Guidelines for Candidates' Preparation of 

Documentation for Faculty Review

Introduction

This document provides an outline for preparing promotional papers for UIC Library Faculty.  These guidelines apply to both tenure-track and clinical library faculty.  For specific information on the procedures and criteria for promotion, please see the documentation available at: 
For clinical faculty – criteria and procedures: http://www.uic.edu/depts/lib/about/facexec/ClinicalNormsOct2007.pdf
For tenure-track faculty:

http://www.uic.edu/depts/lib/about/facexec/ptlibnorms2007.pdf
General Procedures
You will be required to submit both a print and an electronic set of your papers.  Please follow the procedures below.

Campus Forms

1. Download a copy of the campus-wide Promotion and Tenure Forms. The forms can be found at:

http://www.uic.edu/depts/oaa/pt.html 
From this page, select Section IV – Forms – Word Format.

2. Complete the forms with these minor modifications:
a. In place of the philosophy of education statement requested on page I. B. 3 insert your librarianship statement.
b. In your librarianship statement, include your teaching statement if teaching is a component of your librarianship.
Additional Documentation

3. Include a list of accomplishments in librarianship and provide a few sentences about the nature of the activity and its impact.
4. Include a separate list of all your publications since you began in your tenure-track or clinical track position including works in press and works in progress.  The following information should be provided for each publication:
a. Note whether the publication was refereed.
b. Give a brief evaluation of each publication's originality, importance, and if co-authored, your specific contribution.  
c. Include any evidence of impact based on citations by searching resources such as the ISI (Web of Knowledge) Citation Index and determining if your work has been cited.  Include a list of citing works.  
d. Provide a URL to the full-text if available.

5. Include copies of your publications, manuscripts of work in press, and drafts of writing in progress since you began in your tenure-track or clinical track position.   
a. For the print set of your papers, include hard copies of all publications, manuscripts or drafts listed in #4 above.

b. For the electronic set of your papers, submit electronic versions of your publications, manuscripts, or drafts (word, pdf) if a URL was not provided in #4d above.
6. Provide information about other activities not covered on the campus forms and that you want to call to the Committee's attention.  For example, copies of publications by others to which you contributed in some way.  Indicate where you are acknowledged in the publication or describe your contribution.  You may also include testimonials to your contributions.

7. Include a copy of your current CV.

8. Please submit one complete copy print set of your papers and one electronic set of your papers to the chair of the Promotion & Tenure Committee. 
Please note:  The Committee may ask the candidate to provide additional documentation to clarify information submitted in the promotional papers.

General Advice

The Promotion & Tenure Committee assigns liaisons to each candidate to work with them through this process.  While the preparation of papers is the responsibility of the candidate, please meet with your primary liaison on a regular basis.  The preparation of the papers is a lengthy process and usually requires many revisions.  Your liaisons will review your papers prior to submission.

It is important to keep quality records throughout your career regarding your accomplishments, committee work, teaching, etc.  You will need to refer to your records in order to list the information requested in the Promotion and Tenure Forms accurately.

For Information related to documenting your teaching, consult the Teaching Support and Documentation webpages:   http://www.uic.edu/depts/lib/about/facexec/teachsupp.shtml
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