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UNCLASSIFIED VACANCY

AREA STUDIES BIBLIOGRAPHER FOR SPAIN, PORTUGAL, AND LATIN AMERICA, Department for
Spain, Portugal, and Latin America. Full-time, tenure-track faculty appointment
(12-month contract); available October 18. Duties: Responsible for all aspects

of collection development (including buying trips) for the Iberian Peninsula, the
Carribean, and Latin America, and for liaison with faculty, students, and other users
of the collection. Required Qualifications: ALA-accredited MLS; reading and
speaking knowledge of Spanish; reading knowledge of Portuguese; research library
experience; ability to work effectively with library users. Preferred Qualifications:
Advanced degree in Iberian or Latin American area; research library experience in
selection and processing of Spanish and Portuguese language materials. Salary:
$17,000-$21,000, dependent upon qualifications. Benefits: Vacation of 22 working
days per year; 1 day per month sick leave (unlimited accumulation); TIAA/CREF
retirement plan; individual group health insurance provided; sabbatical leave
eligibility. Apply to Mary Hawkins, 511 Watson Library. Applications must be
postmarked no later than September 1. Please supply letter of application, resume,
transcripts, and names of three references.

AN EQUAL OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER
APPLICATIONS ARE SOUGHT FROM ALL QUALIFIED PERSONS REGARDLESS OF RACE, RELIGION,
COLOR, SEX, DISABILITY, VETERAN STATUS, NATIONAL ORIGIN, AGE, OR ANCESTRY

PERSONNEL

Carol Chittenden, Associate Reference Librarian, has announced her resignation
effective August 16. Carol first joined the Libraries in 1968 as a Librarian I
in the Department of Special Collections, and was promoted to Librarian IT in 1971.
She assumed a split appointment between Special Collections and the Reference
Department in 1972, and in 1973 began the half-time Reference assignment she has
held to date.

Mary Miller promotes to the Library Associate position in Cataloging effective
July 5. Mary replaces Bertie Kotas who recently retired.

Pat Nebgen, Account Clerk I in Acquisitions, has withdrawn her resignation.

M. Hawkins
SEARCH COMMITTEES APPOINTED

Search Committee for Assistant Special Collections Librarian: Sandy Mason, chair;
Mary Ann Baker; Susan Craig; Richard Eversole, Associate Professor of English;
Bill Mitchell; Sherry Williams; and Mary Hawkins.

Search Committee for Bibliographer for Spain, Portugal, and Latin America:

Clint Howard, chair; William R. Blue, Professor of Spanish & Portuguese; Marilyn
Clark; Rich Ring; Marianne Siegmund; Charles Stansifer, Center of Latin American
Studies; Sara Townsend; and Mary Hawkins. M. Hawkins

CORRECTION IN VACANCY ANNOUNCEMENT

The position of Photographic Archivist (Research Assistant Appointment) with the
Kansas Collection was advertised in the 6/23/83 FYI as a 10-month appointment with
possible 2-month extension (funding anticipated September 1, 1983). The vacancy
notice has been revised, and is now listed as a 12-month appointment (funding
anticipated September 1, 1983). M. Hawkins

(CONTINUED)



STUDENT HOURLY TIME CARDS

Student hourly time cards are due in the Administrative Office Wednesday, July 13
by 9:00 a.m. S. Butter

REPORTS FROM THE COMMITTEE ON BUDGET AND PLANNING

Included in this week's FYI is a revised draft of the Libraries' Mission Statement
which will be presented to the Assembly for endorsement early in the Fall. The
second document is a report to the Executive Committee concerning a proposed half-
time position in the Acquisitions Department. L. Coan

REPORT FROM THE COMMITTEE ON SALARIES

In response to its charge from the Executive Committee, the Committee on Salaries
submitted a report outlining the nature and use of Administrative Supplements.
This report is attached. L. Coan

LIBRARY MAIL ROOM

If yourmail is misdirected or things seem a little out of the ordinary in the

Mail Room, read on. We're working around vacations and short staffing in the

Mail Room and Kendall is helping out. Things will be back to normal on the 25th.
Thanks for your patience and the help of everyone down there! K. Simmons

TRAVELS/LEAVES

Eleanor Symons will be away from the Library beginning Tuesday, July 12 - August 5.
If you have urgent questions concerning the bibliography of the humanities, please
consult Clint Howard. If your questions are not urgent, please keep them until
Eleanor's return.

During Sherry William's absence from the Kansas Collection (she's at home with a
brand new baby boy!) Jean Skipp will be in charge. Please contact Jean if you

have any questions for the Kansas Collection. Sherry is due back the 2nd or

3rd week in August. S. Gilliland



page 2

To ensure that all library facilities, equipment, and policies are
designed to minimize the physical deterioration of library

materials.
To consolidate the Libraries' collections in as few separate buildings
UNIVERSITY OF KANSAS LIBRARIES as possible.
To provide equipment, such as photocopiers, microfilm readers, and
MISSION STATEMENT AND OBJECTIVES audio-visual equipment, necessary for the effective use of library
collections.
To ensure that all library facilities are accessible to users with
The mission of the University of Kansas Libraries is to support the physical disabilities.
University's own mission of discovering, disseminating, and applying
knowledge through research, teaching, intellectual self-improvement, and
public service. The Libraries fulfill their specific mission by the USER SERVICES
acquisition, organization, and preservation of reccrded knowledge, and by
making this knowledge available to those who need or desire it. Essential To provide accurate and timely bibliographic access to newly acquired
to the Libraries' mission is the provision of adequate physical facilities, library materials.
bibliographic records, and programs for user education and assistance. The To organize materials on the shelves and in other storage units in ways
Libraries' primary responsibility is to the scholarly community of the that provide the most useful access for users and are compatible
Lawrence campus and the Regents' Center. However, a responsibility to with efficient and timely processing.
serve the scholarly needs of the citizens of Kansas and of the other To reduce the present backlog of unprocessed or incompletely processed
institutions of higher education in the state, the nation, and the world, material, and to upgrade inadequate records.
is also recognized. To carry out their mission the Libraries seek to To provide staff who are trained to retrieve bibliographical
achieve consistently the following objectives in the five broad areas of information, from both traditional reference sources and automated
Collections, Facilities, User Services, Staff Dcvelopment, and Financial information retrieval systems, and to provide other reference
Support. services.
. To provide a program of appropriate bibliographic education services
for all users.
COLLECTIONS - To keep the University community informed of the policies, services,
and acquisitions of the Libraries.

To select and acquire materials that will support the present and To inform users of those library resources available to them beyond the
anticipated instructional, research, informational and, to a much University, and to provide all possible access to those resources
lesser extent, general reading requirements of the Libraries' through interlibrary borrowing.

USEZS To sponsor functions, such as exhibits, lectures, and readings, which

To maintain through periodic review the Libraries' Collection heighten awareness of the Libraries' integral role in the
Development Policy as an effective guide to library acquisitions. educational process.

To maintain effective channels of communication with the various To continue to explore new technological advances applicable to library
academic departments regarding library acquisitions end overall processes and services in order to make the most efficient use of
collection priorities. financial and staff resources.

To participate, formally or informally, in programs of shared
collection development responsibility with other libraries.

To maintain the collections in a usable physical condition, and to make STAFF DEVELOPMENT
every effort to preserve them for the use of future generations of
library users. To recruit, train, and support a staff of sufficient size, quality, and

variety to fulfill the Libraries' mission.
To ensure the highest quality of professional staff by conducting
FACILITIES nationwide searches when practicable for the best possible
) o ) . - candidates to fill vacant positions.

To provide buildings with sufficient space for the Libraries To utilize effectively the talents of individual staff members.
collections, staff, and users. To encourage the continued educational and professional development of .

To maintain & physical environment conducive to research, study, and the Libraries' staff, their participation in the teaching,
work. research, and service activities of the University as a whole, and

their involvement in professional organizations.
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To provide equitable and competitive remuneration for the Libraries'
staff.,

To provide an administrative structure that encourages staff
participation in internal planning and decision-making.

To support a policy of equal opportunity for all, in accordance with
the University's Affirmative Action Guidelines.

FINANCIAL SUPPORT

To secure the funding needed to provide a level of library resources

THE UNIVERSITY OF KANSAS

University of Kansas Libraries
Lawrence, Kansas 86045

July 6, 1983
TO: Library Faculty Assembly Executive Committee
U
FROM: La Verne Z. Coan, Secretary Zﬁﬂ s

RE: Minutes of Committee Meeting, June 27, 1983, 11 a.m.

and services commensurate with the high academic standing and
reputation of the University.
To maintain information on the costs of meeting the Libraries'
responsibilities. Statement on Consulting and Outside Work
To regularly inform the University administration and faculty of the Mary Hawkins asked the LFA Executive Committee to review and comment on a letter
Libraries' financial needs. written by the Vice Chancellor for Academic Affairs which details a proposed statement
To vigorously pursue funding from non-University sources that will for the Faculty and Unclassified Staff Handbook. The statement would clarify the
improve service to library users both now and in the future. guidelines concerning consulting and outside work for all staff--classified, unclassi-
fied and studept employees. In view of the extreme lateness of the Committee's
. term of office, it was decided to pass the letter on to next year's Executive Committee
IN ADDITION, THE LIBRARIES SUPPORT THE LIBRARY BILL OF RIGHTS AS REVISED BY for consideration.
THE AMERICAN LIBRARY ASSOCIATION IN 1980.

Present: Gene Carvalho, Susan Craig, Jim Helyar, Marianne Siegmund, La Verne Coan

Salary Committee Report
B The Chairman received a report from the Committee on Salaries concerning the
nature of Administrative Supplements in the university community and, in particular,
0683 in the Libraries. The document will be published in FYI.

Committee Minutes

The Secretary received and reported upon minutes of the Committee on Budget and
Planning (6/8/83, 6/15/83, 6/16/83, 6/20/83), and minutes (6/23/83) and the annual
report of the Nominating Committee.

Transmittal of Business to the New Executive Committee
The following items will be transmitted to the new LFA Chairperson for handling by
the Executive Committee:
@ (1) A formal proposal for revisions to the LFA Code of Governance and Bylaws
(2) The LCPT proposal concerning the evaluation process which has been approved
for mail ballot
(3) The proposed Mission Statement formulated by the Committee on Budget and
Planning which is ready for endorsement by the LTFA

Conclusion of Business for FY83

The Executive Committee extended its thanks and appreciation to the Secretary for
her outstanding job this year. The Committee also thanked the Chairman for his excellent
leadership throughout the year.

The meeeting adjorned at 12:05 p.m.

Main Campus, Lawrence
College of Health Sciences and Hospital, Kansas City and Wichita



MEMO TO: 1e Carvalho
ir, Library Executive Committee

FROM: Barbara Jones
Chair, Salary Committee

RE: Administrative Salary Supplements

One of the charges to the Salary Committee this year was to gather
information pertaining to administrative salary supplements. With the help
of the Assistant Dean of Personnel, the Committee has determined the
following points regarding administrative salary supplements.

1. An administrative salary supplement is that portion of a salary which must
be forfeited when an individual resigns from a position of administrative
responsibility. For example, when a department head retires as
department head but continues to serve as a faculty member in the depart-
ment, he or she forfeits that part of his or her salary which is
administrative supplement.

25 Administrative supplements are designated at the time of appointment by
the Office of Academic Affairs. That office also establishes the amount
to be so designated. Administrative supplements are not determined by the
search committee nor are they identified in the advertised salary offer.
They are not 'awards' in the sense of being extra amounts added to the salary.

3 Administrative salary supplements were not applied to the Library's
administrative positions prior to FY1976. Most of the present administrative
positions which lack administrative supplements are occupied by persons
appointed prior to FY1976.

L, Since FY1976 administrative supplements have generally been applied to the
positions of larger department and branch library heads and to the positions
of assistant deans. They have not been applied to the positions of heads of
small specialty departments.

B The range for administrative salary supplements is presently $1,200 to gk ,000.

Two factors seem to account for the differences in amount: the time period

of the appointment and the amount of administrative responsibility involved

in the position. The lowest amounts are attached to positions occupied by
persons appointed several years ago. Among the people appointed more recently,
there is a $1,500 to $4,000 range. The higher amounts are attached to
positions of greater administrative responsibility. The amount of a particular
salary supplement does not change during an individual's tenuxme in a position.

6. In earlier years there was an apparent distinction between internal and
external candidates in that the difference between the salary offered an
internal candidate and that candidate's pre-existing salary was limited to
the administrative supplement. In short, the administrative supplement was
an amount added on to the salary of the internal appointee. This has not been
the case recently. Internal and external appointees to the administrative
positions filled in 1981/82 have been granted salaries within the advertised
range, of which a share is designated as administrative supplement.

Please share this information with the Executive Committee. I hope it
answers the several questions posed by the Executive Committee about administrative
supplements.

ce: J. Skipp, Gaele Blosser, M. Hawkins

To: LFA Executive Comnittee )
From: Budget & Planning Cormittee
Re: Proposed half-time position in the Acquisitions Department

The Budget & Planning Committee has met with Clint Howard, Assistant Dean for
Technical Services, to review and make recommendations on a proposal to add a
half-time position to the Acquisitions Department. Because of a realignment
of administrative duties, Clint feels that he must relinquish some of his
duties in that Department.

Ve understand that this proposed position would supervise the searching,
ordering, receiving, and accounting functions within the present Acquisitions
Department, and would report directly to the Assistant Dean for Technical
Services. .Other functions within the present Acquisitions Department would
also report directly to the Assistant Dean for Technical Services: Approval
Plans; Humanities Bibliographer; and Collection Development, including
Exchange and Gifts. While this meens that many small units will be reporting
to the Assistant Dean for Technical Services, we understand that styles and
personalities do vary and if this structure works, we see no reason to object.

Ve recommend that this proposed half-time position be funded as an unclassified
appointment and we further recommend that it be advertised in conjunction with
one of the other unclassified positions now vacant, that is as a full-time
position, half in Acquisitions and half in another department. Since there
will shortly be a vacant half-ti-e unclassified position in the Reference
Department, the two half-time positions might be advertised as one full-time
position. (However, another combination might be felt to be more suitable.)
Knowing how expensive half-time positions are in terms of fringe benefits,

we feel that funding this half-time position in Acquisitions would give the
Libraries an excellent opvortunity to change an expensive half-time unclas-
sified position into a full-time position.

Although the half-time position in Acquisitions, by itself, would nat necessarily
require a master's degree in library science, we recommend that the position be
advertised as requiring such a degree for two reasons. First, we should allow
for the possibility that the Acquisitions position might evolve into one which
would require the protessional training of a library degree. Second, since the
position will, we hope, be advertised in conjunction with another professional
position in the Libraries, the library degree will be needed in that other
position.

We recommend that this proposed position be filled through a search committee,
not by appointment. We further recormend that the search be conducted locally,
rather than only internally or nationally. We feel that an internal search
would yield too small a pool of applicants. While recognizing that a national
search would be the ideal procedure, we feel unable to recommend a national
search at this time because of the costs involved in such a search,

Since the half-time position in Acquisitions would be a supervisory one, we
recommend that half of the normal administrative supplement be added to the salary.

June 29, 1383



THE UNIVERSITY OF KANSAS

University of Kansas Libraries
Lawrence, Kansas 66045

Joint Ad Hoc Committee mimutes, June 30, 1983

Present: Gary Bjorge, Barry Bunch, Gene Curvalho, Barb .Denton, Nancy
Hawkins, Sue Hewitt, Annie Williams

Barry, chairman of the Classified Conference, and Gene, chairman of the
LFA, ovened the meeting by giving the Committee its charge. We are to
study the position of Assistant Desn for Personnel as it will be after
July 13, 1283, when Mary Hawkins becomes Assistant Dean for Public Ser-
vices. The Comrittee needs to define the duties of the position as well
as its place within the Libraries' administrative structure. The Com-
mittee 1s to make a writien recommendation to the executive committees
of the Classified Conference and the LFA on such topics as: should the
position be funded as classified or unclassified; should some kind of
advanced training be required for the position; should the position be
filled by appointment or sesrch; and if a search is recommended, shculd
it be internal, local, or national.

Gene menticned that the LFA Budget & Planning Committee, when asked for
three volunteers for this Committee, recommended Peggy Shortridge, as
well as Gary Bjorge and Annie Williams. The LFA Executive Committee,
feeling that the issue of the MLS degree may play a significant role in
the Committee's discussions, substituted Charles Getchell for Peggy.
Barry and Gene suggested that the Committee consider adding a seventh
member to represent the unclassified non-librarians on the Libraries!
staff, especially since the new personnel position may well be filled
with an unclassified non-librarian.

After Barry and Gene left the meeting, Nancy was elected chairman and
Annie secretary. The question of having an unclassified non-librarian
on the Committee was considered and it was felt that it would be good
to have those staff members represented. Since Peggy has experience on
the LFA Budget & Planning Committee and since she has volunteered to
serve on this Comnittee, it was decided to ask her to join us,

Nancy will ask XMary Hawkins and Sandy Gilliland for written descriptions
of their present personnel duties. It is hoped that we shall have these
descriptions in time to discuss them at the next meeting on Thursday,
July 7, at 2:30pm.

Respectfully submitted,

Annie Williams,
Secretary

Main Campus, Lawrence
College of Health Sciences and Hospital, Kansas City and Wichita



University of Kansas Libraries

Number 717 July 14, 1983

CLASSIFIED VACANCIES

Applications are now being accepted from Library staff for the following full-time
Library Assistant I positions in the Cataloging Department:

Library Assistant I, Catalog Maintenance Unit, vacated by Mary Miller
Library Assistant I, OCLC Unit, vacated by Diane Warner

Librafy staff interested in applying for these positions should contact Sandy
Gilliland no later than 5:00 p.m. Wednesday, July 20.

AN EQUAL OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER
APPLICATIONS INVITED WITHOUT REGARD TO RACE, RELIGION, COLOR, SEX, DISABILITY,
VETERAN STATUS, AGE, NATIONAL ORIGIN, OR ANCESTRY

PERSONNEL

Carol Miner will resign from her full-time Clerk III position in the Serials
Department effective July 22, to accept a half-time position with the Law
Library. S. Gilliland

IN-PROCESS REQUESTS

Effective immediately, all "in-process'" requests should be forwarded to Mary Miller
in the Cataloging Department. M. Roach

TITLE IIC GRANT AWARD

We are proud to announce that the University of Kansas Libraries have been awarded
another(!) Title IIC grant from the U.S. Department of Education. This grant,
totaling $114,313, will enable us to catalog 5,000 Central American titles, including
3,400 titles in the William J. Griffith Collection. The funds will be available
between January 1984 and March 1985. The principal writers of this grant proposal
were Mary Hawkins and Rachel Miller. Marilyn Clark will be the Project Director

and the present Title IIC staff will pursue this project. Congratulations! M. Clark

LFA CORRESPONDENCE

Attached is a 6/7/83 memo from LFA Secretary LaVerne Coan to Mary Hawkins regarding
two recommendations—--one from LFA's Promotion and Tenure Committee and one from LFA's
Professional Development Committee. Also attached is a response from Hawkins dated
6/13/83, and the related report of the Promotion and Tenure Committee. The Profes-
sional Development Committee's report was issued earlier, in the FYI of 6/9/83.

M. Hawkins
COLLECTION DEVELOPMENT COUNCIL MEETING

CDC will meet at 8:15 a.m. on Wednesday, July 20 in Watson Library Conference Room A.
Topic for discussion: Allocation of FY84 budget. R. Ring



THE UNIVERSITY OF KANSAS

University of Kansas Libraries
Lawrence, Kansas 66045

Classified Conference Executive Board meeting, June 21, 1983 2:00.

Members present: D. Borton, R. Crank, B. Denton, R. Embers, B. Harsh, N. Hawkins,
D. Hodges, C. Jeffries, M. Miller, D. Perry.

Barry Bunch presided.

Barry opened the meeting with a report of a meeting he attended with Dean

Ranz and Gene Carvalho to discuss Mary Hawkins' position change. Mary is

to be the new Assistant Dean of Public Service, leaving the Assistant Dean

of Personnel position open. Currently, duties have been reallocated to the
extent that Assistant and Associate Deans will handle certain unclassified
personnel matters, i.e. evaluations, search committees, etc., which arise

in the departments they supervise. Sandy Gilliland is at present handling
many classified and unclassified personnel matters. Dean Ranz has asked for
input from the Library Faculty Assembly and the Classified Conference on what
should be done with this .vacant position. An Ad Hoc committee was established
by the Executive Board to study the position and options available for filling
the vacancy. The committee members are Sue Hewitt, Nancy Hawkins, Barb Denton,
and Carol Jeffries as alternate.

Barry reminded the Executive Board that volunteers are still needed for the
Library Grievance Board. Grievances which are to go through the K.U. Personnel
Office include appeal of performance evaluation, suspension, or demotion or
dismissal. Any affirmative action-related grievance should go through the
Affirmative Action Office.

A general meeting of the Classified Conference has been scheduled for Wednesday,
July 20, 1983 at 1:30 p.m. in the Conference Room in Watson.

Respectfully submitted,

Debbie Hodges, Secretary

Main Campus, Lawrence
College of Health Sciences and Hospital, Kansas City and Wichita



THE UNIVERSITY OF KANSAS

University of Kansas Libraries
Lawrence, Kansas 66045

June 13, 1983

Ms. La Verne Z. Coan, Secretary
The Library Faculty Assembly

Dear La Verne:

Thank you for providing me with a copy of the report from the Committee on
Professional Development and Recruitment regarding access to search committee
files, and a copy of the report of the Promotion and Tenure Committee
regarding evaluations of unclassified Library staff who do not hold librarian
“appointments.

Since these reports have been forwarded to me, I assume that the LFA Executive
Committee endorses the recommendations of these two committees, and is therefore
submitting the recommendations for administrative review and implementation.

On that basis, I'm prepared to adopt the practices as recommended for the
Library's personnel operations: 1) that access to complete files of candidates
for professional appointments be limited to the ad hoc search committee whose
membership is approved by the Dean, and 2) that the process of evaluation for
unclassified Library staff not holding librarian appointments be continued as
is, but be supplemented by an information sheet which clarifies the procedure.

I have Jim Ranz's approval to adopt these practices effective immediately,
Thanks again for transmitting these recommendations.

Sincerely,

- '

Mary Hawkins
Assistant Dean

~cc: Gene Carvalho
Jim Ranz

o Main Campus:Lawrence b
College of Health Sciences and Hospital, Kansas City and Wichita

THE UNIVERSITY OF KANSAS

University of Kansas Libraries
_ Lawrence, Kansas 66045

June T, 1983
TO: Mary Hawkins, Assistant Dean for Personnel

FROM: La Verne Z. Coan, Secretary, LFA f;b
RE: Reports from LFA Committees

At its last meeting, the Executive Committee of the LFA receiv?d two reports from
LFA committees which speak to the specific charges that were given them at the
beginning of the year. The Executive Committee has asked me to forward both
reports to you with a short explanation.

The first report is from the Committee on Professional Developwent a?d gecruitment
and addresses the question of who should see professiongl candldat?s fl%es
during the search and selection process. This report will be publls?ed in FYI
this week and the accompanying documentation (copies are attached) will be
available to the LFA membership through me.

i i i Promotion and Tenure and
The second report is from the Library Committee on i
presents findings of a thorough review of the procedures for evaluating "other
unclassified salaried staff". Because of the administrative nature of the su?Ject,
the Executive Committee suggested that you receive a copy first and then publish
the report in FYI.

If you have any questions, please let me know.

Enclosures: LCPT Report
CPDR Report

Main Campus, Lawrence ) .
College of Health Sciences and Hospital, Kansas City and Wichita



THE UNIVERSITY OF KANSAS

University of Kansas Libraries
Lawrence, Kansas 66045

May 23, 1983

Gene Carvalho, Chairman

LFA Executive Committee -
East Asian/Watson Library

CAMPUS

Dear Gene:

As directed by the Executive Committee, the Library Committee on
Promotion and Tenure has reviewed the evaluation process for the "other
unclassified salaried staff".

Only those staff members who are paid with state funds were considered
in this review. The "other unclassified salaried staff' (6) and their
supervisors (5) were interviewed separately to obtain comments and suggestioms
regarding the present evaluation process. Questions addressed included:
the form the evaluation should take; the assignment of ratings by the
supervisor; the administrative review of the evaluations; the appeal
procedure; and the relationship of the evaluations to merit salary increases.

After reviewing the present evaluation process in light of the staff
comments, the Library Committee on Promotion and Tenure recommends that an
instruction sheet, addressed to both the evaluator and the evaluatee, be
added. The purpose of this instruction sheet is to clarify several points
over which concern was expressed. These included the right of the evaluatee
to attach a statement of activities for the period of the evaluation; what
path to follow should appeal be necessary; who reviews the evaluations; and
the relationship between the evaluations and merit salary increases.
Attached 1s a draft of the proposed instruction sheet.

Except for this one addition, we recommend that the evaluation process
for the "other unclassified salaried staff" be left unchanged.

Sincerely,>

W/M

Mariann Cyr, Cha an
Library Committee on Promotion and Tenure

Main Campus, Lawrence
College of Health Sciences and Hospital, Kansas City and Wichita

(aat®)

THE UNIVERSITY OF KANSAS

University of Kansas Libraries
Lawrence, Kansas 66045

TO: evaluator/evaluatee
FROM: Mary Hawkins

SUBJECT: Performance Evaluations

In order to provide documentation and an opportunity for discussion of
performance, new appointees are scheduled for written evaluations after
six months, and thereafter receive written evaluations on an annual,
calendar year basis.

The supervisor and the evaluatee will be notified by the Library Office
when an evaluation is due. If the evaluatee wishes, he or she may at that
time provide the supervisor with a statement of activities for the period

"of the evaluation. In any case, the supervisor should prepare a written

evaluation, either by submitting a letter of evaluation, or by using a
structured form. Please contact me if you are interested in examples of
the latter. The written evaluation should assess all aspects of the
employee's job performance as compared to reasonable expectations for
performance. Where relevant, factors which could be considered might
include the employee's ability to meet deadlines and to expedite the
work flow, the degree of thoroughness and accuracy demonstrated in the
work, the employee's effectiveness as a supervisor, etc.

Whichever form of evaluation is used, the evaluatee should be given an
opportunity to review and discuss the evaluation, and should sign and date
the evaluation as evidence of having seen it. If the evaluatee wishes, he/
she may append comments to the evaluation. An employee who feels unfairly
evaluated should discuss with the supervisor the area(s) of disagreement.
If the matter remains unresolved and the employee wishes to appeal the
evaluation, he/she should contact me.

The evaluation prepared by the supervisor (and any accompanying statements
provided by the evaluatee) will be reviewed by the appropriate assistant/
associate dean, and then by the dean.

Written evaluations provide the basis for merit salary recommendations
prepared by the dean, are relevant to continuation of employment, and may
later be useful to the employee as records of duties and performance when
seeking other employment. Unclassified staff and thelr supervisors are
notified of recommended salary increases in advance of their implementation.

MH:dp

Main Campus, Lawrence
College of Health Sciences and Hospital, Kansas City and Wichita




Minutes of the COM Catalog Meeting

May 18, 1983

Attending: C. Howard (presiding), P. DiFilippo, L. Moore, J. Neeley, K. Neeley,
G. Susott, A. Weaver, A. Mauler (recording secretary)

The meeting was called to order at 1:15.

Susott reported that the shelflist programming was done and brought a number
of examples of shelflist cards for examination. He said that the cardstock should
arrive in mid- or late August. K. Neeley asked whether the shelflist cards would
have a "Holdings" note--Susott said they would.

Weaver said that the state contract for a personal computer had been bid and
that the low bidder was Zenith. Susott said that the purchase contract for an IBM
personal computer had also gone through, but that the cost was $800 higher than the
Zenith ($2900 vs. $2100). Weaver said that he would check the capabilities of the
Zenith and that unless there was some reason the Zenith could not perform the functions
that the library required, the Zenith would be purchased. He estimated that it would
take 1-2 weeks for delivery.

Susott and Weaver asked for a clear statement from the committee concerning the
prioritiecs in developing software. Their concern was that the mandatory programs
(formatting the bibliographic texts '"cards'" , and sorting the entries) should be
written and complete before going on to write the program that will enable the personal
computer to transfer authority records from the OCLC database to KU's database. They
estimated that it might take three months to program the personal computer (and possibly
more if unanticipated problems are encountered in the programming) and that there is
no slippage left in the schedule (lst issue of the COM catalog available for public
use on September 1, 1984 with approximately 80,000 bibliographic records). They
vated that the personal computer project (and the resulting boost in access-point
refoerencing) be postponed until the sorting and formatting programs are written
wate:  March, 1984). Then the committee would be sure that a COM catalog could
be produced by the September target date, and there would be more time (March to
September) to refine the format. On the other hand, if the personal computer project
uscs up more time than anticipated, the September target date would definitely be in
jeopardy. Weaver suggested that cross references or complete cross references might
be deferred. (lle suggested a target date of January, 1985 for full cross references.)

Moore said that the Cataloging Department could use the time the personal computer
will save when it is operating. She said that delays in establishing the authority
structure would force the Catalog Department into double checking (lst when the heading
is established and then much later when the personal computer is available). The
Department would have to re-institute procedures to maintain a manual authority file
(until the personal computer is available next year). Howard noted that the Committee
had to view staff time as money and look upon anything that used further staff time as
an added expense to the COM project. He said that the personal computer project was
a "gamble'"--the Committee was taking a chance (that the personal computer can be made
to perform its function in a reasonable amount of time) in order to save time (spent
loading the cross references into KU's database). J. Neeley preferred trying for a
larger catalog with full cross references even at the risk of postponing the September
production date. K. Neeley thought the prospects of a '"clean" catalog outweighed the
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risk of a delay. Susott said they should tell the Dean this; wished he had. Howard

asked if the time savings from the personal computer could be quantified. DiFilippo

sald she would gather information and stressed the difficulty and slowness of working
from a manual file. Howard said that the Committee would continue the discussion at

the next meeting. Susott said that he and Weaver would operate under the assumption

that the Committee wanted the personal computer project to be completed first.

Susott noted that the original estimates for cross references were very low,
and that the corresponding cost estimates are therefore also low. Howard acknowledged
this discrepancy and said that more accurate cross reference estimates would be used
to establish new cost estimates.

Moore said that the Cataloging Department had done some re-scheduling so that
paraprofessionals were spending 3 hours daily on COM (twice as much as before) and
1 1/2 hours daily on OCLC (half as before) and that the fifth tape was about to be
loaded. There is a problem in the authority creation process that needs to be
cleared up first. A correction needs to be made so that whenever a heading in one
catalog (author/title or subject) authorized the creation of a new heading in the
other catalog, the first heading and its cross-references are set to appear in both
catalogs. Susott noted that further corrections of this sort would threaten to push
back the date of the first COM catalog since there is no longer any extra time in
the schedule for the solution of unforeseen difficulties.

Moore and DiFilippo reported that their experiences at the Authorities Institute
convinced them even more that KU's system is good.

J. Neeley reported that he had located two additional studies of the use of
automated catalogs and will make them available as soon as he receives them.

The meeting adjourned at 2:05.

The next meeting of the COM Committee will be on Wednesday, June 15, 1983,
at 1:15 in the Conference Room. (This meeting has since been postponed until June 22.)
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CLASSIFIED VACANCIES

Due to the previously-announced resignations from Ruth Hurst and Carol Miner, the
following full-time civil service positions are advertised:

Library Assistant I, Circulation Department
Clerk III, Serials Department

Library staff interested in making application for these vacancies should contact
Sandy Gilliland no later than 5:00 p.m. Wednesday, July 27, 5:00 p.m.

AN EQUAL OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER
APPLICATIONS INVITED WITHOUT REGARD TO RACE, RELIGION, COLOR, SEX, DISABILITY,
VETERAN STATUS, NATIONAL ORIGIN, ANCESTRY, OR AGE

OPEN MEETING THIS FRIDAY

The Joint Ad Hoc Committee, appointed by the Classified Conference and the LFA
executive boards, is considering the charge of making a recommendation to these

two organizations concerning the recently vacated personnel position. The Committee
would appreciate input from all members of the Libraries' staff at an open meeting
this Friday, July 22, at 10:00 in the Watson Library Conference Room, 5th Floor.

If you are unable to attend, written comments should be given to any member of

the committee by noon Friday (Gary Bjorge, Barb Denton, Charles Getchell, Nancy
Hawkins, Sue Hewitt, Peggy Shortridge, Annie Williams). N. Hawkins

CLASSIFIED CONFERENCE

The Personnel Committee of the Classified Conference needs new volunteers to fill
three vacancies. The Personnel Committee was established to address personnel
issues affecting classified staff, and new volunteers are expected to serve for

one year. Contact Bayliss Harsh or Barb Denton to volunteer. B. Denton

STUDENT EMPLOYMENT PROCEDURES MANUAL UPDATE

An update to the Procedures for the Employment of Students manual will be forthcoming.
In the meanwhile, please update page 17 of the manual as follows:

Max. # of Hrs. Max. {## of Hrs. Max. # of Hrs. Time Cards Due

FY84 Pay # of Reg. Student W/S Student Foreign Student in Administrative
Period Work Days May Work May Work* May Work Office

ENROLLED
July 18-Aug. 17 23 184 144 (184)** 184 Tues., Aug. 16
Aug. 18-Sept. 17 22 136 92 100 Thurs., Sept. 15
Sept. 18-0Oct. 17 21 126 84 84 Thurs., Oct. 13

*Any hours exceeding the Work-Study limit will be charged against regular (as opposed
to Work-Study) funds, not to exceed the hour limit for a regular student.

**Maximum reportable hours for Work-Study students who are not enrolled in summer
school are listed in parentheses. S. Butter

LFA YEAR-END BUSINESS

All Committee Chairpersons (1982-83): Annual Reports of committee activities are
due to Charles Getchell by August 1, 1983. Three copies of committee minutes are
due to Archives by August 1, 1983.

Executive Committee members (1982-83): Typed Committee History Reports are past
due. Please send these as soon as possible to LaVerne, Reference. Thank you. 