Appendices to Procedures for Peer Review Committees for Library Faculty
Last Significant Revision December 13, 2005, cleaned of erroneous content and updated links Sept 2024, still in need of revisions
[bookmark: Appendix_1_Outline_of_Promotion_Dossier]Appendix 1: Dossier Outline
Link to https://www.library.illinois.edu/committees/wp-content/uploads/sites/89/2023/11/Library-Dossier-Outline-2023rev.docx  
[bookmark: Appendix_2_Internal_and_External_referee]Appendix 2: Internal and External referees
Link to https://www.library.illinois.edu/staff/guidelines-for-selection-of-reviewers/ 
[bookmark: Appendix_3_Possible_areas_of_review_to_d]Appendix 3: Possible Areas of Review to Discuss with Internal Referees
The areas of evaluation include soliciting evaluative comments from:
1. Reference and Instruction: Unit head or division coordinator; departmental faculty and those who request instructional sessions, excluding formal courses)
2. Selection and Preservation: Selection of books, journals, and other materials: Unit head or division members; Preservation: collection coordinator, departmental faculty, departmental library committee chair; collection development chair
3. Management and budgetary activities: Unit head or division coordinator; executive officer(s) of academic department(s) or college; departmental library committee chair
4. Intellectual/ Bibliographic control: Unit head or division coordinator; individuals with cataloging responsibilities
5. Technology-related activities: Unit head or division coordinator, Library IT staff, building network administrator
6. Special projects and/or other assignments: Unit head or division coordinator, other appropriate individuals
7. Library/University service: Unit head or division coordinator, committee chair or members
[bookmark: Appendix_4_Guidelines_for_Interviewing_I]Appendix 4: Guidelines for Interviewing Internal Referees
During these scheduled interviews, the Peer Review Committee is expected to:
1. State that the purpose of the interview is to assess candidate’s progress towards research, service and librarianship during the probationary period. THIS IS NOT TENURE REVIEW.
2. Review procedures and discuss the significance of formal evaluation
3. State that this conversation is confidential
4. Identify that this will be an oral evaluation only, but extensive, adequate typed notes will be retained for files
5. Review the goals and objectives of the candidate’s job incorporating the following factors:
· professional competency and creativity
· overall relationship with library personnel and clientele and/or liaison department faculty and students
· commitment to the library profession
· communication skills
· strengths and weaknesses
6. Assess referee’s willingness to be placed on a list of referees to be contacted at promotion time.
If significant reservations are expressed about any area of job performance, Peer Review Committee members should strongly urge that the appropriate library administrator address these issues with the candidate explicitly, providing specific suggestions as to how performance might be improved.
[bookmark: Appendix_5]Appendix 5: Contacting 3Y External Reviewers
An email message to external evaluators asking whether they would be willing to serve as external evaluators should be sent by members of the PRC. This will be followed by an official letter from the University Librarian’s Office to those willing to serve as external reviewers (the letter is not issued by the PRC).
Sample email request to external referees regarding candidate’s research and scholarship in 3Y and beyond:
Dear Prof. Appletree:
I am on the Peer Review Committee (a review committee) for Professor Albert Einstein that will be undertaking a formal review of his progress in the third year of his probationary period. The procedures at the University of Illinois require formal external evaluations of tenure-track faculty at intermediate points in their career. This evaluation is being conducted to inform the candidate and the University of strengths and weaknesses that may have an impact on the future tenure decision.
If you agree to provide an evaluation, our University Librarian’s office will send you Professor Einstein’s vita and research statement, as well as recent offprint(s) for your convenience.  It would be most helpful if you would refer to specific items in your assessment.
The Peer Review Committee would be grateful for your prompt response to this request which should be addressed to me. Our deadline for receipt of your evaluation if you agree to provide an assessment is ———. Since we realize that your thoughtful review and evaluation of our colleague will require careful consideration, if you are UNABLE to do so at this time, would you please advise me immediately?
The policy of the University of Illinois is to hold in confidence all letters of evaluation from persons outside the institution. Only the committees and administrative officers directly responsible for the decision of concern here will have access to your letter. It will not be provided to the person on whom you comment unless we are compelled by law to do so.
Sincerely,
[bookmark: Appendix_6_Possible_questions_for_use_by]Appendix 6: Possible Questions for Internal Referees
Possible questions for use by the Peer Review Committee when interviewing internal referees:

Reference and Information Service
1. When at work, is the librarian available to assist users?
2. Is the librarian approachable to users?
3. How would you rate your level of satisfaction in finding the information you need through this person?
4. Does the librarian show initiative in offering professional help?
5. In your opinion, what is the librarian’s level of knowledge in respect to various information sources relating to your field of expertise?
6. Does the librarian show innovative approaches to the provision of service?
7. Have you attended any instructional sessions conducted by this librarian? If yes, how would you rate the value of the same?
8. Generally speaking, how would you rate the librarian’s communication skills?
9. What is your overall opinion as the librarian’s professional competency in the area of reference service?
Collection Development
1. In your opinion, does the librarian keep abreast of research and current developments in your field of expertise?
2. Are you satisfied that the librarian is doing everything possible to identify and acquire materials published in your field of expertise?
3. Does the librarian respond to faculty/user suggestions regarding materials for acquisition?
4. In the event of the library not being able to acquire requested material, are you satisfied with the librarian’s explanation or suggestion for an alternative means of acquiring the same material?
5. In your opinion, is the librarian helpful to users in regard to specific inquiries (such as following up on book orders already placed, making inquiries concerning items in binding, etc.)?
6. Does the library acquire recently published materials in your area of expertise in a timely manner?
7. Allowing for the fact that library budgets and collection development policies do not usually permit comprehensive acquisition in any single are, do you consider that the librarian is making appropriate choices of items to purchase out of the entire range of material published in your field of expertise?
8. What is your overall impression of the librarian’s performance in respect to building the collection generally?
Management and Administration
1. In your opinion, does the librarian strive to meet the research and teaching needs of the departmental clientele served?
2. Is the general atmosphere of the library “user friendly?”
3. How often do you use the library?
4. Is the librarian open to dialogue? Does the librarian effectively communicate the library’s policies and services to users?
5. What, in your opinion, are the positive aspects of the librarian’s performance?
6. Do you perceive any problem areas in the way in which the librarian performs assigned duties? If so, please describe:
7. Does the librarian handle the budget effectively?
8. Does the librarian display effective skills in time management and delegation of responsibilities?
9. Does the librarian encourage the professional development of colleagues and staff?
Bibliographic Control
What are your observations and perceptions as to the librarian’s job performance in respect to:
1. Accuracy
2. Productivity
3. Knowledge of cataloging theory and practice
4. Keeping abreast of changes in rules and conventions
5. Development and utilization, as appropriate, of non-traditional approaches.
[bookmark: Appendix_7:_Archival_Files]Appendix 7: Archival Files
Archived files should be maintained by members of the Peer Review Committee for the probationary period only and should contain:
· all documents the candidate submits to the Peer Review Committee, including “Outline for Promotion Dossier”
· all previous Peer Review Committee reports
· other notes, names of internal and external references, and any other information gathered by the Peer Review Committee
Upon completion of the probationary term (or departure from the position), any electronic records related to their promotional case should be deleted and any paper records should be shredded.
[bookmark: Appendix_8_Instructions_to_candidates_re]Appendix 8: Instructions to Candidates Responding to the Peer Review Committee Report
If a tenure track candidate is concerned with written comments made by their Peer Review Committee in their annual evaluation:
1. Please contact the members of your Peer Review Committee to arrange a meeting to clarify any misunderstandings or misconceptions. Conversely, if you are pleased with your report, this is an appropriate vehicle for so stating.
2. After meeting with your Peer Review Committee, if you feel that your accomplishments in the area/s of Librarianship, Service and/or Research and Publication have not been represented accurately, please respond to your Peer Review Committee with a written clarification.

Your response should take into account any extenuating circumstances not recognized in the Peer Review Committee report such as administrative hardships in your unit and personality conflicts within the unit, etc.
[bookmark: Appendix_9_Special_Problems]Appendix 9: Special Circumstances
If the Peer Review Committee has concerns that there is a serious impediment to achieving tenure which is deemed to be beyond the control of the candidate (whether it be for administrative reasons, personnel issues, etc.), the Committee may contact the Chair of PTAC (in written form).
The Chair of PTAC may convene the Committee to determine the appropriate course of action.
The untenured faculty member may contact the Chair of PTAC to alert the Committee of a potential obstacle to achieving tenure. PTAC will seek consultation, if appropriate with the University Librarian or their designated representative.

