Suggestions for Preparing Merit Documents
Your Self-Evaluation

Goal is to describe your meritorious performance:

· There is a difference between the merit self-evaluation and the annual review self-evaluation.  Merit is fundamentally different from the annual review process where you set your goals and measure your individual progress toward those goals with the help of the PRC.  For merit, you should examine your performance and tell the FMC about those accomplishments about which you are especially proud.
· Librarianship is the most important of the criteria for merit.  Merit Policy quote:



“Meritorious performance is, first and foremost, fulfilling one’s job 


responsibilities and performing one’s job duties well, while also providing 

service to the Libraries, allied professions, and/or the University, engaging 

in scholarly, creative, and/or developmental activities, and/or 



participating in special projects.



FMC assesses accomplishments in terms of these criteria: impact, 



significance, degree of success, quality, quantity, renown, originality, 


creativity, contribution, uniqueness, and the applicant’s faculty 



rank.”

· Merit is a comparative process.  You may have had a great year, but that does not always translate into a larger merit award.  Someone else might have had an even better year in comparison to you.
The types of things you should emphasize in your self-evaluation are those aspects of your performance in 2008 that you believe made you stand out from the rest of your colleagues.  For example: instead of listing the number of instruction sessions you presented, briefly describe the sessions that were especially innovative, that have been cited or borrowed by others, that pushed you to master new knowledge and techniques that made for a better final product.  If your team accomplished something outstanding, make sure you describe your individual contribution and how that contribution made a difference in the final result.
The FMC does try to make fair comparisons.  A Librarian I is not expected to have the same level of meritorious performance as a Librarian III, so the comparison tends to be between peers.  Some librarians’ work is very different from others, and the committee bears that in mind.

· Outstanding performance.  Describe those areas where you stood out in comparison to your colleagues.  We all do good work on a daily basis.  Tell us what you did that was truly over and beyond the normal expectations for your job.
· Context.  The committee cannot research each person’s work setting and job description while assessing the self evaluation; therefore, you should tell us why a particular accomplishment is important.  For example, what does it mean if you achieved national level cataloging status; or if you made a presentation, was it an invited paper at a major conference or just a panel discussion for a local group.  The better job you do of setting your accomplishments in their context, the better the committee will understand how much significance to assign them.

· Avoid hyperbole. Remember that your supervisor and director will be writing their evaluations in response to what you write.  If your claims are exaggerated and the supervisor or director questions their significance, the committee will take note.  Be honest, but don’t be afraid to promote your own cause by telling us why you are special.
· Service.  It counts, but avoid writing a laundry list of committees or events.  Tell us why the service work you did was important and made a difference in the library, university, community or profession.
· Meet the deadlines.  The FMC emphasizes that the announced deadlines are firm.  The committee will only consider extraordinary circumstances in accepting requests for late submissions.  The FMC considers requests for exceptions to the posted deadlines on a case-by-case basis.
Supervisors/Directors

· Your evaluation should help the FMC with the context for the librarian’s self-evaluation – is the claimed accomplishment as significant as the person says or even more so, maybe the librarian has been too modest.  Some things may need amplification, but it is not the supervisor’s job to make the case for the librarian, after all, supervisors only get a half page to say their piece.
· Be comparative.  Some supervisors, but almost all directors are in a position to see a librarian’s accomplishments in the context of the broader organization. 
· Do not simply repeat the same points made in the self-evaluation.  The FMC is interested in evaluative information from supervisors and directors that enhances our understanding of the librarian’s meritorious performance.
