
 

 

1 

1 

Library Faculty Evaluation for Probationary Review, Tenure, and Promotion 

The Daniel Library, The Citadel 

 

Adopted by the Library 9/18/1996, revised 2/20/2000, revised 9/14/2005, revised 

12/2012 

 

 

I. Introduction 

 

The Citadel’s academic reputation is built on the performance of its faculty and 

students.  The Library Department’s mission is to support the educational process by 

providing library collections and services that meet the teaching and research 

expectations of the institution in three areas: performance as a librarian; original 

work, including scholarly and professional activities; and service. 

 

II. Process and Procedures for Probationary Review, Tenure, and Promotion 

 

The Library’s evaluation process is based upon its stated mission, and its standards, 

criteria, and rating scale.  It is based on the belief that the process protects the 

interests of both the faculty and the institution.  Evaluations are conducted annually 

according to the college time line, based on the calendar year, January to January, and 

appropriate documents issued through the Office of the Provost.  Evaluation reviews 

are applied according to the appropriate review periods: probationary, tenure, and 

promotion through the ranks. 

 

The Library evaluation committee is a Committee of the Whole of all tenured faculty.  

It is chaired by the Library Director. 

 

A. Annual Evaluations 

 

Primary data for faculty member evaluation is a self-analysis document, called the 

Personal Data Sheet.  Every faculty member is required to submit such a self-

evaluation as directed  each year.  This document is based on the Library’s stated 

Goals and Objectives, as well as the individual’s personal Goals and Objectives.  

Following submission of this document, there will be an evaluation conference 

between the Library Director and the faculty member, the intent of which is to 

assess strengths and weaknesses in each area of performance, research and 

service.  This conference will occur during the first quarter of each calendar year. 

 

The Library Director will formally evaluate every Library faculty member each 

year, based on the individual’s accomplishments in terms of both the Library’s 

Goals and Objectives, and the individual’s Goals and Objectives.  This evaluation 

summary, and the Personal Data Sheet, will be submitted to the Provost. The 

individual being evaluated needs to keep a copy of the signed PDS for his or her 

records.  
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B.  Probationary Review and Tenure 

 

In the case of probationary faculty, the Committee of the Whole of all tenured 

faculty of the Library is empanelled each year no later than 1 March to assess any 

probationary faculty member’s performance as a librarian, as represented by the 

individual’s probationary dossier or portfolio.  Written peer reviews by other 

library faculty may also be sought, as appropriate.  The annual assessment 

includes an open discussion between the probationer and all the tenured faculty 

members of the Library.  

 

The review and recommendation at the end of the faculty member’s third year is 

especially critical and should be conducted with all the seriousness and attention 

to detail of a review for tenure.  At this stage, the school/department and the 

faculty member should know each other very well.  When a probationary faculty 

member is being reviewed at the end of the third year, the tenured faculty of the 

Library, with input from the candidate, will arrange for a senior Citadel faculty 

member from another school/department to serve as a voting participant in the 

third year review process. This review should address the entire period of 

employment, and if the concerns and suggestions presented in prior 

recommendations have not been addressed, a terminal appointment should be 

recommended.  A candidate who is not clearly on track to receive tenure should 

not be recommended for a fourth year of probation. 

 

When a probationary faculty member is being reviewed for tenure, the tenured 

faculty of the Library, with input from the candidate, will arrange for a senior 

Citadel faculty member from another school/department to serve as a voting 

participant in the tenure review process. This faculty member may not currently 

be serving on the Faculty Tenure and Promotion Committee.  This member shall 

be a full participant in the evaluation process and provide a college-wide 

perspective. The formal vote on tenure will occur in the probationary faculty 

member’s sixth year.  That vote and the candidate’s credentials will be presented 

to the College-wide Faculty Committee for Promotion and Tenure, whose 

recommendation is forwarded to the Provost. 

 

 

C. Promotion 

 

In the case of promotion through the ranks, a Committee of the Whole of tenured 

faculty of a rank above that of the faculty member applying, will be empanelled to 

assess and evaluate the performance, original work, and service of the candidate, 

as represented in the candidate’s dossier.  The promotion committee, with input 

from the candidate, will arrange for a senior Citadel faculty member from another 

school/department to serve as a voting participant in the school’s/department’s 
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promotion review process.  This faculty member may not currently be serving on 

the Faculty Tenure and Promotion Committee.  This member shall be a full 

participant in the evaluation process and provide a college-wide perspective.  For 

promotion to the rank of professor, external review of the candidate must be 

sought.  The assessment will be based on the criteria and rating scale appropriate 

for each rank.  The vote will be forwarded to the College-wide Committee for 

Promotion and Tenure, and from there to the Provost. 

 

III. Standards for Assessing Performance, Original Work, and Service 

 

These standards shall be reviewed by the Department at least once every five 

years. 

 

The three areas in which Library faculty are expected to devote their time 

relate to the mission of the College and of the Library.  There is an assumption 

that the performance of a librarian’s assigned job encompasses the major 

effort, generally seventy per cent of time.  Fifteen per cent of time and effort 

should be committed to original work, and fifteen per cent of effort to the area 

of service, including service to The Citadel and the profession.  These time 

and effort commitments can vary with each librarian’s assignment, and with 

their yearly Goals and Objectives. 

 

A. Performance as a Librarian Standard 

 

The primary responsibility of Library faculty is their performance as a librarian.  

This can involve delivery of information services, provision of reference services, 

management of diverse collections, supervision of Library resources and 

personnel, and development and maintenance of information systems.  Effective 

performance requires that the faculty member contribute significantly to the 

Library’s Goals and Objectives, as well as the College’s Goals and Objectives. 

 

1. Criteria 

 

The following criteria indicate the variety of functions that are subsumed 

under the umbrella of librarianship.  An individual’s responsibilities may 

change over time as the Library responds to both internal and external 

demands.  Some librarians have primarily administrative responsibilities 

and others have primarily technical services, systems, collections, or 

reference responsibilities.  Therefore, the following criteria for assessing 

performance will vary with each job description and with each 

individual’s own yearly Goals and Objectives. 

 

a. Communicates and cooperates with faculty, students and Library staff 

in furthering the objectives and goals of the College’s schools/ 

academic departments, as well as those of the Library. 
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b. Demonstrates understanding of the operations and services of the 

Library and their interrelationships, and one’s position within the 

Library organization, by an ability to interpret, integrate and promote 

these operations and services. 

 

c. Translates knowledge of the curriculum into effective Library services. 

 

d. Demonstrates effective teaching methods in one-on-one situations, a 

classroom setting or other group training sessions. 

 

e. Stimulates use of the Library and information resources by integrating 

effective formal, instructional materials into presentations, using 

appropriate pedagogical techniques and technologies. 

 

f. Actively keeps abreast of professional librarianship interests by 

reading and by attendance at conferences, and through courses, 

workshops and webinars, and the professional literature. 

 

g. Cooperates with library consortia, both locally and regionally, to 

develop local and regional library services. 

 

h. Demonstrates expertise with information retrieval techniques. 

 

i. Assesses the literature of each discipline in order to anticipate needs, 

build Library collections, and participate in the materials selection 

process. 

 

j. Analyzes the organization of Library materials and services to ensure 

they meet the present and future needs of the College, and serves as a 

liaison to schools/academic departments. 

 

k. Plans and manages Library resources under one’s supervision. 

 

l. Maintains and monitors the quality of Library services. 

 

m. Effectively initiates, revises, and disseminates departmental routines 

by supervising staff and determining work flow. 

 

n. Encourages staff to participate in staff development.  Establishes open 

communication and receptiveness to suggestions and criticisms. 

 

o. Evaluates staff performance in a positive, constructive, and timely 

manner. 

 

p. Demonstrates flexibility in meeting and dealing with daily problems 

within the framework of established library policies and procedures. 
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2. Rating Scale 

 

a. Excellent.  Excellent performance as a librarian in all areas of one’s 

job assignment, including but not limited to: design of information 

delivery methods; initiation of collection assessment or organization 

schemes; and skillful management and supervision of Library 

personnel and resources.  Sets high Goals and Objectives and achieves 

them. 

 

b. Good.  Good performance as a librarian in all areas of one’s job 

assignment, including but not limited to: maintaining information 

delivery systems; implementing bibliographic instruction or training 

techniques; maintenance of collection development programs; 

maintenance of Library services, adequate management and 

supervision of Library personnel and resources.  Sets maintenance 

Goals and Objectives and achieves them. 

 

c. Unsatisfactory.  Poor performance as a librarian in some or all areas of 

one’s job assignment, including but not limited to: problems with 

delivery of reference services; inability to implement bibliographic 

instructions methods; inability to implement successful collection 

development methods; inadequate delivery of Library services; 

incompetence in maintaining Library systems; inappropriate 

supervision of Library resources and personnel.  Does not meet Goals 

and Objectives. 

 

 

B. Original Work, Including Scholarship and Professional Activities Standard 

 

It is expected that Library faculty will produce the majority of their 

original research and scholarship in the discipline of librarianship.  

Individuals with subject specialties may conduct a portion of their research 

in disciplines other than librarianship. 

 

1. Criteria 

 

a. Publication of scholarly books, chapters in books, 

articles or reviews in professional and scholarly 

journals; the editorship of a publication. 

b. Preparation of grant proposals for submission to 

external funding sources, or The Citadel Foundation 

(TCF). Receipt of grants from The Citadel 

Foundation or other agencies and documentation of 

findings.  
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c. The presentation of poster sessions, research papers, 

or delivery of other speeches at professional 

conferences, conventions, seminars, workshops or 

meetings. 

d. The compilation of significant bibliographies, 

guidebooks, workbooks, indexes, special catalogs, or 

manuals, whether for internal publication or external 

publication. 

e. The design and production of instructional media or 

computer programs for use of the Library and its 

resources. 

f. The development of subject indexes and classification 

schemes. 

g. Substantial contribution as a committee member or 

officer in professional or learned societies. 

h. The development of new or innovative approaches in 

problem-solving in specific areas of librarianship. 

 

2. Rating Scale 

 

a. Excellent.  Refereed publication of monograph, 

article, bibliography, or proceedings, reference tool, 

study guide, or procedure manual; editor of local, 

state or regional professional journal, including 

Library publications; local, state or national poster 

session, presentation, respondent, moderator, panelist; 

receiving TCF grants or writing outside grants. 

b. Good.  Non-refereed publication of monograph, 

article, bibliography,  or proceedings, reference tool, 

study guide, or procedure manual; reviewer or writer 

for a local, state or national publication; publication 

of in-house guide or bibliography, or procedure, 

reference book, study guide, or procedure manual. 

c. Unsatisfactory.  Failure to maintain ongoing program 

of professional involvement or scholarly publication. 

 

C. Service Standard 

 

Service involves activities that are related to a faculty member’s area of 

expertise, but that are rendered to the community or the College, and are 

beyond the normal scope of work responsibilities.   

 

1. Criteria 
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a. College governance on standing/or ad hoc 

departmental, school, college, and professional 

committees. 

b. Professional membership and offices. 

c. Extra-curricular student activities. 

d. Consulting or advising in the community or region. 

e. Delivery of Library service to students or groups 

outside of the immediate Citadel community, 

including magnet schools and other groups. 

f. Participation in College faculty organizations that 

promote teaching excellence. 

g. Participation in charitable and other community 

service activities. Lectures on library science or other 

academic subjects to community organizations. 

 

2. Rating 

 

a. Excellent.  Chair of College-wide committee; officer 

on local, state, or national professional committee; 

contributing member of College-wide committee that 

meets on a regular basis; editing for journal of 

proceedings; service on community boards or 

councils. 

b. Good.  Serves on College-wide committee, serves on 

local, state or national committee; serves on 

department committees; attends local, state or 

national professional meetings; gives talks to 

community groups. 

c. Unsatisfactory.  No record of College services; no 

student service. no record of professional service; 

little contribution to departmental service; no record 

of community service. 

 

 

IV. Probationary Review, Promotion and Tenure Criteria 

 

Appointment at the Assistant Professor level is the normal entry level rank, and 

indicates that the individual 1) holds a master’s degree from an ALA-accredited 

library school, 2) is expected to begin a definite program of research or creative 

professional work, and 3) shows evidence that he or she can work well with 

colleagues and students. 

 

A. Probationary Review, End of Third Year 
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An individual being reviewed at the end of the year is expected to show a 

good record in performance as a librarian, and a good record in 

scholarship, professional activities, and service. 

 

B.  Associate Professor 

 

Promotion to the rank of Associate Professor is based on 1) the 

demonstration of an excellent record as a librarian, 2) demonstration of a 

good scholarly professional record, consistent with College-wide 

standards, and with an indication of continuing promise in this area, 3) a 

good level of service to the Library and College, and 4) clear ability to 

work well with colleagues and students. 

 

      C.  Professor 

 

Promotion to the rank of Professor requires that an individual 1) 

demonstrates excellent performance as a librarian, 2) has attained a 

reputation for excellence in the area of original work, including both 

scholarly publications and professional involvement, consistent with 

College-wide standards, 3) has a good record of service to the Library, 

College and community, and 4) has shown beyond doubt that he or she 

can work well with colleagues and students. 

                 

D. Tenure 

 

Tenure will be awarded when 1) an individual has compiled an excellent record of 

performance over the six probationary years, and has a good record in the areas of 

original work and service, and 2) the College or Library acknowledges a continuing need 

for the position held by the faculty member.    

   

  

    

 

 

 


