
 
DEPARTMENT OF LIBRARY SERVICES  

 
GUIDELINES FOR TENURE AND PROMOTION  

 
Introduction  
 
This document, in accordance with Section 2.5 of the most recent edition of the University of 
North Alabama Faculty Handbook, sets forth criteria, standards of performance, and 
procedures for the purposes of tenure and promotion in each of the three general criteria 
areas outlined in Section 2.5.1 of the Faculty Handbook. It is not expected that every 
individual will excel in all of the general criteria, but neither is it expected that the individual 
will have a complete void in any of the three areas. These criteria will be interpreted in 
varying degrees for each academic rank and for the different academic fields. Collegiality1 
and active participation in departmental affairs and activities are integral factors in fulfilling 
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 Terminal Degree 
 
As stated in Section 2.5 of the Faculty Handbook, the Board of Trustees for the University of 
North Alabama has determined that the degree of Master in Library Science is to be 
considered a terminal degree for promotional and tenure purposes 
 

Tenure  
 
Candidates will be judged individually on their own merit. Each candidate must meet the 
qualifications stated in the Faculty Handbook Sections 2.5.1 and 2.5.4 of the Faculty 
Handbook 
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General Procedures  
 

A. Library Faculty Mentors  

After accepting employment with the University of North Alabama, librarians will be paired 
with a mentor or mentors from among tenured library faculty. The mentor relationship will 
serve as a guide for new faculty members as they go through the process of developing their 
portfolios and in navigating the tenure and/or promotion process.  
 

B. Third -Year Review  

Near the end of the second year of continuous employment, tenure-track faculty members 
should begin the process of a third-year review. For the third-year review each faculty 
member will prepare a portfolio and fill out the proper forms just as if applying for tenure. A 
library committee consisting of all tenured departmental faculty will be formed.  The 
inception of this process will follow the current timeline for tenure as laid out in the Faculty 
Handbook. It is the responsibility of the tenure-track faculty member to provide the materials 
to the Dean’s office by May 1 during the third year of continuous employment. The 
department committee will review the portfolio for strengths and weaknesses and report by 
June 1 to the Dean of 
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• Names and number of conferences, workshops, events attended 
• Types of library instruction sessions taught 
• Individual job description 
• Letters of appreciation and/or recognition  

 
Faculty members applying for tenure and promotion must follow the Faculty Handbook 
guidelines regarding application contents, page limits, and date of submission.  
 

Supporting documentation for promotion may include, but is not limited to, the 
following types of documents:  

 
• Documentation of attendance at and participation in professional conferences, 

workshops, classes, etc. (Programs, certificates of completion, etc.) 
• CD-ROMs or flash drives containing examples of tutorials created  
• Copies of certificates of completion for specialized training  
• Copies of letters received from colleagues, students, and/or  supervisors 
• Copies of published articles, book reviews, etc. 
• Copies of reports prepared 
• Copies of surveys created 
• Documentation of participation on committees, boards, etc. 
• Evaluations by students and peers 
• Examples of original cataloging records  
• Examples of outlines, handouts, pamphlets, brochures, webpages, etc. 
• Examples of websites created and/or revised  
• Outlines of workshops organized/taught 
• Products of committee work 
• Statistics (circulation, classes, cataloging, website, etc.) 

 
 

Faculty Evaluation Program 
 
The Dean of Library Services performs an evaluation of each individual faculty member 
using the criteria and procedures put forth in the Faculty Handbook 3.14.   
 

Guidelines Review 
 
Collier Library faculty will review departmental guidelines for promotion and tenure on an 
annual basis.  The review process will commence on June 1 with any recommended changes 
delivered to the Dean of Library Services no later than February 1 of the following calendar 
year.  The Dean will deliver approved changes to the Vice President for Academic Affairs 
and Provost’s office no later than March 1.   
 
  



http://www.ala.org/ala/mgrps/%20divs/acrl/standards/jointstatementfaculty.cfm
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Service 
The UNA library faculty highly value participation and leadership in service to the 
University, Collier Library, the community, and the profession.  Library faculty are expected 
to devote reasonable amounts of time to relevant service and to apply their professional 
expertise in developing new programs and services, providing solutions to problems, and 
guiding the strategic direction of the University’s libraries.  Additionally, library faculty 
members are to contribute to the governance of the University or its various units, and to the 
diversity and intellectual life of the University and the community. All library faculty are 
expected to participate in library meetings and functions and to serve effectively on library 
committees and project teams. Library faculty are expected to devote reasonable amounts of 
their time to university committees and assignments.  Professional participation at an 
appropriate level is expected.  Such participation may be in local, regional, state, national, or 
international associations or organizations. Evaluation of faculty in the area of service takes 
into consideration the individual’s expertise and the extent of an established record of 
service reflecting a commitment to students; colleagues; departmental, university, and 
community endeavors. Specific performance standards and examples of appropriate 
documentation for service are listed in Appendix B – Standards of Performance, part C.  
 

 
 
 
 
 
 

  



 8 

Appendix A 

Explanation of Terms 
 
 

Collection Development 
In consultation with the teaching faculty, librarians who develop the collection decide which 
books, journals, and other materials should be made part of the library’s collections. They 
design effective programs of acquisitions, and carefully plan and monitor expenditure of the 
acquisitions budget. Collection development librarians regularly evaluate the collection to 
ensure that the library has materials which support and further campus programs. They also 
periodically perform collection maintenance tasks such as weeding.   vi
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conservation. Knowledge of professional standards and best practices are required to ensure 
that collections are made available to faculty, staff, and the community. Librarians working 
in special collections must use digital information technology such as software and scanners. 
 
Outreach and Marketing  
Librarians involved in outreach and marketing activities work to ensure that the library’s 
resources and services are being promoted to the university community as a whole. They 
advocate for the library in a number of ways including communications with faculty, staff, 
and administrators; formal and informal interactions with students; and building relationships 
with the community and other libraries.  They are also responsible for representing the 
library at events and in developing materials that are used in advertising the library’s 
resources and services.  

 
Knowledge of Profession/Academic Achievement 
Academic achievement is determined by one’s formal degrees and intellectual pursuits. 
Librarians also maintain current competence through course work, attendance at workshops, 
participation in professional development activities, advanced instruction beyond the position 
requirements, or conducting seminars for library faculty and staff. 
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Appendix B 
 

Standards of Performance 
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 Demonstrated knowledge of library collection 
 Personal mean in appropriate areas on “Peer Evaluations” at or 

exceeding the group mean 
 Appropriate periodic assessments of areas of responsibility  
 Evidence of regularly meeting deadlines; carrying out 

responsibilities in a timely manner; appropriate follow-up 
 Documentation of individualized goals planned and then 

assessed  
 Effective use of subordinate personnel 
 Inclusion of appropriate colleagues in completing assigned 

responsibilities  
 

• Evidence of positive assessment of interpersonal skills and work ethic
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 Communications with faculty regarding budget allocations, 
new library resources, or new approaches to library 
services/resources 

 Projects involving collaboration with faculty (both inside and 
outside the library) 

 Orientations, exhibits, programs, meetings, and/or festivals 
attended as a library representative  

 Projects involving collaboration with other institutions and/or 
libraries  

 Outreach activities conducted  
 

• Evidence of continuing professional development and education, such as 

 Attending workshops and/or conferences 
 Participating in online training activities, such as webinars 
 Enrolling in courses and/or attending lectures 
 Appropriate professional reading 

  
B. Research, Scholarship, and Other Creative Activities 
 

Standards of performance to be considered in assessing research, scholarship, and other 
creative activities include, but are not limited to the following:  
 

• Evidence of publications, such as 

 Peer reviewed articles published 
 Books published 
 Annotated bibliographies published 
 Dictionary and encyclopedia entries published 
  

• Evidence of editing, reviewing, and/or refereeing professional literature, such as  

 Book reviews published 
 Professional journals edited 
 Professional journals formally reviewed 
 Refereeing a professional journal 
 

• Evidence of presentations, such as  

 Conference papers presented 
 Poster sessions prepared 
 Panel discussions conducted 
 Specialized workshops developed and presented  
 Outreach activities developed and conducted 
 Programs presented and/or coordinated 
 

• Evidence of creation of new library service and/or resource or significant 
revision, expansion, and/or reorganization of an existing library resource, such as 
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 Tutorials created 
 Specialized websites and/or forms created  
 Software programs and/or computer scripts created  
 Subject and/or course-specific bibliographies created  
 Pathfinders created  
 Digital collections created  
 Services developed for targeted populations 
 

• Evidence of pure or applied research and/or demonstrated application of research 
to responsibilities of position, such as  

 New strategy and/or procedure developed and implemented in 
area of responsibility 

 Surveys created, administered, and analyzed   
 Original catalog records created  
 Applications of technology (computer programming, website 

design, etc.) that require specialized knowledge  
 Appropriate research for collection assessments, program 

reviews, and/or accreditation reports 
 

• Evidence of u
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