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INTRODUCTION
In 1994, the Paraprofessional Section of the Massachusetts Library Association met with several groups of library paraprofessionals to discuss the topic of a certificate of achievement program, based on that of the New York State Library Assistants’ Association.  After many meetings, the Section requested that a subcommittee be formed to examine the possibility of a voluntary award program.  Work continued intermittently over the years as members changed and the section went through a transformation. 

In 2004, the newly reformed and renamed MLA Paralibrarian Section began work on the program again.  The focus was clearly defined as a voluntary recognition of achievement  program NOT a certification program.   This program’s purpose is to recognize paralibrarians who go above and beyond regular job duties and continue to increase their job knowledge through workshops, conferences, and continuing education.

The MLA Paralibrarian Section expresses its gratitude to the New York State Library Assistants’ Association for their assistance and particularly to Dorothy Morgan, whose encouragement and input have been invaluable.

STATEMENT OF PURPOSE

The PAralibrarian  Recognition of Achievement  is a voluntary program designed to recognize and encourage the involvement and contributions of  paralibrarians in the Commonwealth of Massachusetts.  Paralibrarians support the missions of school, public, academic and special libraries located throughout the state by providing important support services, involvement in professional development activities and commitment to their work.  It is not a substitute for the Master of Library Science degree, the Massachusetts Board of Library Commissioner’s (MBLC) Subprofessional Certificate of Librarianship, or any other degree or certificate.  

PROGRAM OVERVIEW
This program is designed to identify the achievements of participants by assigning point values to various activities. Applicants register for one of three increasingly challenging achievement levels.  Each level is reached by accumulating a minimum number of points from within five Categories (Public Services, Technical Services, Technological Competency, Administration /Management and General – see page 6) based on three Sources of Expertise (Experience, Education and Professional Activities - see page 7).  At least half of the points needed for any level must have been earned within the last five years immediately preceding the application.   

PARA LEVELS
Each level requires an increased breadth of knowledge, demonstrated by earning points from the five library categories.  Level I requires points from two categories; Level II requires points from three categories; Level III requires points from all five categories.  Choosing to specialize in an area does not exempt the participant from showing the required breadth of knowledge.

The total points required for a level cannot be earned from only one Source of Expertise.  For example, Experience cannot be used for all points.

All points from Experience must be library-related and at least half the points from Education or Professional Activities must also be library-related to the satisfaction of the PARA Review Board.

REGISTRATION and FEES
Each participant must submit a registration form (Form A – Registration) which is available at the MLA website at www.masslib.org. This form confirms intent to apply and must be sent with the full non-refundable registration fee to the address on Form A. A member of the PARA Review Board will contact each applicant upon receipt of the registration form and fee to discuss concerns and answer questions about the program.
· MLA member  ……….$10.00

· Non-member ………...$40.00

Checks should be made payable to the Massachusetts Library Association and should be sent with Form A - Registration to the address on the form.
APPLICATION FORMS 
The application form (Form B – Application) is available at the MLA website at www.masslib.org. Applicants should apply for the highest level PARA s/he has documentation to achieve. The completed application form, request for points forms, and all supporting materials must be sent in the same packet to the address on Form B. All claims for points must be documented and verified by the applicant to the satisfaction of the PARA Review Board.

DETAILS OF LEVELS AND REQUIREMENTS
PARA Level I

  PARA Level II

  PARA Level III

	Total = 200 points minimum

	Total = 350 points minimum
	Total = 500 points minimum

	
	
	

	100 points maximum from any ONE of the Sources of Expertise (Education, Experience, Professional Activities)


	175 points maximum from any ONE of the Sources of Expertise (Education, Experience, Professional Activities)
	250 points maximum from any ONE of the Sources of Expertise (Education, Experience, Professional Activities)

	100 points minimum earned within 5 years preceding application


	175 points minimum earned within 5 years preceding application
	250 points minimum earned within 5 years preceding application

	Points from Professional Activities must come from at least TWO of the five categories


	Points from Professional Activities must come from at least THREE of the five categories
	Points from Professional Activities must come from all FIVE categories


	NEW LEVEL application
	Level I PLUS 150 new points


	Level II PLUS 150 new points


Note: Applicants need not start at the lowest level. An applicant should apply for the level which s/he believes can be supported through documentation of credentials and experiences.
CATEGORIES

Examples of sources are shown below. Each participant demonstrates knowledge of library skills in five categories. The lists are not all-inclusive.
Public Services

Circulation services 

Collection Development
   Young Adult services      

Book Talks


Interlibrary loan

   Multimedia services
   Reference


Government documents
   Children’s services

Instruction


Stacks maintenance
   Genealogy

Technical Services

Cataloging skills

Processing


Authority files


Preservation


Acquisitions


Standing orders

Periodicals/Serials

Data Entry


Government documents

Bindery

Technological Competency

Computer skills

Programming

Word processing

Web pages


Systems analysis

Library automation Statistical analysis

Administration/Management

Accounting/Bookkeeping
Fund-raising


Supervision


Training


Public relations

Inventory control

Decision-making 

Personnel


Committee chair

Association officer


General

Public speaking

Technical writing

Book reviews


SOURCES OF EXPERTISE

EXPERIENCE

Points for experience are based on Full Time Equivalency (FTE) as defined by your institution, 12 months per year, paid employment or volunteer work.  Related library experience includes work in media centers, special libraries, and other areas which the PARA Review Board may allow.  It does not refer to experience in which an individual may use a library as a patron.

Claim for points must have verification of the number of hours per week worked for the length of time the participant was employed.  If the work was not on a 12-month basis, that difference must also be reported.  The participant must provide letters from employers which fully verify this employment.  Points are granted for time on the job and do not consider the level of difficulty of the job.  

EDUCATION

Points are awarded for degrees or certificates from an accredited college or university. These may include:  non-MLS graduate degree, Bachelors degree, Associates degree, or professional certificate.  Degrees or certificates are verified by transcripts or official statements from the institution.

PROFESSIONAL ACTIVITIES

This Source allows identification of expertise areas which do not fit into the other two Sources.  Within this Source falls involvement in professional activities, expertise gained from special assignments beyond the job duties, college courses taken for non credit, and other experiences which broaden the participant’s skills and knowledge.
A.  Workshops and Programs

These are activities planned, coordinated, administered and evaluated in terms of learning objectives for which academic credit is not offered.  Instructional programs which bring library workers together for intensive training in current library techniques given under the auspices of a professional library organization, accredited college or university, or a state agency fall in this category.  To claim contact hours for this activity, the participant should summarize the important points of the presentation and identify the type of learning gained.  A copy of the program description, including length, and a copy of a certificate of completion must be submitted.

B. College courses

Applicants may submit college courses taken in a non-matriculating capacity.  Courses that are part of a degreed program may not be submitted under this classification.  A copy of the course description and grade statement must be submitted.

C.  Presentations and Teaching

Credit is given for first time presentations, exhibits or teaching in library, media-related or educational programs.   Credit may not be claimed by instructors for classes which are part of their regular required duties.  For repeat presentations, the instructor will receive no credit unless it can be demonstrated that the subject matter involved was changed to require additional study or research. Documentation may include materials provided in print or electronic format for class use. Verification that the class or workshop was held is necessary.

D. Publications

Verification for publications includes a print copy of the published piece with demonstration of when and in what publication it was published.  If the participant wishes to claim points for a type of publication not identified here, s/he is encouraged to discuss verification needs with the PARA Review Board prior to formal submission.

· Research Articles

Points may be claimed for an information, library or media-related article that is published in a recognized information, library, or media publication.

· Book Reviews/Articles

Credit may be claimed for a review or article which is published in a recognized publication.

For all publications, credit may be claimed only for the first publication of the article, regardless of the format of the first or latter publications.

E. Participation or Membership in Library Activities

Credit may be claimed for holding association office, for serving as committee member or chair, or as a delegate to a regional or national activity.  To qualify for points for the offices held, the individual should verify the position held.  Credit may be granted for membership within a library association upon verification of membership.
F. Merit/Performance Awards

Merit/Performance Awards are given to recognize exemplary service and/or performance above and beyond the basic requirements of an employee’s job description. Verification of a Merit/Performance Award is required.
G. Competency Statements

Competency statements allow the participant to claim points for learning gained through experience beyond the participant’s required job parameters.  They may also be used to justify a claim that learning is library related when it is not readily apparent to the PARA Review Board.  

The participant must be able to verify the learning experience through documentation that can be gathered from various sources.  Documentation may include the following:  job descriptions, awards, letters of commendation, letters of corroboration from supervisors, samples of work produced, explanation of tasks performed, licenses, and newspaper or magazine clippings.  The participant should remember that these are not all-inclusive and other documents which can verify the learning experience may be used.  The PARA Review Board will consider each statement on an individual basis.

 A competency statement includes the following:

· Participant’s name, address, library, library address

· Library service area(s) to which the activity applies

· Narrative

· Verification

The narrative states how the learning experience benefits the participant in the library profession.  Why this statement fulfills the indicated service area(s) must be explained. Competency statements must be printed, double-spaced on a single side of paper.  Each sheet of submission must include the participant’s name, address and phone number, placed at the head.

SUBMITTING REQUESTS FOR POINTS

All points must be assigned to a Source of Expertise (see page 7).  The applicant must clearly identify how many points are requested for each area on Form C, D, or E (Request for Points).   A separate Form C, D, or E must be used for each submission for points.

CONVERSION GUIDELINES FOR ESTIMATION OF POINTS

Type of Activity


          Unit of Measure

       Points
I.   Library Experience  (FTE)

12 months



50

II.  Education




Non-MLS graduate degree

40







Bachelors degree


30







Associates degree


15







Professional certificate 


10


III.  Professional Activities

A. Workshops and Programs

Institutes, seminars, workshops, 

1 hour




1

non-credit courses, adult education classes

B. College Courses (non matriculating)

1 course



3

C. Presentations and Teaching

Teaching courses, workshops, seminars 
1 hour




6
(given first time)
D. Publications

Research articles, first publication


Single author



1 article




10


Co-author                                                 1 article




5

Book review or article   



1 review/article



5   

E. Participation in Library Activities

Officer/Director/President of an Association         1 year of service


8

Journal editor                                                        1 year of service


8

Committee chair                                                    1 year of service


6

National/Regional delegate                                   1 year of service


4

Committee member                                               1 year of membership


4

Member of Library Association                              1 year of membership


2

F.  Merit/Performance Award                                 1 award



5

G. Competency Statement for other experience or library related activities.  Each competency statement is considered on an individual basis.  The point value will be determined by the PARA Review Board.
PARA REVIEW BOARD

The PARA Review Board consists of three voting members of the MLA Paralibrarian Section. One member must be on the Executive Board of the Section. The Executive Board of the Paralibrarian Section appoints the PARA Review Board.  Membership is a one year renewable commitment. The PARA Review Board meets as necessary, but at least semi-annually, to review submissions and to conduct business related to PARA Review Board matters.  Members of the PARA Review Board are available to answer any questions about the program. For a current list of PARA Review Board members, please go to http://www.masslib.org/sectionsandcommittees/paralibrarian.htm
AMENDMENTS

Recommendations for amendments or revisions to the PARA program should be submitted to the PARA Review Board.  Recommendations for change must be approved by the Executive Board of the MLA Paralibrarian Section.

APPLICATION REVIEW
The PARA Review Board shall meet as necessary, but at least four times each year, to review applications and conduct Review Board business.  If the Board approves the application, the applicant will be notified by letter within 30 business days of the decision.  If the application is denied, the applicant will be notified by  letter within 30 business days of the decision with the reasons for denial.   

In both cases,  all application materials will be returned to the applicant. 

Approved applicants will be issued a PAralibrarian Recognition of Achievement  signed by the current chairs of the MLA Paralibrarian Section and PARA Review Board or a designee.   All recipients will be recognized at the MLA Annual Conference.
 APPEALS

A candidate who does not agree with a decision of the PARA Review Board may appeal the decision by writing a letter to the PARA Review Board within 30 business days of the decision to address the issues identified in the letter of denial.  The PARA Review Board will review its decision and give the candidate a final decision within 30 business days.  All decisions of the PARA Review Board are final.  There is no further appeal.

All candidates are encouraged to reapply at any time.  The PARA Review Board may be contacted for any clarification in registration, application and points submission. Each re-submission will require a paid in full, nonrefundable registration fee. 

APPLYING FOR A HIGHER LEVEL

To apply for a higher level, the applicant must register for the new level and pay the full registration fee.   Documentation must include a copy of the Paralibrarian Recognition of Achievement previously earned and new documentation for the additional 150 points.

 [image: image1.png]



MLA PARALIBRARIAN SECTION

PARA Program

FORM A – REGISTRATION

Please register me in the PARA Program.  My fee is enclosed.  (Please print legibly in ink or type and fill out completely.)

Name:________________________________________________________________________

Title:_________________________________________________________________________

Library/Institution:_______________________________________________________________

Address:______________________________________________________________

City:________________________________State:________________Zip:__________

Phone:__________________Extension:______________Fax:____________________

Email:_________________________________________________________________
Home address:_________________________________________________________________
City:______________________________________State:_________________Zip:__________
Home phone:_____________________________Email: _______________________________
TYPE OF LIBRARY:   ACADEMIC _____ PUBLIC ______SCHOOL _____SPECIAL ______
____________I am a member of MLA.  I have enclosed my $10.00 registration fee for the Paralibrarian Recognition of Achievement Program.
____________I am not a member of MLA.  I have enclosed my $40.00 registration fee for the Paralibrarian Recognition of Achievement Program.
____________I wish to join MLA ( $            ) AND register for the Paralibrarian Recognition of Achievement Program at the MLA member rate  ($10.00).  I have enclosed the total fee.

Please register me for :  (choose one):

______ PARA Level I   ________ PARA Level II    _______ PARA Level III

Please make check payable to: Massachusetts Library Association

Mail form and check to:  

PARA Program

C/O Debbie Pennino

Non-print Management
260SL
Northeastern University Libraries
360 Huntington Ave
Boston, MA 02115
[image: image2.png]



MLA PARALIBRARIAN SECTION

PARA Program

FORM B – APPLICATION

Name:________________________________________________________________________

Home address:_________________________________________________________________
City:______________________________________State:_________________Zip:__________
Daytime Phone:__________________Extension:______________Fax:____________________

Email:_______________________________________________________________________
I am applying for:           ________ PARA Level I




________ PARA Level II




________ PARA Level III

Attached is all documentation.

_____________________________________________________________________________

____ Yes, I would like my Library Director or immediate supervisor to be notified that I am receiving the Paralibrarian Recognition of Achievement.


Library Director’s Name: __________________________________________________


Library Director’s Address: ________________________________________________





___________________________________________________

_____ No, I would not like my Library Director to be notified.

_____________________________________________________________________________

Mail form and accompanying documentation to:

PARA Program

C/O Debbie Pennino

Non-print Management
260SL
Northeastern University Libraries
360 Huntington Ave
Boston, MA 02115
[image: image3.png]



MLA PARALIBRARIAN SECTION

PARA Program

FORM C – REQUEST FOR EXPERIENCE POINTS

NOTE:  You are urged to keep this blank form on file.  Please make photocopies of this form as needed.  A separate submission is required for each type of activity with one type of verification.

Name:________________________________________________________________________

Type of activity:_________________________________________________________________

Type of verification attached:______________________________________________________
Explanation:

Total points requested:  ______________

#############################################################################

Approved:      Yes ____________ No _____________
PARA REVIEW BOARD MEMBER: ________________________________  Date:___________

Comments:_________________________________________________________________________________________________________________________________________________

_____________________________________________________________________________
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MLA PARALIBRARIAN SECTION

PARA Program

FORM D – REQUEST FOR EDUCATION POINTS

NOTE:  You are urged to keep this blank form on file.  Please make photocopies of this form as needed.  A separate submission is required for each type of activity with one type of verification.

Name:________________________________________________________________________

Non-MLS graduate degree
________
Bachelors degree

________
Associates degree

________
Professional certificate

________

Type of verification attached (copies only, please no originals)
Diploma
_______

Transcript
_______

Certificate
_______

Total points requested:  ______________

#############################################################################

Approved:      Yes ____________ No _____________
PARA REVIEW BOARD MEMBER: ________________________________  Date:___________

Comments:_________________________________________________________________________________________________________________________________________________

_____________________________________________________________________________
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MLA PARALIBRARIAN SECTION

PARA Program

FORM E – REQUEST FOR PROFESSIONAL ACTIVITIES POINTS

NOTE:  You are urged to keep this blank form on file.  Please make photocopies of this form as needed.  A separate submission is required for each type of activity with one type of verification.

Name:________________________________________________________________________

Type of activity:_________________________________________________________________

Type of verification attached:______________________________________________________
Categories
Indicate number of points requested for each area.  Justification of the number of each area must be clearly indicated in the supporting documentation.
______________Technological Competency (TC)          ________________Public Services (PS)

______________Technical Services (TS)                         ________________General Area (GN)

______________Administration/Management (A/M) 
Explanation:

Total points requested:  ______________

#############################################################################

Approved:      Yes ____________ No _____________
PARA REVIEW BOARD MEMBER:__________________________________Date:___________
Comments:_________________________________________________________________________________________________________________________________________________

_____________________________________________________________________________
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      MLA PARALIBRARIAN SECTION

PARA Program

Form F Verification of Attendance/Participation

This is to confirm that _______________________________________________________
attended/participated in the following:

Workshop: ___ 

Conference: ____

Other: ____ (please describe) __________________________________________

DATE OF EVENT:    _______/_______/_______
TOTAL CREDIT HOURS OF PARTICIPATION: __________________hours

LOCATION OF EVENT: _____________________________________________________

The topic was:
Verified by:

Name: __________________________________________

Title: ___________________________________________

Library/Institution: ____________________________________________________________
Address: ____________________________________________________________________

Phone: __________________________________________
APPLICANT WORKSHEET

(Keep for your own records)
SOURCES OF EXPERTISE

EXPERIENCE

 Each 12 months of library experience = 50 points  _______________________

(based on Full Time Equivalency at your library)

(example:  20 hours/week for 1 year= 25 points  or 40 hours/week for 1 year= 50 points)

EDUCATION


POINTS
Non-MLS Graduate degree

_______

Bachelors degree


_______

Associates degree


_______

Professional certificate

_______

PROFESSIONAL ACTIVITIES

	ACTIVITY
	CATEGORY                                                  
	TOTAL POINTS

	
	TC
	TS
	AM
	PS
	GN
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	TOTALS
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


TC=Technological Competency

TS=Technical Services AM=Administration/Management

PS=Public Services
GN=General
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