An overview of the Timeline 
and Process for Tenure and Promotion
Resources:

1. GUIDELINES AND INFORMATION REGARDING THE TENURE, PERMANENT STATUS AND PROMOTION PROCESS FOR 2007-2008

http://www.aa.ufl.edu/aa/aapers/2007-2008/TPGuidelines2007-2008.pdf
(Please refer to 6/19/2007 from Brian to Librarians email list)
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Obviously, this presentation is not a substitute for an exhaustive review of the information provided in the above resources and in the event of inconsistencies, the above resources are authoritative.

Determination of Tenure Year

Tenure earning faculty members shall either be recommended for tenure or given notice of non-renewal from the tenure earning position by the end of the seventh year* of continuous full-time or equivalent part-time academic service. 

A faculty member may request earlier consideration or deferral of consideration to the seventh year, with the concurrence of the appropriate administrator.  

To determine the mandatory review year, add a "7" to the year appointed to the tenure track. See the table below for examples of the mandatory review year and the packet submission year.

	Year Hired 
	Mandatory Review Year
	Packet Submission Year 

	2003
	2010
	2009

	2004
	2011
	2010

	2005
	2012
	2011

	2006
	2013
	2012


Tenure and Promotion Calendar 

July
Human Resources Officer notifies the Dean, Directors and Department Chairs that it is time to initiate the tenure and/or promotion process for that academic year.

Human Resources Officer sends the Dean, Directors and Chairs a list of tenure-accruing librarians with dates when the librarians are expected to be eligible for tenure.

Human Resources Officer notifies all librarians that the process has begun and provides them with a copy of the University's Guidelines on the Tenure and Promotion Process.

August
Department Chair solicits letters of recommendation for nominee. 

Dean of University Libraries and the UFLFA establish the membership of the Tenure and Promotion (T&P) Committee (term begins October 1).

Nominees attend workshop by Academic Affairs on how to prepare packet.

September
Nominees prepare packets and reviews packet with Department Chair/Supervisor for completeness and accuracy.

Department Chair confirms with the HRO the voting eligibility of all departmental members who may vote for tenure and/or promotion Department Chair conducts departmental vote and records result.

October
(October 1) Chair submits original of all tenure and/or promotion packets to Library Human Resources Office.

T&P Committee chair notifies Human Resources Officer of meeting schedule for the committee.

November
Libraries T&P Committee meets to review the nominations and summarize nominees' strengths and weaknesses for the Dean of University Libraries.

December
The Dean and Directors meet to review nominations.

Early January
Tenure and/or promotion packets for nominees recommended by the Dean of University Libraries are sent to Office of Academic Affairs. 

Dean of University Libraries notifies nominees of recommendation or non-recommendation.

May/June ---July
Notification regarding final decisions on promotion by the President of the University.

Notification regarding final decisions on tenure by the Board of Trustees.

July 1
Tenure goes into effect. 
Promotion goes into effect.

October 1
Associated pay increases go into effect.  (For 2006: October 1 and 2007: July 1)

Tenure and Promotion Process 

Nomination

Any librarian desiring to submit a nomination for promotion must be considered.

Letters of Recommendation

By August, the nominee must submit to the Department Chair a list of possible referees. The Department Chair reviews the list with the nominee and makes additions and/or deletions as appropriate. 

The Chair sends the list of selected referees with reasons for choosing these particular referees to the appropriate Director for review. 

After review by the appropriate Director, the Chair notifies the nominee of persons from whom letters of recommendation will be sought. 

The Chair asks the nominee to sign a statement indicating whether the rights to review the letters will or will not be waived. The signed statement is sent to the Library Personnel Officer. 

Eight to ten letters of recommendation are suggested for nominations for promotion to Associate University Librarian and for tenure. 

Up to twelve are recommended for nominations for promotion to University Librarian. 

At least five letters must be from outside the University. Outside means individuals not employed either currently or in the past ten years by the University of Florida. 

Outside letters should normally be written by faculty of higher rank than the nominee.  

· Those nominated for promotion to Associate University Librarian must include at least three letters from colleagues in that rank. 

· Those nominated for promotion to University Librarian must have at least three letters from librarians who have achieved that rank. 

Those from whom letters of recommendation are solicited must be notified as to whether or not the nominee waives the right to review the letters. 

The Department Chair will use the Libraries’ form letter to solicit letters of recommendation. Copies of the solicitation letters are to be sent to the Human Resources Officer by the department chair. 

Packet
The nominee is responsible for working with his/her supervisor to prepare the tenure and promotion packet. The supervisor is responsible for providing guidance to the nominee. 

It is the responsibility of the nominee to see that the tenure and/or promotion materials are complete. 

The nominee must be notified in writing of any additions, deletions or changes to the supporting materials in the packet. The nominee then has five days within which to attach a brief and concise response if desired.
The Department Chair incorporates the Letters of Recommendation into the nominee’s packet in accordance with the Universities guidelines.
Departmental Vote 

All tenured librarians in the nominee’s department are eligible to vote on a tenure nomination. 

Those librarians in the nominee’s department in ranks higher than the nominee’s current rank are eligible to vote on a promotion nomination. 

The Chair will hold a meeting of eligible voting faculty to discuss the nominations. 

The vote, by secret ballot, is taken no sooner than one day following the meeting.
The Chair adds to the packet a letter of transmittal which evaluates the nominee’s qualifications for the promotion or conferral of tenure, indicates whether the nominee is endorsed or not, and writes in the results of the departmental vote. Once this information has been added to the packet, the nominee must receive a copy of the letter, evaluation, and results of the departmental vote. 

HR Office

By October 1, the original packet and two photocopies are to be submitted to the Human Resources Office for review for omissions or errors. After the packet has been reviewed and corrected, if needed, the packet is forwarded to the Library Tenure and Promotion Committee.

College Tenure and Promotion Committee
The members of the Tenure and Promotion Committee review the nomination packet of candidates. 

Members of the committee may request at any stage in the fact-finding process additional information. 

After review and discussion of the nomination, the chair of the Committee informs the Dean of University Libraries and the Human Resources Officer that their review has been completed. 

A fact-finding report, identifying the strengths and weakness of each candidate, is prepared for the Dean of University Libraries. The Dean may discuss the findings with members of the committee.

Dean of the University Libraries
The Dean reviews the nomination.
The Dean of University Libraries may request that the Health Science Center Libraries' Director, the Legal Information Center Director, the FCLA Director and the Smathers Libraries directors provide information on the nominations. 

The Dean of University Libraries decides whether or not to endorse the nominations. 
The packet is forwarded to the Academic Personnel Board with the Dean’s letter indicating endorsement or lack of endorsement for tenure and/or promotion. Copies of the material added to the packet are sent to the nominee.

University’s Academic Personnel Board or Designee

Packet is reviewed by Academic Personnel, who coordinates the review by the Academic Personnel Board.

The Academic Personnel Board serves in a fact-finding and consultative role to the president on all nominations received from the deans and directors.  The Academic Personnel Board will review the candidates’ nomination packets and report on the strengths and weaknesses of the records. 

If there are questions about a nomination packet, the Academic Personnel Board shall notify the dean who in turn will notify the appropriate chair or director and the faculty member so they may respond. 

Review by the University President

In tenure decisions, the President will submit a recommendation to the Board of Trustees for approved. The Dean of University Libraries will be notified of that recommendation and will keep the librarian informed.

The President has the authority to make the final decision with respect to promotion nominations to the Associate University Librarian and University Librarian ranks. The Dean of University Libraries will be notified of such action. 
Review of Tenure Nominations by the Board of Trustees 

The library faculty member shall be notified in writing by the appropriate administrative official immediately, or as soon thereafter as possible, of the final action taken on the nomination for tenure.

If the award of tenure was denied, a separate notice of non-renewal must be sent to the faculty member by the academic unit responsible for the nomination.
