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GENERAL PRINCIPLES CONCERNING

PROMOTION OF LIBRARIANS

The underlying philosophy of promotion is the recognition of professional excellence and outstanding service to the Library, the University, the profession, and the community.  A Librarian's rank is not determined by specific job assignments or supervisory responsibilities, but rather by experience, education, effectiveness, achievement, and service as outlined in the UFF/BOR Agreement.  The promotion process is not automatic; it must be initiated by request either of the candidate or of the supervisor, and must not be contradictory to Article 14 of the current contract.

The attached criteria and procedures will ensure librarians an opportunity to be reviewed on equitable terms, within a reasonable time, for promotion within the University of West Florida Library.  The promotion review process is a qualitative evaluation rather than a mere quantitative check-off.  Promotion of candidates is not automatic.

Candidates seeking promotion shall submit a "Promotion Application Form" to the Library Promotion Committee.  All documentation that is to be considered in the promotion process must be included in the candidate's promotion folder.  The candidate is responsible for assembling all material specified in these guidelines.  The candidate's eligibility and achievements, as supported by pertinent documents, will be examined by a Library Promotion Committee which will submit its recommendation for approval or denial of promotion to the Supervisor.  The promotion process will proceed from the Supervisor to the Director of University Libraries to the Provost/Vice President for Academic Affairs and, finally, to the President of the University.  The President will render the final decision regarding the approval or denial of promotion.  If the Committee and Director are in agreement against promotion, the candidate is notified by the Director and may elect to withdraw his/her application at this time.

All negative recommendations must be in writing.  They must state specific reasons for negative recommendation, and must include specific suggestions for improvement. These negative recommendations  must be placed in the candidate's promotion folder.  At this same time, copies  of the negative recommendations  must be given to the candidate.  The candidate may provide a written rebuttal to negative recommendations in the promotion folder at any level of the process.  Procedures and/or processes contrary to the UFF/BOR Agreement may be grieved by the candidate.

The effective date of promotion will be the beginning of the next contractual year.  Salary adjustments associated with promotion will be determined by the UFF/BOR Agreement and the State of Florida legislative mandate.  Promotion will follow a continuous process rank by rank from Instructor Librarian to Librarian.  The skipping of ranks is not permitted.

A review of the promotion criteria and procedures will be made annually by the Library Promotion Committee and the Director of the University Libraries in order to incorporate revisions in future UFF/BOR Agreements and/or State policies.


PROMOTION PROCESS
The candidate shall submit a "Promotion Application" (Appendix 1) making known his/her intention to seek promotion.  Applications must be submitted no later than February 1 to ensure that sufficient time is available for the implementation of budgetary allocations for the coming contractual year.  The Promotion Committee will begin the promotion process on February 1, or the first work day thereafter.   The promotion process thereafter is summarized below:

1.
The candidate will submit a promotion application and promotion folder to the Library Promotion Committee; a copy of the application is to be sent to the Director.  The candidate is responsible for compiling all appropriate documentation in the promotion folder.  Formal acceptance of the candidate's folder will be acknowledged by letter.

2.
The Library Promotion Committee will review all documentation in the candidate's promotion folder.  If the committee feels that a candidate has not submitted sufficient documentation, he/she will be notified within five work days and given an additional 10 work days to gather and submit the needed documents.  The Committee may request peer evaluations of the candidate from other library unit members on the "Peer Evaluation Form" (Appendix 2) furnished by the Committee.  The Committee may request additional documentation from other sources.  Peer evaluations and other documentation specified in the "Criteria for Promotion" (Appendix 3, 4, and 5) will be included in the promotion folder.  The Committee's recommendation for approval or denial of promotion will be forwarded to the candidate's supervisor within twenty work days of acceptance of the candidate's complete promotion folder.  Individual committee members may also submit recommendations, positive or negative, in writing to the supervisor.  Negative recommendations must include specific suggestions for improvement.

3.
The Supervisor will review the documentation in the candidate's promotion folder and forward it, together with a letter of recommendation for approval or denial of promotion, to the Director of Libraries within five work days of its receipt from the Library Promotion Committee.

4.
The Director of Libraries will review the documentation in the candidate's promotion folder and forward it, together with his/her recommen​dation for approval or denial of promotion, to the Provost/Vice President for Academic Affairs within five work days of its receipt from the Supervisor.

5.
The Provost/Vice President for Academic Affairs will review documenta​tion in the candidate's promotion folder and forward it, together with a recommendation for approval or denial of promotion, to the President of the University within five work days of its receipt from the Director of University Libraries.

6.
The President of the University will review the documentation in the candidate's promotion folder and make the final decision for approval or denial of promotion within five work days of the receipt of the promotion folder from the Provost/Vice President of Academic Affairs.  The President will notify the candidate by letter of his decision by the end of this five day period.

7.
At the conclusion of the promotion process, the promotion folder will be returned to the candidate.


LIBRARY PROMOTION COMMITTEE
The Committee will serve in an advisory capacity by reviewing promotion applications and making recommendations for approval or denial to the candidate's supervisor based upon the terms of the UFF/BOR Agreement.

The Committee will consist of three unit members of Associate Librarian rank or above, who have been employed as professional librarians at the University of West Florida for a minimum of one year.  These members will be elected by the unit members at large.  Two alternate members, who satisfy the aforementioned criteria, will also be elected by the unit members at large to serve in place of a committee member who is being reviewed, or one who in the opinion of the committee is not appropriate to serve, or in the event of an emergency.  The Committee will select the alternate to serve if only one is required.

Members of the Committee will serve a two-year term of office, beginning on September 1 of each year, and not be eligible for reelection for two years.  To insure continuity of this committee, two of the current elected members will serve for one year only and one will serve for two years.  The Committee will choose its own chairperson.


DOCUMENTATION
Each promotion application should contain formal documentation to substantiate the fulfillment of both "Required" and "Additional" elements as specified in the "Criteria for Promotion."  Documentation must include the following:

1.
Promotion Application Form.

2.
Curriculum vitae/resume.

3.
The following documents and evaluations, when applicable, for required time-in-rank at the University of West Florida:  Job Assignment; Librarian Performance Description; Supervisor's Report; Director's Evaluation; and Peer Evaluations. 

4.
Letter from the Administrative Head, if applicable, addressing the qualifications of the candidate for promotion.

5.
Statement indicating which "Additional" criteria the candidate is attempting to satisfy.  This may be accom​panied by the following documentation if applicable:

a.
Transcripts of academic course work completed in addition to minimum degree requirements.

b.
Statement of attendance or completion of workshops, institutes, seminars, special training sessions, or other continuing education activities.

c.
Reports of research in progress, special projects, and related professional activities.

d.
Offprints or bibliography of publications.


e.
Statement of service on Library and/or University committees.

f.
Statement of other service in the University and community.

g.
Evidence of previous professional library experience and/or relevant non-library experience including, if possible, job descriptions and performance evaluations.


APPENDICES



 APPENDIX 1


PROMOTION APPLICATION
Name                                                                         Library Department                                                 
Date forwarded to Library Promotion Committee                                                                                       
(a copy of the Application should be forwarded to the Director of Libraries )

Present                                         Yrs. in                                         Proposed

rank                                               rank                                            rank                                                   
Total years of professional library experience                                                                                            

Years employed at The University of West Florida as a librarian

Academic Degrees attained                                                                                                                                    

Degrees in progress                                                                                                                                   
Received by Library Promotion Committee

         (Chairperson's signature)               

 

(Date)

RECOMMENDATION FOR PROMOTION            APPROVED     DENIED    
 DATE
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(Denial of promotion should be explained in an attachment.)


APPENDIX 2


PEER EVALUATION OF CANDIDATE
NAME OF CANDIDATE                                                                                                               
Evaluator should compare the candidate with all other librarians he/she  has known in comparable positions.  All evaluations must be signed and will become part of the candidate's Promotion Folder.

	Criteria
	Poor
	Fair
	Good
	Above Avg.
	Excellent

	Performance of professional functions
	
	
	
	
	

	Working relationship with faculty, students, peers
	
	
	
	
	

	Creative activity and research
	
	
	
	
	

	Service to the profession, the University, and the community
	
	
	
	
	


Date Received from Library Promotion Committee   _____________________________ 

 
Evaluator's signature ______________________________ Date ___________________

Other optional comments: 


APPENDIX 3


CRITERIA FOR PROMOTION

INSTRUCTOR LIBRARIAN TO ASSISTANT LIBRARIAN

The following criteria listed under "A. Required Criteria for Promotion," must be met by librarians seeking promotion from Instructor Librarian to Assistant Librarian.  In addition, the candidate should provide written evidence of substantial professional contributions to the Library, the profession and/or the University during required time in rank by satisfying no fewer than three of the criteria listed below under "B. Additional Criteria for Promotion."

A.
Required Criteria for Promotion

1.
Master's degree in library science from an American Library Association accredited institution.

2.
Minimum of two years of full-time responsible professional library experience, subsequent to the receipt of an ALA-accredited master's degree, including one year in rank at the University of West Florida as a professional librarian.  (If necessary, a candidate's folder should include a statement from the Office of the Director of Libraries detailing the amount of professional experience credited at the time of the candidate's initial appointment at the University of West Florida Libraries.)

3.
Evidence of successful performance of assigned professional tasks.

4.
Demonstrated ability to work effectively with patrons, faculty, colleagues, and subordinates.

5.
Demonstrated ability to act independently and creatively in the assigned position.

6.
Awareness of current trends and developments in the library profession and related subject fields.

B.
Additional Criteria for Promotion

1.
Evidence of additional relevant academic course work not included in satisfying (2) below.

2.
Second master's degree/doctoral degree in progress or achieved.

3.
Active participation in professional library organizations including attendance at conventions, institutes, workshops, conferences, and committees.

4.
Current membership in professional library organizations. 

 5.
Participation in other learned and non-library professional societies as member, officer, committee member, or committee  chairperson.

 6.
Effectiveness in coordinating and administering a unit or department.

 7.
Documented contributions to the educational function of the University, such as teaching and on- or off-campus instruction; organization of workshops, institutes or similar professional meetings; public appearances in the interest of librarianship, and other related activities.

 8.
Service as a consultant or as a member of a team of experts, task force, review committee, or similar body.

 9.
Completion of Professional Development Leave, or receipt of grants, awards, special honors, and recognition by the University and/or community.

10.
Publication of books, articles in professional journals, reviews, bibliographies, and other works of a scholarly or creative nature.

11.
Creative professional endeavors such as development of library  instructional media programs, booklets, pamphlets, brochures, or guides for external distribution; initiating or revising internal professional practices; or innovative Library related projects either assigned or self initiated.

12.
Evidence of research in progress.

13.
Service on University-wide and Library committees.

14.
Other services to the University and the community.

15.
Evidence of additional relevant skills and competencies, such as languages, computer technology, graphic arts, etc.


APPENDIX 4


CRITERIA FOR PROMOTION

ASSISTANT LIBRARIAN TO ASSOCIATE LIBRARIAN

The following criteria listed under "A. Required Criteria for Promotion," must be met by librarians seeking promotion from Assistant Librarian to Associate Librarian.  In addition, the candidate should provide written evidence of substantial professional contributions to the Library, the profession and/or the University during required time in rank by satisfying no fewer than five of the criteria listed below under "B.  Additional Criteria for Promotion."  Although a candidate may satisfy the same additional criteria more than once as he/she moves up the promotional ladder, the same course, workshop, degree, etc. may not be used more than once unless it represents a continuing effort/performance.  

A.
Required Criteria for Promotion

1.
Master's degree in library science from an American Library Association accredited institution.

2.
Minimum of two years of full-time responsible professional library experience, subsequent to the receipt of an ALA-accredited master's degree, including one year in rank at the University of West Florida as a professional librarian.  (If necessary, a candidate's folder should include a statement from the Office of the Director of Libraries detailing the amount of professional experience credited at the time of the candidate's initial appointment at the University of West Florida Libraries.)

3.
Evidence of successful performance of assigned professional tasks.

4.
Demonstrated ability to work effectively with patrons, faculty, colleagues, and subordinates.

5.
Demonstrated ability to act independently and creatively in the assigned position.

6.
Awareness of current trends and developments in the library profession and related subject fields.

B.
Additional Criteria for Promotion

 1.
Evidence of additional relevant academic course work not included in satisfying (2) below.

 2.
Second master's degree/doctoral degree in progress or achieved.

 3.
Active participation in professional library organizations including attendance at conventions, institutes, workshops, conferences, and committees.

 4.
Current membership in professional library organizations. 

 5.
Participation in other learned and non-library professional  societies as member, officer, committee member, or committee  chairperson.

 6.
Effectiveness in coordinating and administering a unit or department.

 7.
Documented contributions to the educational function of the University, such as teaching and on- or off-campus instruction; organization of workshops, institutes or similar professional meetings; public appearances in the interest of librarianship, and other related activities.

 8.
Service as a consultant or as a member of a team of experts, task force, review committee, or similar body.

 9.
Completion of Professional Development Leave, or receipt of grants, awards, special honors, and recognition by the University and/or community.

10.
Publication of books, articles in professional journals, reviews, bibliographies, and other works of a scholarly or creative nature.

11.
Creative professional endeavors such as development of library  instructional media programs, booklets, pamphlets, brochures, or guides for external distribution; initiating or revising internal professional practices; or innovative Library related projects either assigned or self initiated.

12.
Evidence of research in progress.

13.
Service on University-wide and Library committees.

14.
Other services to the University and the community.

15.
Evidence of additional relevant skills and competencies, such as languages, computer technology, graphic arts, etc.


APPENDIX 5


CRITERIA FOR PROMOTION

ASSOCIATE LIBRARIAN TO LIBRARIAN

The following criteria listed under "A. Required Criteria for Promotion," must be met by librarians seeking promotion from Associate Librarian to Librarian.  In addition, the candidate should provide written evidence of substantial professions contributions to the Library, the profession and/or the University during required time in rank by satisfying no fewer than seven of the criteria listed below under "B.  Additional Criteria for Promotion."  Although a candidate may satisfy the same additional criteria more than once as he/she moves up the promotional ladder, the same course, workshop, degree, etc. may not be used more than once unless it represents a continuing effort/performance.  

A.
Required Criteria for Promotion

1.
Master's degree in library science from an American Library Association accredited institution.

2.
Minimum of two years of full-time responsible professional library experience, subsequent to the receipt of an ALA-accredited master's degree, including one year in rank at the University of West Florida as a professional librarian.  (If necessary, a candidate's folder should include a statement from the Office of the Director of Libraries detailing the amount of professional experience credited at the time of the candidate's initial appointment at the University of West Florida Libraries.)

3.
Evidence of successful performance of assigned professional tasks.

4.
Demonstrated ability to work effectively with patrons, faculty, colleagues, and subordinates.

5.
Demonstrated ability to act independently and creatively in the assigned position.

6.
Awareness of current trends and developments in the library

profession and related subject fields.

B.
Additional Criteria for Promotion

 1.
Evidence of additional relevant academic course work not included in satisfying (2) below.

 2.
Second master's degree/doctoral degree in progress or achieved.

 3.
Active participation in professional library organizations including attendance at conventions, institutes, workshops, conferences, and committees.

 4.
Current membership in professional library organizations. 

 5.
Participation in other learned and non-library professional societies as member, officer, committee member, or committee chairperson.

 6.
Effectiveness in coordinating and administering a unit or department.

 7.
Documented contributions to the educational function of the University, such as teaching and on- or off-campus instruction; organization of workshops, institutes or similar professional meetings; public appearances in the interest of librarianship, and other related activities.

 8.
Service as a consultant or as a member of a team of experts, task force, review committee, or similar body.

 9.
Completion of Professional Development Leave, or receipt of grants, awards, special honors, and recognition by the University and/or community.

10.
Publication of books, articles in professional journals, reviews, bibliographies, and other works of a scholarly or creative nature.

11.
Creative professional endeavors such as development of library instructional media programs, booklets, pamphlets, brochures, or guides for external distribution; initiating or revising internal professional practices; or innovative Library related projects either assigned or self initiated.

12.
Evidence of research in progress.

13.
Service on University-wide and Library committees.

14.
Other services to the University and the community.

15.
Evidence of additional relevant skills and competencies, such as languages, computer technology, graphic arts, etc.
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