knowledge of Canadian copyright legislation and issues, particularly as pertains to the post-
secondary education environment 

• Ability to think analytically and to solve problems creatively and effectively 

• Ability to write clearly and persuasively 

• High degree of initiative 

• Excellent project management skills 

• Presentation / workshop facilitation skills 

• Ability to handle multiple demands and changing priorities 

• Strong collaborative relationship- and team-building skills; superior interpersonal skill 

• Intermediate-advanced MS Word, Excel and Powerpoint skills 

• Database management search / online repositories 

 

Nature and Scope  
• Contacts: The ability to communicate and work collaboratively with internal staff are key skills. The ability to 

develop a network of contacts as sources of information is critical.   

• Level of Responsibility: The position has overall responsibility for advising on copyright policy and decisions, 
as well as determining day-to-day actions on copyright compliance.  There are deadline pressures, while at the 
same time there is a demand for thoroughness and accuracy. Guiding work of co-op students or copyright 
support personnel.  

• Decision-Making Authority: The position is responsible for determining what use is acceptable based on 
copyright legislation; how to cite, track, and document use of materials effectively; and how to most effectively 
educate and motivate staff and faculty on copyright compliance. 

• Physical and Sensory Demands: There is a frequent need to give close attention to various stimuli such as 
written material and information given verbally to co-workers. Work in an open office environment with multiple 
interruptions throughout the day. 

• Working Environment: Much of the time is spent sitting in a comfortable position with frequent opportunity to 
move about. While the work is cubicle-based, participation in university organizations, committees, and task 
forces, will require some travel out of the office. 


