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Binghamton University

LIBRARY FACULTY PERSONNEL ACTION SUMMARY

	Name:
	

	Present Title:
	

	Date Present Appointment Expires:
	

	Mandated Tenure Date:
	


Personnel Action

	
	Renewal of Term for ____ years
	
	
	Promotion to Associate Librarian

	
	Tenure
	
	
	Promotion to Librarian

	
	Promotion to Sr. Assistant Librarian
	
	
	


	
	Personnel Action *
	

	
	Renewal
	Promotion
	Tenure
	Date

	IPC
	
	
	
	

	Dean
	
	
	
	

	UPC
	
	
	
	

	Provost
	
	
	
	

	President
	
	
	
	


*Indicate Y (yes) or N (no) in the appropriate column.
An up-to-date and complete curriculum vitae must follow

IPC’s written evaluation of the candidate’s overall performance follows
Include caucus report, if requested, and minority report, if submitted

	
	Renewal for ____ years
	Effective Date
	

	
	Non-renewal
	Effective Date
	

	
	Tenure
	Effective Date
	

	
	Promotion to 



	Effective Date
	


	
	Tally of All Eligible Members
	Number of Votes

	
	
	For
	Against
	Abstain

	IPC
	
	
	
	


Note:
IPC tally equals the total number of committee members in residence plus those that are not in residence but participating.

Note:
The record of the final vote taken shall include the number of Committee members in residence plus those that are not in residence but participating.
	
	Yes

	The IPC report has been reviewed by all members of the IPC and approved by a majority of them
	

	
	

	Was a copy of the IPC report given to the faculty member? (include a copy of the notification memo)
	


Initiating Personnel Committee
(    )
JPC

(    )
SPC

	IPC Chair
	

	IPC Secretary
	


Note:  The minimum size of an IPC shall be five voting members.

	List all eligible IPC members
	
	Signature of those participating*

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


*Explain why a member did not participate

Response by the candidate to the IPC report

	
	Yes (please include copy)

	
	

	
	No


Recommendation of the Dean

	
	Recommends renewal

	
	

	
	Does not recommend renewal

	
	

	
	Recommends promotion

	
	

	
	Does not recommend promotion

	
	

	
	Recommends tenure

	
	

	
	Does not recommend tenure

	
	

	
	or

	
	

	
	Formal review


	
	Yes

	Was a copy of the Dean’s report given to the faculty member?
	

	
	

	Was a copy of the Dean’s report given to the IPC chair?
	


Recommendation of the UPC

	
	Recommends renewal

	
	

	
	Does not recommend renewal

	
	

	
	Recommends promotion

	
	

	
	Does not recommend promotion

	
	

	
	Recommends tenure

	
	

	
	Does not recommend tenure

	
	

	
	or

	
	

	
	Formal review


Recommendation of the Provost

	
	Recommends renewal

	
	

	
	Does not recommend renewal

	
	

	
	Recommends promotion

	
	

	
	Does not recommend promotion

	
	

	
	Recommends tenure

	
	

	
	Does not recommend tenure

	
	

	
	or

	
	

	
	Formal review


President’s Decision

	
	Recommends renewal

	
	

	
	Does not recommend renewal

	
	

	
	Recommends promotion

	
	

	
	Does not recommend promotion

	
	

	
	Recommends tenure

	
	

	
	Does not recommend tenure

	
	

	
	or

	
	

	
	Formal review


Accomplishments in Area(s) of Concentration
All of candidate’s current and previous position descriptions, indication of area(s) of concentration, and statement of job-related accomplishments and goals must follow.

Relevant supporting documentation, including annual reports to the Provost and internal library faculty reviews, should be inserted after page 15.
Areas of Concentration

	Candidate’s area(s) of concentration:
	
	

	(to be filled in by the candidate)
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Position Responsibilities:  Areas of Concentration

Excerpted from the Libraries’ Criteria for Appointment, Contract Renewal, Promotion and Continuing Appointment (Tenure), rev. 9/27/07.

Academic librarianship is characterized by collegiality and team work. Academic librarians are expected to demonstrate effective communication and interpersonal skills in fulfilling their roles within a complex organization by maintaining positive working relationships with students, faculty and throughout the University. 

 

In all evaluations, performance of assigned responsibilities is paramount with all other activity being regarded as secondary.  Individual faculty members evaluate themselves in annual faculty reviews, as outlined in the Library Faculty Review Guidelines.  These self-evaluations form the basis for all subsequent evaluations done by supervisors, the Initiating Personnel Committee (IPC), and the Dean of Libraries.  Other documentation, solicited by the personnel committee or supplied by the candidate, will also be considered.

In considering contract renewal, promotion, and tenure, the IPC will evaluate the ability of faculty members to make substantial contributions to the Libraries' goals and services in one or more of the following Areas of Concentration. 

The list of activities below each area is meant to be representative.  Additional activities/areas may arise as new positions are created.

1) Collection Development and Management

This functional area involves the selection, acquisition, management and preservation of those resources that support the academic and research needs of the University, and applies to all bibliographers and to librarians working in archives, acquisitions, documents, preservation and special collections.

In the performance of this function, librarians

· Develop positive liaison relationships with faculty and students in the University's instructional and research programs

· Manage library collections effectively through selection and de-selection of library material

· Demonstrate understanding of new and retrospective publications and effectively monitors publishing trends, both domestically and internationally  

· Demonstrate knowledge of new and existing print and electronic resources in subject areas 

· Demonstrate awareness of research needs of faculty and students and trends in curricula and research

· Demonstrate knowledge of trade, national and subject bibliographies 

· Demonstrate familiarity with the Libraries' budget  and funding structure and effectively manage materials funds 

· Demonstrate familiarity with techniques of collection assessment 

· Demonstrate knowledge of current acquisitions systems, state procurement procedures and vendor based collection resources   

· Demonstrate awareness of Interlibrary Loan and consortia arrangements

· Demonstrate knowledge of resources and techniques for bibliographic verification 

· Demonstrate knowledge of the issues and principles of archival organization 

· Demonstrate familiarity with preservation issues and techniques

2) Bibliographic Organization of the Collections

 

This area of concentration involves the application of knowledge of bibliographic organization, including cataloging and classification principles, to monographs, serials, electronic resources, and other library materials in all formats.  This area is concerned with organization of these materials in the Libraries’ collections.  It also involves preparation of bibliographic records describing such materials for integration into the Libraries’ online public access catalog, or OPAC, as well as the national/international bibliographic databases to which the Libraries’ bibliographic records are contributed.

In the performance of this function, librarians

 

· Understand the local OPAC and national/international bibliographic databases to which Binghamton University Libraries’ bibliographic records are contributed 

· Demonstrate the ability to analyze library materials to determine appropriate descriptive elements needed in bibliographic records

· Exhibit the  ability to understand the focus of library materials so that appropriate Library of Congress subject headings can be assigned

· Demonstrate an understanding of the MARC format used for organization of information in bibliographic records

· Demonstrate knowledge of authority control, and the application of maintenance and quality control concepts to bibliographic, holdings and authority records 

· Have bibliographic knowledge of one or more Western European languages other than English, or (when appropriate) one or more languages from geographic areas other than Western Europe

· Demonstrate an understanding of some of the unique qualities of electronic resources and/or of continuing resources (including serials)

· Exhibit the ability and willingness to work on special projects with colleagues  both within and outside of one’s department/unit 

· Understand existing and emerging metadata standards, schemas, and best practices (for example, Dublin Core, EAD, MARCXML, METS, MODS, etc.)

3) Reference and Electronic Services
The principal duties of the reference librarian are (a) to provide high quality information and research service based on patron needs and priorities; (b) to facilitate the identification and use of appropriate information resources; and (c) to foster the development of lifelong skills for library use and research.

In the performance of this function, librarians 

· Collaborate with patrons in identifying their needs

· Eliminate cultural barriers to the use of library resources

· Treat patrons with fairness and respect

· Actively promote library use

· Offer services that accommodate a broad range of learning skills, languages, physical abilities, and modes of access

· Understand user needs and how collections and electronic resources and services should be shaped to meet them

· Demonstrate strong verbal and nonverbal communication abilities

· Demonstrate thorough knowledge of print and electronic reference tools -- e.g., general, national and subject bibliographies, indexes, bibliographic databases and utilities, statistical sources

· Demonstrate general knowledge of literatures in broad subject areas of the sciences or the humanities and social sciences

· Demonstrate the ability to master, develop and manage new electronic resources and information technologies

4)
Instructional Services
The purpose of the Libraries’ instructional program is to assist patrons in developing critical library research strategies: the skills needed to identify, retrieve, and evaluate electronic and print information.

In the performance of this function, librarians

· Design and implement or collaborate with other librarians and teaching faculty to design and implement instruction for students, faculty, library or university staff, or other outside groups

· Offer hands-on sessions

· Teach credit-bearing courses

· Demonstrate knowledge of the research process, the structure of information, and associated tools to access information 
· Demonstrate awareness of teaching and learning styles and teaching methods 
· Demonstrate knowledge of and ability to integrate information technologies into the teaching/learning experience 
· Demonstrate strong communication and presentation skills 
· Demonstrate awareness of academic trends 
5)
Administration and Management

Effective administration and management require leadership, clear understanding of the Libraries' goals and objectives, and the ability to identify problems, plan solutions and evaluate results.  The successful leader is able to establish effective professional relationships and to foster cooperation with other individuals and departments in setting and achieving common goals.  He or she is willing and able to exercise initiative, establish priorities and accept responsibility for both successes and failures.  Items listed here apply to both administrative and non-administrative library positions.

In the performance of this function, librarians

      

· Demonstrate the ability to establish and achieve goals and objectives for groups, units, or departments

· Solve problems

· Develop plans and solutions

· Foster collaboration and teamwork

· Demonstrate initiative

· Cooperate with other library and/or university groups to develop, plan and implement innovative services

· Effectively represent the libraries to the rest of the university

· Manage projects and/or lead project teams 

· Form and/or lead task forces or committees

· Effectively plan and coordinate resources within budgetary constraints

· Manage the day-to-day functions of one or more units

· Manage time, costs, and resources required to perform work activities and projects

· Motivate staff to perform effectively and efficiently

· Show effectiveness in communication and interpersonal relations and create an atmosphere of open communication

· Supervise and evaluate  staff and mentor their professional development 

· Effectively initiate, revise, and disseminate department routines by directing staff and determining work flow

· Be receptive to suggestions and criticism

· Show flexibility in addressing daily problems within the framework of established library policies and procedures

· Exhibit high personal standards for the quality of his/her own performance

· Demonstrate maturity, good judgment and objectivity appropriate to situations

· Delegate authority when appropriate or necessary

6)
Library Technology
In the course of their work, librarians often use, evaluate and/or develop online systems, interfaces, and applications.

In the performance of this function, librarians

· Demonstrate understanding of existing system capabilities as well as general knowledge of current developments in technology and related services

· Design effective and efficient means of evaluating technologies and systems and provide appropriate analysis of such evaluation

· Demonstrate effectiveness in undertaking needs analysis, preparing specifications and assisting in the design, testing, and implementation of enhancements to the Libraries’ systems and technologies

· Effectively communicate knowledge of library technology activities to staff and to other appropriate departments and individuals within the University

· Develop and maintain positive working relationships with  Information Technology (IT) personnel within and outside of the Libraries

· Provide technology training to library staff

· Provide leadership in identifying, evaluating, recommending, and/or implementing information technology that support the delivery of library collections and services

· Organize, retrieve, and manipulate data to assist library users

· Demonstrate knowledge of digital preservation including prevailing standards and practice through participation in such activities

Summary of materials used by IPC in evaluating job performance
Check those used in this review.  Copies of these materials follow.

	_____
	a)
	Annual Faculty Report to the Provost

	_____
	b)
	Internal Annual Library Faculty Review

	_____
	c)
	Library-related documentation such as guides, web pages, committee reports, procedures, etc.

Instruction-related materials:



	_____
	d)
	Development of new courses or course materials

	_____
	e)
	Course syllabi and reading lists

	_____
	f)
	Library reserve lists and development of special library collections for courses or programs



	_____
	g)
	Documentation of pedagogical innovations

	_____
	h)
	Information on student performance (honors work, continuation in graduate programs, post-graduate achievements)



	_____
	i)
	Supervision of undergraduate and graduate projects and theses

	_____
	j)
	Organization and supervision of internship programs

	_____
	k)
	Organization of workshops, instructional sessions and orientation   sessions



	_____
	l)
	Other ___________________________________________________


Materials relevant to Items d) through l) and not included elsewhere in this form should be collected and submitted separately with this completed form.

IPC’s written evaluation of performance in the candidate’s area(s) of concentration follows
Professional Development Activities and Research Accomplishments

Candidate’s statement of professional development goals, research interests, accomplishments, and future directions must follow.

Insert any supporting documentation not included previously.

List on this page materials, other than outside letters of evaluation, used by the IPC in evaluating professional development activities and research.

Relevant materials not included elsewhere in this form should be collected and submitted separately with this completed form.

IPC’s written evaluation of professional development activities and research performance must follow.
Service Accomplishments

Candidate’s statement of service interests and accomplishments must follow.
List on this page materials used by the IPC in evaluating service.

Relevant materials not included elsewhere in this form should be collected and submitted separately with this completed form.

IPC’s written evaluation of service performance must follow.
If written evaluations of the candidate’s job performance (e.g. letters of reference) have been solicited from individuals or groups other than those included in the summary of materials used in evaluating job performance, indicate who provided them, and whether they have been released.  These evaluations follow.

(include a sample copy of the letter of solicitation)
	
	Job Performance
	Professional Development
	Service
	Released
	

	Name
	
	
	
	Yes
	Yes
with name of

evaluator removed
	No
	Solicited by

	
	
	
	
	[    ]
	[    ]
	[    ]
	

	
	
	
	
	[    ]
	[    ]
	[    ]
	

	
	
	
	
	[    ]
	[    ]
	[    ]
	

	
	
	
	
	[    ]
	[    ]
	[    ]
	

	
	
	
	
	[    ]
	[    ]
	[    ]
	

	
	
	
	
	[    ]
	[    ]
	[    ]
	

	
	
	
	
	[    ]
	[    ]
	[    ]
	

	
	
	
	
	[    ]
	[    ]
	[    ]
	

	
	
	
	
	[    ]
	[    ]
	[    ]
	

	
	
	
	
	[    ]
	[    ]
	[    ]
	


List of individuals who declined to the IPC’s request to provide evaluations of the candidates job performance, professional development, or service contributions

	Name
	Institution
	Reason for declining

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Letters of evaluation and a brief description of the reviewers’ credentials must follow.
If unsolicited letters relevant to the candidate’s job performance, professional development and service are considered by the IPC, these materials follow.

· Author’s signature is required.

· The option of release without author identification is not available for unsolicited materials.







