Checklist for Librarians with Salary Action Reviews

Librarians with salary action reviews are responsible for the following activities with respect to their reviews*.  Refer to the timetable for academic reviews (the Calendar) for timelines.










 
Date Completed

Prior to October 1

Candidates will receive a letter from Library Administration informing them of their

salary action eligibility.  Any librarian who is not automatically scheduled for a salary

action review may request such a review by informing his/her Review Initiator.


_______________








During first three weeks of review period**

· Complete Disqualification Statement and submit to Review Initiator


_______________

· Complete Reference Solicitation Form and submit to Review Initiator


_______________

· Confer with Review Initiator about the process and criteria and start collecting supporting

documentation to be submitted to Review Initiator for inclusion in the review packet.
_______________

Timetable determined by candidate and Review Initiator

· Candidate collects all statements of responsibilities effective during the review period and 

makes suggestions for updating the Statement of  Responsibilities, if necessary.

_______________ 

· Candidate collects exhibits.






_______________

· Candidate prepares new, updated Biography Form, or pencils in revisions on existing 

copy and re-signs and dates.






_______________

· Candidate consolidates all Biography Forms: Annual Supplements for review period.
_______________

· Candidate may provide Review Initiator with a letter highlighting activities accomplished 

during review period.







_______________

· Candidate may request redactions of confidential documents included in review packet.
_______________

· Candidate works with Review Initiator to complete The Certification Statement.

_______________

Draft review is presented*

Candidate reviews draft letter of recommendation and requested redactions of any confidential documents 

at least one (1) working day prior to the conference with Review Initiator.  The candidate may suggest 

changes in the language or the salary action recommendation.  Changes, which are acceptable to both 

parties, shall be made before the recommendation is signed.  The candidate then completes the 

Certification Statement.  








_______________

When review is finalized

Candidate and Review Initiator sign and date the review and candidate is provided a copy of the

final review document.








_______________

-------------------------------------------------------------------------------------------------------------------------------------------------

*If there is a disagreement about the language of the review and/or the salary action recommendation (i.e. a contested review), for additional information and procedures refer to PEARLS.  In those instances, this checklist does NOT have all of the required information.  

**Candidates who wish to request a deferral of the scheduled review should submit that request to the Review Initiator.  See guidelines in PEARLS for deferrals.
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