
Interim Review Procedures for Represented Appointees

in the Librarian Series
In non-salary action years, librarians shall have an Interim Review.  The interim review provides an opportunity for discussion and appraisal of one's performance including the opportunity for the Review Initiator to identify areas in which improvement can occur while there is still time for such improvements to take place.  Interim reviews are not submitted to peer review bodies.

Responsibility
                 Action
Review Initiator and
Review and update, if necessary, the Statement of 

Librarian  
Responsibilities.  If current it will be initialed and dated by both.

Librarian
Prepares Biography Form: Annual Supplement.

As appropriate, submits exhibits for Review Initiator to review.  Option:  Provides Review Initiator with brief written, or oral, highlights of accomplishments.


May complete Reference Solicitation Form.  If letters are to be solicited, provides names and exact mailing addresses and specific statements on information to be sought.  The Library Administrative Office will issue all reference letter requests.  If letters are to be requested, the Disqualification Statement Form may be completed.  If this form is being used, a substantive rationale for each disqualification must be stipulated.  Provides Review Initiator with a copy for transmittal to the UL.  

Review Initiator
Reviews exhibits submitted by the candidate.  Notifies the candidate if there are confidential letters.  Advises candidate s/he may request redacted copies of confidential letters.  If requested, redacted copies are presented to the candidate prior to the signing of the interim evaluation.


Holds an evaluation conference with the candidate and prepares a written summary by using the form: Interim Evaluation Review Summary.  This summary shall include an assessment and, as applicable, mention of significant achievement and areas in which improvement is needed.

Librarian
If the candidate does not concur with the interim evaluation, s/he will provide a written statement of disagreement, which will be appended to the packet.

Review Initiator and
Sign final copy of the review.

Librarian

Review Initiator
Provides the candidate with a copy of all materials OTHER THAN CONFIDENTIAL ITEMS and sends the original, via the Library Administrative Office for review by the appropriate AUL and UL.  The evaluation will then be filed in the Library Administrative Office in the librarian's personnel file.

