Note:  This document was written by the Performance Review Task Force and has since been superseded by the Library Faculty Performance Review Policy.  It contains some detailed procedures which may be of help to faculty in performing the process. [FAROC 23May06]
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LIBRARY FACULTY PERFORMANCE REVIEW PROCESS

Recommended by the Performance Review Task Force, 15 January 2002; approved by the Library Faculty Assembly 15 January 2002 with minor amendments and corrections.  This is a corrected copy as of 25 February 2002.  Lori A. Goetsch for the Performance Review Task Force

Purpose Statement

The primary purpose of the University of Maryland Libraries Faculty Performance Review Process is to provide a framework within which library faculty can work together to improve performance on behalf of our users, both as an organization and as individuals.  As a learning organization, continuous improvement, including self-improvement, is an important and valued activity that benefits the communities we serve.  Collateral to the primary purpose, the performance review also serves to:

1. Provide library faculty with an assessment of their performance to foster individual growth and improvement within their current positions.

2. Monitor progress toward promotion and permanent status.

3. Identify training and development needs of library faculty and meet those needs through the Learning Curriculum and other avenues.

4. Strengthen communications and understanding among peers about the work we do.

5. Set goals and objectives in the context of the UM Libraries Mission and Strategic Plan.

The performance review is an annual peer review process for all library faculty regardless of rank or status.   Two important activities frame the process:  the work plan and the self-evaluation.

The Work Plan

The purpose of the Work Plan is to provide direction and set priorities for an individual’s work for the calendar year.  The work plan includes goals and objectives in librarianship, service, and scholarship/creativity as they relate to:

· Work responsibility goals:  Work responsibilities are the core tasks that make up and individual’s job as well as new and ongoing projects and assignments.

· Developmental goals:  Developmental goals address progress towards promotion and permanent status as well as training needs and skill development.  Developmental goals are particularly crucial for librarians who are new to the organization and are working towards permanent status.  For example, developmental goals for these individuals may include research plans leading to an article submitted for publication or strategies for becoming involved in professional association activities in the area of an individual’s work responsibilities.

In addition, library faculty are assumed to have adopted the Libraries’ Organizational Citizenship goals into their work.  These goals pertain to all staff and are basic behaviors that everyone should exhibit when working with users and with one another.  While an individual does not need to delineate these goals as part of their work plan each year, the goals should be addressed in the review process described below as part of the self-evaluation and the reviewers’ evaluations.

There are several documents from which the individual can draw in preparation of the Work Plan.  They are:

· UM Libraries Mission and Strategic Plan

· Team/Unit Strategic Plan (to be developed)*

· Functional Team Best Practices (to be developed)*

· Individual Core Tasks (to be developed)* and Job Description

· APPSC Criteria

· Organizational Citizenship Goals

Every component of an individual’s work should be covered by the Work Plan.  Goals are broadly expressed in the plan, accompanied by SMART objectives/activities, that is, they are Specific, Measurable, Attainable, Results-oriented, and Timely.  In addition to stating goals and objectives, the work plan identifies target dates and measures of progress.

While the individual, in consultation with their Peer Review Committee (described below) is ultimately responsible for creating the Work Plan, collaborative development of the Plan is encouraged.  For example, teams may wish to have a meeting where individual members share drafts of their Work Plans for feedback, particularly in the context of the team plan.  At the end of the year, team members may decide to share self-evaluations.

The Self-Evaluation

The self-evaluation is prepared by the individual at the end of the review year.  At the root of the self-evaluation is the assumption that the individual is one’s best critic.  Self-evaluation provides the opportunity for a thoughtful assessment of performance for the year—progress on goals and objectives, obstacles and challenges to meeting those goals and objectives, etc.

*The Performance Review Task Force has forwarded a recommendation to the Library Executive Council to charge units/departments/teams with the task of defining strategic plans, best practices, and individual core tasks for the work managed by those units/departments/teams.

The Peer Review Committee

The thread that connects these two framing pieces of faculty performance evaluation is peer review.  The feedback and assessment of colleagues serves several purposes:

· Contributes to a continuous learning environment

· Keeps us on track in relation to strategic plans and best practices

· Builds a faculty culture and support network/community

· Broadens our knowledge base of what others do

· Provides a sense of balance through multiple points of feedback

In addition, faculty performance evaluation documents may be consulted for merit and promotion/permanent status decisions.  Therefore, individual library faculty identify a Peer Review Committee drawn from people who are most knowledgeable of the work that the faculty member does.  Generally, the committee is comprised of the individual’s supervisor/team leader (or leaders, in the case of individuals who serve on more than one team) and 2-3 other peers.  Peers, in terms of this process, include library faculty as well as non-exempt and exempt staff members. Also, in exceptional cases, peers can come from outside of the library faculty.  The key here is the familiarity that the peer reviewer has with the individual’s work.  The individual makes the initial identification of peer reviewers and then consults with his/her supervisor/team leader(s) to assure that the peer review committee reflects a balance of reviewers based on the individual’s job responsibilities.  The supervisor/team leader(s) can suggest that others need to be heard from if that would be helpful in the evaluation process.  

The Process

After the Peer Review Committee membership is identified and the Work Plan is drafted, the Peer Review Committee meets with the individual to discuss the Plan and offer additions, deletions, adjustments, and other changes based on their understanding of the work described.  Following the meeting, the individual revises the Work Plan and submits copies to the reviewers.  The faculty member and the peer reviewers submit a signature sheet indicating that a meeting has taken place and that the Work Plan is completed.  The signature sheet is submitted to the Oversight Committee by the published deadline.

Mid-year, the Peer Review Committee meets with the faculty member to discuss progress to date and to suggest adjustments in the Work Plan.  If needed, the individual revises the Work Plan and submits copies to the reviewers.  As with the initial meeting, a signature sheet is submitted to the Oversight Committee indicating that a meeting took place.

At the end of the review period, the individual drafts their self-evaluation and submits it to the Peer Review Committee.  Based on the self-evaluation, the Work Plan, the Libraries’ organizational citizenship goals, and their understanding and familiarity with the individual’s activities for the year, reviewers draft an evaluation for the individual and share it with the individual and the other reviewers in advance of a meeting held to discuss the self-evaluation and the peer reviewers’ comments.  Initial goal-setting for the new year is also discussed.  Following the meeting, a summary evaluation is prepared by individual’s supervisor/team leader(s) based on the discussion.  The individual and all peer reviewers sign off on the summary evaluation and copies are distributed to all parties.  The faculty member and the peer reviewers submit a signature sheet to the Oversight Committee indicating that a meeting took place and that the Work Plan is completed.  At the end of the evaluation period, the Oversight Committee submits signature sheets to the Library Personnel Office for filing.  The individual and the Peer Review Committee should keep copies of the work plan and evaluation documents.  A copy of the evaluation documents (self-evaluation and the PRC summary evaluation) should also be deposited in the individual’s file in the Library Personnel Office.  A sample timetable for the process appears on Attachment One.

The Performance Review Oversight Committee

The Performance Review Oversight Committee is a committee of the Library Assembly.  Its purpose is to monitor completion of the steps in the review process and prepare an annual calendar of deadlines.  To monitor the process, the committee receives the signature sheets and follows up with the faculty member when the signature sheets are not submitted by the deadline.  At the end of each year, the final signature sheets will be collected by the Performance Review Oversight Committee and sent to the Library Personnel Office where they will be filed.  A recommended charge, membership, and responsibilities for the committee appear in Attachment Two.

It is the individual’s responsibility, based on feedback from the Performance Review Oversight Committee, to work with their supervisor/team leader and their peer review committee if deadlines are not being met.   If problems arise, the individual can ask the Performance Review Oversight Committee to intercede.  If problems persist, the individual can ask the Faculty Executive Committee to intercede.

ATTACHMENT ONE:  Timetable

	January

By Jan 15 – Performance review for previous year due (with all required signatures) 


	July



	February

By Feb 15 – Faculty member develops work plan.  Negotiates final document with peer review committee in face-to-face meeting(s).  


	August

	March

By Mar 1 – Sign off on goal-setting phase sent to Library Personnel/Oversight Committee.


	September

	April


	October



	May


	November

Oversight Committee sends out the performance review timeline/reminders.



	June

By June 30 – Mid-year feedback (formal face-to-face meeting with peer committee).

Report takes the form of annotated work plan.  Goals may be renegotiated in light of any changes of circumstance, etc. 
	December

Faculty member writes end of year report (self evaluation).  Faculty member meets with peer committee to negotiate final document.


The timetable above outlines the basic schedule for Peer Review.  However, Library Faculty are encouraged to meet with their Peer Review Committees whenever they feel it necessary or beneficial.

ATTACHMENT TWO:  Performance Review Oversight Committee

Charge:  The Committee, in collaboration with the Library Personnel Office, shall be responsible for assuring that the faculty performance review process is completed in a timely manner.

Membership:  The Committee shall consist of four members:  one from the Public Services Division; one from the Technical Services Division; one from the Collection Management and Special Collections Division, Planning and Administrative Services Division, Information Technology Division, or the Dean’s Office; and one from the Library Personnel Office (ex-officio).  This is a standing committee with rotating membership.  All Committee members are library faculty with the exception of the LPO representative who can be from the faculty or exempt/non-exempt staff.  The Committee on Committees will confer with the Library Personnel Office to come up with the most appropriate LPO member.  Members are elected by the Library Assembly and serve a two-year staggered term of office.  The Committee shall elect its own chair.

Responsibilities:
1. Establish and distribute the calendar of deadlines for the faculty performance review process.

2. Send out period reminders of deadlines to library faculty.

3. Make sure that signed forms are submitted and filed in the Library Personnel Office.

4. Monitor compliance with deadlines and work with peer reviewers, supervisors/team leaders, and the individual being reviewed to meet deadlines.
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