CAPA Best Practices
29 September 2011
CAPA: RECOMMENDED BEST PRACTICES 

This page was developed by CAPA 2010-2011 Committee members, as it is a wiki page, others may add comments as well. 

This document lists recommendations from CAPA to librarians preparing their review packets. These are simply a list of suggested best practices, recommendations on how to put your best foot forward. 
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1. PEARLS documents

Become familiar with the PEARLS documents and forms listed on this page: 

 http://laucd.lib.ucdavis.edu/peerreview/
One overlooked PEARLS document is the "Checklist for Librarians with Salary Action Reviews," which is, name notwithstanding, essentially a timeline/worksheet that helps the candidate keep track of his/her documentation. This document is distinct from the required "Checklist of Documentation," which is signed by candidate, review initiator, AUL, and UL, and is included in the candidate's packet. 

Identify the things you are responsible for and know when they are due. 

Begin early so you have adequate time to complete items you are responsible for submitting. 

2. Letters of Recommendation

Think about what you have accomplished over the review period. It may be helpful to examine any records you have including: email correspondence, print and digital files. 

Your reference solicitation form should include rationale for request (e.g., "Reviewer X can talk about successful outcomes from committee I chaired"). Request letters that will address all important accomplishments and activities during the review period. Ideally letters should address the range of activities you have been engaged in. 

Individuals who write letters of reference for you should be able to describe your accomplishments and indicate why what you did matters. You may decide to request a letter from the chair of the committee, for example, rather than a peer, or from someone in a position of authority in the organization or profession rather than someone relatively new to the field. In any case, make sure the person will be familiar enough with your work to speak to it in detail. 

For the people you want to write letters for you: (Note that all the names you submit may not be contacted for letters.) 

· Contact them first to find out if they are willing/able to write a letter for you. Not required, but a good idea. 

· Send them a list of what you have worked on with/for them during the review period. You can do this when you ask for a letter. If it was a committee or other activity worked on by multiple individuals, clearly identify your activities/contribution. 

· Let them know when they might be asked for a letter and when it will be due. 

· When you fill out the “Reference Solicitation Form”, be sure to list what you have worked on with the individual in the “Brief Description of Information To Be Sought” section. You may append an electronic version of this form to submit to your review initiator. However, you must submit a signed version of this form. 

Note that the review process allows you to request redacted versions of confidential documents, like letters of recommendations. It can be helpful for future reviews to look at these. 

3. Main thing Librarian writes: “Biography Form: Annual Supplement”

This can be considered your main contribution to your review process. No one knows what you did -- or the significance of it -- better than you do. Take the initiative to make this document a clear statement of your activities and accomplishments. 

Consider using formatting to your advantage, by making careful and consistent use of bullet points, indenting, and bold formatting, etc. An easier-to-read document facilitates understanding. Don’t overdo any one of these. 

List your accomplishments, briefly and concisely, make it clear what you did and why it matters (often referred to as the "so what?" factor). Be sure to address what YOU did (i.e., if you were a member of a committee, focus on your contribution, not work of the entire committee). 

Remember who your audience is for this document. Depending on what type of review you are up for (interim, merit, promotion) this document will be read by a wide range of people, including: librarians on CAPA, your supervisor, library administration, the Academic Federation Personnel Committee, the office of the Vice-Provost for Academic Personnel. Note that many of these people are NOT librarians, and even those that are may not be familiar with your primary job responsibilities, the professional associations and committees you are involved with, and a whole host of acronyms you commonly use. 

Make your document clear by: spelling out acronyms, and briefly providing any necessary background or context for a committee or project. 

Consider asking your colleagues how they list or describe different common librarian or UCD activities. 

Remember all of the different groups that will be reading your review packet. Thorough but concise, well-written documentation will be easier to read and understand. Long-winded, poorly-written, unedited, lengthy paragraphs full of unfamiliar library jargon will be harder to read and understand. 

4. Work with your Review Initiator

Your Review Initiator’s letter is an important part of your review packet. 

Your review initiator may not always know the details of what you have accomplished, or how hard you worked, or the significance of your activities. 

To make this clear to your review initiator, consider asking your Review Initiator if you can provide a list of your accomplishments and activities during the review period that briefly explains their significance. Many Review Initiators welcome this input. 

5. Research Outside the Field of Librarianship

As everyone should know by now, the Vice-Provost’s office requested on 8/16/10 that LAUC-D develop a new procedure as part of the review process to evaluate any research outside the field of librarianship that is part of a librarian's packet. As of September 2010, the procedure has not yet been developed. 

For librarians who are up for review this year, we offer the following common sense suggestions. 


Common Sense Suggestions for Review Packets that include Research Outside the Field of Librarianship: 

· If your research was published in a peer-reviewed journal, clearly state that within your packet, thereby emphasizing that this research has already been reviewed by experts in the field. 

· If not published in a peer-reviewed journal: consider asking for letters from experts in the field who can evaluate your research, its importance, and impact. 

6. Resources for Personal Statements

Overview: The personal statement is a summary of how we believe we performed for the period under evaluation. Personal statements for librarians may include self evaluative statements about how your performance matches library or departmental goals and/or activities. This would be particularly helpful for a new area of responsibility or a new departmental initiative. While librarians' responsibilities do not lend themselves to statistics, we may state our effectiveness and responsiveness to individual situations. Personal statement and librarian statement are two completely different letters: the former is an optional means of summarizing your accomplishments during the review period; the latter is a formal rebuttal in a contested review. 

Academic Federation FAQ page states: 

Candidate’s Statement (Personal Statement): Each candidate has the right to include a personal statement in the file (up to five pages), describing the important performance aspects of the position, such as administrative duties, program oversight, teaching, research/creative activity, service accomplishments, or outreach, in his/her own words. Although it is optional, this is the opportunity for the candidate to describe: how his/her research fits together; what his/her teaching approach is; and any unusual circumstances, both good and bad that have affected performance in the various areas.

For example: 

· Problems with teaching and any successful solutions the candidate has developed 

· Description of the significance of the research, program, or project; any unusual problems which had to be overcome, or any breakthroughs which pushed the research, program, or project forward 

· Discussion of reviews of the research/creative activity 

· Explanation of the significance of any awards or honors received during the review period 

· Description of any difficult, time-consuming, or particularly noteworthy committee assignments 


Suggestions: The personal statement may follow the outline of the Review Initiators' letter of recommendation. A statement about professional contributions beyond specific job responsibilities is particularly helpful because this will be an area where the Review Initiator has the least knowledge. 

· For committee work, it may include a statement about the importance of your work, your contributions to the committee and any noteworthy outcomes. 

· For educational activities, it may include why the class is important or how it enhances your work as a librarian. 

· For publications, it may include why the scholarly journal is important to a field, if your work has been cited or well received and how the publication enhances your ability to be a librarian. 

