Review Procedures for Represented Appointees in the Librarian Series in the Law Library - revisions October 2009

Peer Review Documents:

 
For additional information on review procedures please consult UC-AFT Memorandum of Understanding (MOU), Article 4; New Article – Criteria for Appointment, Merit Increase, Promotion, Career Status Actions; New Article – Definition, Criteria, and Terms of Service for Appointment and Promotion.

The Director of the Law Library coordinates the review process for law librarians.

Responsibility

Action









Director of Law Library
At the start of each review cycle a copy of the CALENDAR is issued to each librarian. All librarians will be informed in writing of their eligibility for review.  Librarians in the Law Library are reviewed on a fiscal calendar.

Review Initiator
Confers with the candidate about the impending review process, including discussion of criteria in UC-AFT MOU Article 4 and New Article – Criteria for Appointment, Merit Increase, Promotion, Career Status Action; and New Article – Definition, Criteria, and Terms of Service for Appointment and Promotion.
Librarian
The candidate reviews Statement of Responsibility and begins preparing information for inclusion in the review packet.  

Any librarian who is not scheduled for a review during the current period may request and receive an accelerated review by submitting a request in writing to the Director of the Law Library.  Candidates may also request a deferral of the scheduled review to the Director of the Law Library, by submitting a request in writing. Final authority for deferral requests is the Vice Provost-Academic Personnel.

Review Initiator
Reviews the Statement of Responsibility with the Candidate, updating as needed.  Review packet to include copies of all Statements in effect during the review period.

Librarian
Prepares Biography Form.  If unchanged, the previous Biography can be used by re-signing and dating.


Prepares Biography Form: Annual Supplements covering the review period.


Completes Reference Solicitation Form (letters of reference are optional for normal merit reviews) and Disqualification Statement Form and submits to the Review Initiator.

Review Initiator
Forwards Disqualification Form to the Director of the Law Library.  Submits request to solicit reference letters, as appropriate,  for all or a representative sample from the categories listed on the Reference Solicitation Form.  

Librarian
Submits exhibits to the Review Initiator.  Option:  Provides Review Initiator with brief written highlights of significant job and professional achievements.

Review Initiator
Gathers documents for review file and consults with librarian before writing draft letter of recommendation:

1. Biography Form

2. Biography Form:  Annual Supplements

3. Reference Solicitation Form

4. Certification Statement

5. Statement(s) of Responsibility

6. Checklist of Documents

7. If appropriate, letters of reference.

8. Exhibits, if appropriate.

Reviews draft Letter of Recommendation with Director and/or Associate Director. 

Submits draft to the candidate at least one working day prior to the conference.  Notifies candidate of the presence of confidential letters and advises candidate that redacted copies may be requested.  Schedules conference.

Review Initiator & Librarian Changes, which are acceptable to both parties, shall be made 



before the recommendation is signed.  Sign copies of the





Recommendations (Under UC-AFT MOU Art4.C.3) If the 

Librarian does not agree s/he may prepare a statement, which is forwarded with the packet.  Librarian completes the Certification Statement.
Review Initiator
Completes the Checklist of Documentation Form providing copies of all materials except confidential items to the Librarian.  The packet is then forwarded to the Associate Director.

Associate Director
Completes the Checklist, providing a statement if needed.  If a statement is added, copies shall be given to the Librarian.  The packet is then forwarded to LAUC-D CAPA.

LAUC-D CAPA
Meets and reviews all salary actions. If LAUC-D CAPA requires additional information, it will adhere to UC-AFT MOU Article 4.C.14, and send requests to the Director of the Law Library.

Review Initiator
All supplementary documentation supplied shall be signed by the Review Initiator and except for confidential documents, by the Librarian.

LAUC-D CAPA
Submits its recommendations to the Director of the Law Library.

Director of the Law Library
Reviews the recommendations of LAUC-D CAPA and prepares a recommendation in cases of advancement to career status, accelerated merit action, Librarian VI & VII, promotion, and contested one-step merits.  The Director of the Law Library then forwards all packets to the Dean of the Law School.  The Dean of the Law School has authority to approve uncontested, one-step merit actions for Assistant Librarian I- Librarian V, or uncontested recommendations for no salary for Associate Librarian VII, Librarian, V, VI, VII, or to refer them with accompanying recommendation to the Office of the Provost for review and recommendation by the Academic Federation Academic Personnel Committee.


All packets are forwarded to the Vice Provost – Academic Personnel with the recommendation of the Dean of the Law School.

Vice Provost – Academic


Personnel
Forwards all packets to the Personnel Committee of the Academic Federation.

AF Personnel Committee
Reviews and makes recommendations on all cases not decided by the Dean of the Law School and forwards its recommendations to the Vice Provost.

Vice Provost – 

Academic Personnel
Reviews all files and notifies the Dean of the Law School of the final decision.  The Dean of the Law School or Director of the Law Library, notifies the librarian in writing of the final decision.

Librarian
Upon written request, the librarian shall receive redacted copies of confidential materials (comments by reviewers or review bodies) added to the review file and a written statement by the University’s deciding officer of the reasons for his/her decision.  


If the librarian is dissatisfied with the final decision, s/he may file an administrative appeal with the Office of the Provost in accordance with the UC-AFT MOU Article 24 or UC-AFT MOU New Article – Alternative Dispute Resolution Process.  The Vice Provost – Academic Personnel considers the appeal and advises the librarian of a course of action.

FORMS
1. Statement of Responsibility

2. Biography Form:  Annual Supplement

3. Review Initiator’s Letter of Recommendation

4. Certification Statement 

5. Disqualification Statement 

6. Reference Solicitation

7. Documents Checklist

Statement of Responsibility
A Statement of Responsibility is a description of the specific functions to be judged under the first criterion; “Professional competence and quality of service within the library,” explained in UC-AFT MOU  New Article – Criteria for Appointment, Merit Increase, Promotion, Career Status Actions.  Its preparation will involve consultation between the librarian and her/his review initiator.  The following information should be included in each Statement of Responsibility:

1. Name of librarian

2. Library department

3. Payroll title

4. Working title

5.  Description of responsibilities assigned

6. Employees supervised

The Statement of  Responsibility should be reviewed annually by the librarian and supervisor for accuracy.  The Statement should be dated and signed by the supervisor and department head.


Biography Form: Annual Supplement
Period Covered: _________________________________________ Date: ____________

Name_____________________________________Position_______________________


1.  Professional Service in the Library

2. Professional Activity outside the Library

3. University and Public Service

4. Continuing Professional Education

5. Research, Publications and Scholarly Presentations

6. Work in Progress (Research, Publications and Presentations)
Review Initiator’s Letter of Recommendation
Period Covered: _________________________________________ Date: _____________

_____________________________________
____________________________________

Name
Position

1. Recommended Salary Action.
2. Professional Competence and Quality of Service Within the Library.
Refer to responsibilities in Statement of Responsibility
3. Professional Contributions Beyond Specific Job Responsibilities
4.
Summary Statement.
_______________________________________________
_____________

Signature of Review Initiator

Date

Librarian’s Response:
_______________________________________________
_____________

I have read and received a copy of the letter


Date

I wish to submit a response:  Yes _______     No: ________

Certification Statement

To be completed with the Review Initiator, signed and dated prior

to submission of review packet to LAUC-D CAPA

1. I was informed in writing of the impending review for this personnel action and was informed of the review process through access to UC-AFT MOU Article 5 and New Article – Criteria for Appointment, Merit Increase, Promotion, Career Status Actions, and New Article – Definition, Criteria and Terms of Service for Appointment and Promotion
YES____ NO____

2. I was provided the opportunity to ask questions, supply information and 


evidence, and request any desired additions to my review packet:
YES____ NO____

3. I  was given the opportunity to suggest names of references:
YES____ NO____



I did supply names:
YES____ NO____

4. I  was given the opportunity to provide, in writing, names of persons 


whom I requested not participate in my review process:
YES____ NO____



I did supply names:
YES____ NO____

5. I was informed that confidential documents were ____/ were not ____ 


added to the review packet.  (If not added, skip to no. 6)



I requested a written redaction:
YES____ NO____



I received a written redaction:
YES____ NO____

6. Prior to signing the recommendation I had the opportunity to 


inspect and to copy all documents attached to my review packet 


with the exception of confidential documents:
YES____ NO____

7. Prior to signing the recommendation I had the opportunity to 


provide a written statement for inclusion in the review packet 


in response to, or commenting upon, materials in the packet:
YES____ NO____



I provided a written statement (included in this packet):
YES____ NO____

_______________________
___________
_______________________
___________

Librarian
Date
Review Initiator
Date

Additional documents were added to the file after the packet left the Review Initiator and before it left the Library.  I was informed of the documents and given a copy, except confidential documents, which I was given the opportunity to request a written redaction.

Yes _________  No ________________   Librarian ___________________   Date _____________________


Disqualification Statement Form
A librarian under review may request that individuals who she/he believes might not provide an objective assessment of her/his qualifications or performance be disqualified from participating in the review process.  A substantive rationale for each disqualification must be stipulated.  If this form is used, it is sent directly by the Review Initiator to the Director of the Law Library; it is not included in the review packet.


[ ]
I do not wish to disqualify anyone from participating in my current review process.


[ ]
I request that the following person(s) be disqualified from participating in my current review process.

Name_____________________________________________________________

Address___________________________________________________________

Reason for disqualification

_____________________________________
_________________

Librarian’s signature
Date

Additional sheets may be attached utilizing this format.

Reference Solicitation Form


Letters of Reference are considered OPTIONAL for normal merit reviews.
Librarians who are being considered for acceleration or promotion or who have significant accomplishments over the evaluation period may request letters of reference from colleagues about some aspect(s) of their performance for inclusion in the review packet.


[ ]
I do not wish to suggest the names of references at this time.


[ ]
I request that the following person(s) be contacted to secure their comments concerning my performance over the period under review.

Name____________________________
Name____________________________

Address__________________________
Address__________________________

_________________________________
_________________________________

_________________________________
_________________________________

Brief description of information to be sought
Brief description of information to be sought

_________________________________
_________________________________

_________________________________
_________________________________

_________________________________
_________________________________

Name____________________________
Name____________________________

Address__________________________
Address__________________________

_________________________________
_________________________________

_________________________________
_________________________________

Brief description of information to be sought
Brief description of information to be sought

_________________________________
_________________________________

_________________________________
_________________________________

_________________________________
_________________________________

_____________________________________
_________________

Librarian's signature
Date

Additional sheets may be attached utilizing this format.

Document Checklist

Candidate:_______________________________







Documents
Concurs with
Does Not 


included in
Review Initiator's
 Concur


review packet
Recommendation



(Initial and date) 

Statement of Responsibility
__________

Review Initiator's Letter of

Recommendation
__________

Biography Form
__________

Biography Form: Annual

Supplement for each year

of review period
__________

Librarian's statement 1
__________

AUL's recommendation
__________
__________
__________

LAUC-D  CAPA

recommendation
__________

Director of the Law Library
__________

1 If applicable.

