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The UNIVERSITY of WESTERN ONTARIO

Annual Report for Librarians & Archivists 

(6-month Report)


According to the Collective Agreement, the standardized Annual Report shall include, but is not limited to, the items in this template (as are relevant to the Member’s Responsibilities). Numbers in italics refer to clauses of the Annual Report and Review article of the Collective Agreement.

Submit your Annual Report in paper and electronic format to your immediate supervisor and the University Librarian or Dean or designate.

I. Curriculum Vitae 

	Attach an up-to-date curriculum vitae to this Report.


II. Current Review Period 

II. Areas of Responsibilities and Workload Balance

	Indicate which of the three areas of Responsibilities (Professional Practice, Academic Activity, Service) comprise your current Workload, and the Workload Balance for each. Include details of any Alternative Workload or Leave arrangements.  


	Member’s Statement:




II. Self Review of Competence and Performance

	Give a detailed description of your accomplishments to date. Include any Employer approved work outside the Unit. (1.3b(ii,v)). 

For each area of Responsibilities::
Provide, in narrative form, a self-review of competence and performance in each area of Responsibilities. 


	Professional Practice:

Include any contributions to the Unit and the University. Include details of each activity, examples of your participation, and an assessment of the value of the contribution (1.3b(iii)).

Describe any professional development activities and/or contributions. Document the names and dates of conferences, courses of study, projects, workshops, etc., in which you have participated, along with a description of the significance of the activity and/or contribution in your development as a Librarian or Archivist (1.3b(iv))  


	Member’s Statement:




	Academic Activity:(If part of your Workload) 

Describe any individual or collaborative academic activities, such as publications, conference presentations, invited lectures, workshops conducted.  Include a description of any work in progress. 


	Member’s Statement:




	Service:

Describe any Service activities such as membership on committees (for example: Library, Faculty, School, Department, Senate, Association, or University committees), and/or participation in the work of professional or scholarly associations, editorial boards and academic and professional journals and other service to the external community.

	Member’s Statement:




III. Plan for the Coming Review Period

III. Areas of Responsibilities and Workload Balance

	For the coming Review Period, indicate which of the three areas of Responsibilities (Professional Practice, Academic Activity, Service) will comprise your Workload, and the Workload Balance for each. Include details of any Alternative Workload or Leave arrangements.  


	Member’s Statement:




III. Planned Activities

	Please provide information about your plan for the upcoming Review Period in relation to your areas of Responsibilities.


	Professional Practice:

Include a statement of planned contributions to the Unit and the University as determined in the Unit Workload Plan (1.3b(iii)). Include any planned Employer approved work outside the Unit.  Describe any planned professional development activities (1.3b(iv)).  


	Member’s Statement:




	Academic Activity:

Describe any planned individual or collaborative academic activities such as publications, conference presentations, invited lectures, workshops conducted, etc.




	Member’s Statement:




	Service:

Describe any Service activities such as membership on committees (for example: Library, Faculty, School, Department, Senate, Association, or University committees), and/or participation in the work of professional or scholarly associations, editorial boards and academic and professional journals and other service to the external community.


	Member’s Statement:




III. Comments and/ or Suggestions for Supervisor

	You may provide additional comments or specific suggestions for your supervisor on ways he/ she can help to enhance your future performance and/or better meet the goals of the Unit (1.3e). 


	Member’s Statement:




_______________________________

_______________________

Member’s Signature  




Date 

Paid Activities Report 

(See Conflict of Interest and Conflict of Commitment Article, 14.1)

A Paid Professional Activity is an activity funded by sources other than the University which arises from the Member’s position and expertise and which confers a financial benefit. Major external activities that may interfere with the Member’s Responsibilities must be approved by the University Librarian or Dean, however, requests for approval will not be arbitrarily denied.

Outline: a) the total time involved in each Paid Professional Activity and a brief description of the activities involved; and b) any significant use of University resources in any Paid Professional Activity.

Member: 				_____________________________


Date of Report:			_____________________________


Review Period: 			[past six months since appointment date]


Rank:					_____________________________


Appointment Type:			Probationary


Unit:					_____________________________


Name of Supervisor:                	_____________________________














