June 12, 2000

Dear    

Beginning this year, librarians at Elmhurst College will be using a new set of criteria and guidelines for preparing promotion and tenure materials.  I would like to ask you to be part of this process for my candidacy for tenure.

According to “The Professional Portfolio for Librarians” document approved by the Elmhurst College Faculty Council in Spring 2000, candidates for promotion and tenure collect letters of evidence of librarianship which describe and assess their performance as librarians, their professional and scholarly activities, and their service.  These letters of evidence will be used to document performance of library faculty similar to the way student evaluations and classroom observations are used to document teaching for classroom faculty.  These letters will be placed in the appendices of the Professional Portfolio, and their contents will be commented upon in the reflective narrative written by the candidate.   These letters do not replace the three letters of support written by tenured faculty, but rather provide evidence of the effectiveness of the candidate’s librarianship.

An effective letter of evidence will first describe the particular area of librarianship, professional/scholarly activities, or service with which you have had experience and then comment upon the difference that the candidate’s performance made to you, your students, your department, the College, or the profession.  The letter should be addressed to the candidate.  

I would be very appreciative if you would agree to write a letter of evidence for my professional portfolio.  Please let me know if you need further information about the instances of librarianship that would be appropriate for this letter.  A copy of my c.v. is available at http://www.elmhurst.edu/~susanss/sssvita.html.  Letters, which should be mailed to me at the A.C. Buehler Library, will be most useful to me if they are received by September 1, 2000.  Copies of  “The Qualifications for Promotion for Librarians” and “The Professional Portfolio for Librarians” are enclosed for your information.  I would be glad to talk with you about this process, as would Dr. Michael Bell, Vice President for Academic Affairs and Dean of the Faculty.

Thanks so much for your help.

Sincerely, 

Susan Swords Steffen

Director of the Library

