Review Committee Report Template
[bookmark: _9th32m4a6uuj]Candidate name: 

	Promotion type: 
☐Mandatory
☐Non-mandatory
Current rank: 
· ☐Assistant
· ☐Sr. Assistant
· ☐Associate
Current status: 
· ☐Provisional
· ☐Permanent
	Proposed rank: 
· ☐Senior Assistant
· ☐Reappointment
    at Sr. Assistant
· ☐Associate
· ☐Librarian
Proposed status: 
· ☐Provisional
· ☐Permanent

	Recommendation on reappointment / promotion/status change: 
Please record the number of members who voted: 

___ in favor
___ against
___ reappointment rather than promotion to Associate
___ abstained



[Format for Libraries letterhead]

<Date>
 
To: 	
Negeen Aghassibake (co-chair)
Kathleen Collins (co-chair)
Kian Flynn
Cate Gerhart
Stephanie Lamson
Alan Michelson
Chelsea Nesvig
 
From: 	Review Committee [enter committee name here, e.g., RC2]
[list committee members here; do not include those not present for the vote]
	
Subject: [Candidate]’s request for [promotion/reappointment] to [Rank] with [status]

Style notes:
· Use Libraries letterhead
· Review Committee letters should provide detailed examples highlighting how the candidate has or has not met the criteria and expectations for rank outlined in the CBA.
· Try to avoid quoting source documents unnecessarily - reference comments and use parentheticals to lead the reader to the source of the reference 
· E.g. “Librarian A’s work on Project B was an exemplary contribution to the profession of librarianship” (Smith p. 2)
· See memo on redaction for more information
· Keep letters to a reasonable length - the longer the letter, the more your important details will get lost in the verbiage. Three (3) to five (5) pages is recommended.
· Describe why something is an important contribution. Go beyond saying “X has published ten articles, presented at 15 conferences, etc.” -- say (in summative fashion) why these contributions matter.
· There is no right way to organize the letters. However, pulling out the relevant sections of the CBA to use as main headers is one potentially useful way to organize LPC comments.
· Refer to the Review Committee as the Review Committee and not as the Librarian Review Committee or “the committee.”
· Refer to the Librarian Personnel Committee by spelling it out instead of using LPC or “the committee” language. 
· Refer to the SEIU 925 Libraries Collective Bargaining Agreement as CBA, and include the corresponding Article number (and section, if applicable).
· In letters, when quoting the CBA, both bold and italicize quote if it heads a section of the letter.
· References to the CBA should follow this format: CBA Article #.Section#, use decimals. (e.g. "CBA 18.2", "CBA 18.1.C.2", etc.).
· Don’t include vote numbers if it is a unanimous result (e.g., “LPC voted unanimously in favor of….”). If vote is not unanimous, then include numbers (e.g., Five LPC members voted in favor of … while two LPC members voted against…”)
· Do not italicize quotes from references, etc. Consider block quotes for any longer than two sentences.
· Avoid the use of bullet lists, especially for quotes
· Spell out acronyms at first time of use (e.g. FIUTS, RDA, ILL, ALUW, ACRL, etc). Keep in mind that as letters move up the line out of the Libraries to external reviewers and the Provost’s Office, they may not be as familiar with libraries-related terms and acronyms.
· Also consider briefly describing certain Libraries related terms or using more accessible language that will be more clear to those outside the Libraries. For example, “UW Libraries Search, the public facing library catalog,” or instead of “LibGuides” use something like “online user research guides.”
· Spell out campus and library names at time of first use. For example:
· “University of Washington Bothell (UWB) and Cascadia College (CC) Library,” then future references can use “UWB/CC Campus Library.”
· “Tateuchi East Asia Library (TEAL)” first, then TEAL in future references.
· You may avoid gendered honorifics (Ms./Mr.) if the individual’s pronouns are unknown. You can refer to individuals by first and last name or use gender neutral ones instead (M./Mx.). Ok to do this differently in different letters, but important to be consistent within each letter.
· Include job titles; they provide important context for letter readers. Do so whether they are with the Libraries or external to the Libraries. Also consider including the campus affiliation, for example: Data and Digital Scholarship Librarian, UW Tacoma campus.
· Spell out numbers 1-10.

