Academic Staff – Librarians

Career Review Process

(Includes process for promotion)

Career Track Positions: 

A career track position is one that has the potential for indefinite continuation, given budget and programmatic need. An appointment to a career track position may consist of two phases: the initial appointment for a limited term and a continuing appointment. An initial continuing appointment is also possible. Librarians who are beyond the first professional appointment level may be appointed to any rank of Academic Staff -Libraries to a limited term or to a continuing appointment.

A continuing appointment implies a commitment on the part of the University to indefinite employment as long as programmatic needs continue funds are available and there is not just cause for dismissal.

Movement from a limited term appointment to continuing appointment requires a significant review of performance and potential. 

No librarian appointed on a limited term to a salaried position at halftime or more shall serve at Stanford in any one rank or combination of the four ranks for more than six years. This provision does not apply to fixed term appointments.

Movement from limited term to continuing status requires a significant review and its approval depends on the fulfillment of specific criteria. It recognizes broad professional contributions and demonstrated career promise. The process is a thorough one in which the quality of performance and the spectrum of professional activities are examined.

Review Process: 

The review process is conducted as follows: 

The review for advancement to continuing appointment will be conducted when the performance of the librarian on a limited term appointment is deemed to warrant it, but in all cases, it will be completed no later than three months before the end of the limited term appointment. The review may be initiated by the librarian or the librarian's supervisor, subject to the approval of the appropriate administrative officer. The review process will typically take at least three months, but not more than six months; 

The review is to be conducted by the appropriate administrative officer who has supervisory responsibility with respect to the librarian, but it may not necessarily be conducted by the librarian’s direct supervisor.

It is the responsibility of library administrators to ensure that reviews are conducted in a timely fashion. In the University Libraries, the Library Human Resources department will notify the reviewer approximately 9 months before the end of the limited term. 

Criteria: 

Criteria for advancement to continuing appointment include (please provide the following information in your recommendation letter):
a.
Evidence of sustained high quality of performance and fulfillment of the criteria described in Section 1B in the Blue Book for the criteria for each rank Also important if you are seeking promotion (refer to promotion procedures listed below);

b.
Demonstration of capacity for future growth; 

c.
Contribution to improved library service to the University, or to the

development of the profession, both within and beyond the scope of the immediate job assignment.

Each case is different, but in all reviews the first two criteria carry the greatest weight.  Reasonable flexibility shall be exercised in weighing the comparative relevance of all criteria.
Possible Outcomes: 
There are four possible outcomes of the review process:

a.
The librarian is moved to a continuing appointment; 

b.
The librarian is appointed to another limited term (Note: All limited term appointments shall total no more than six years); 

c.
If the review occurs more than one year before the expiration of the

current limited term appointment, and neither "a' nor "b' results, a new

review is conducted before the end of the current term; 

d.
The librarian’s appointment is not renewed and it is terminated at the end of the limited term appointment. The librarian must be notified in writing by the Library Director of the termination not less than three months or more than 9 months before the end of the limited term appointment depend on number of years of employment.

Content of the Review: 
The reviewer will inform the librarian that the review process is being initiated and discuss with the librarian the persons to be contacted as references; these shall be individuals with whom the librarian has had significant professional and job-related contact within or outside the University, and may include professional colleagues. 
The reviewer will consider references suggested by the librarian, but reviewer is ultimately responsible for selecting the references to be included. Please provide a minimum of 3 references (LHRD has a sample letter for Supervisor to use when requesting references). 
 The reviewer will notify the librarian of the individuals finally selected to provide references. The reviewer will inform persons asked to provide references about the significance of the review and will provide appropriate background documentation, such as the criteria for the rank, the librarian’s position description, resume and other documents as appropriate.

The librarian may provide the reviewer with relevant data that he or she wishes the reviewer to consider, such as documents, reports, publications, etc.
PROMOTION PROCEDURES 
See Section I.D in the Blue Book for a description of the movement through the ranks of the Academic Staff -Libraries.
Review Process: The review for promotion is initiated by the librarian’s supervisor or by the librarian, with the concurrence of the appropriate AUL. If the AUL denies the request for a review, the librarian will receive a written statement of the reasons for withholding approval. The review will be performed by an appropriate administrative officer who has supervisory responsibility with respect to the librarian, but not necessarily by the librarian’s immediate supervisor.
Criteria: 
Criteria for promotion shall include:

a.
evidence of increasing expertise beyond performance of current responsibilities; 

b.
assumption of responsibilities at the level of the higher rank; 

c.
professional activities and contributions to improved library service to the University or to the development of the profession, both within and beyond the scope of the immediate job assignment.  Reasonable flexibility shall be exercised in weighing the comparative relevance of these criteria.

Content of the Review: The reviewer will inform the librarian that the review process is being started and discuss with the librarian the persons to be contacted as references.
Based on all material collected by the reviewer and any documentation submitted by the librarian, the reviewer will prepare a fully documented written recommendation regarding advancement to continuing appointment.
Report Guidelines:

Please put documents together as a packet stored in a report cover with tabs (bound) that will be presented to the Associate/Assistant Librarian (AUL) for review and ultimately to the University Librarian for approval.  Each packet should contain the following information with tabs as outlined below:
Tab 1 - Recommendation:

Please provide a Recommendation letter for continuing appointment. This letter includes your rationale for seeking continuing appointment and summarizes the candidate’s achievements/accomplishments since their employment.  If you are also seeking promotion with this request, please provide justification (see process listed under promotions procedures above)
Tab II - CV/Resume

Please include an updated CV/Resume in this packet

Tab III – Job Description

Please provide an updated and signed job description in this packet

Tab IV – References

Please provide a minimum of three references 

Tab V – Appendices (if appropriate) 

Please place here any documents, reports, publications provided by the Librarian for consideration in their review
Decision Steps: 
The AUL shall review the recommendation for completeness and appropriateness, and who shall attach his or her written recommendation to the University Librarian. 

The file is then submitted to the University Librarian for review and approval, even if there is a negative recommendation.
Please send Catalina Rodriguez an email (cjara@stanford.edu) when you have submitted packet to Michael Keller for review and approval.

Once the University Librarian reviews and makes recommendation the report is submitted to the Library Human Resources Department Administrator for action. 

In the case of a negative decision discuss process with Catalina Rodriguez in Human Resources.  The AUL is responsible for discussing the review with the librarian and setting forth in writing the substance of the review.
Library Human Resources will process payroll action (if appropriate) and confirm in writing to employee with copy Director and Supervisor.  
