
LAUC-D CAPA and Its Instructions
The LAUC-D Committee on Appointments, Promotions and Advancement (CAPA) is a standing committee of the Davis Division of the Librarians Association of the University of California.

I.
Responsibilities

A.
Acts as a standing review committee on all recommendations for salary actions, promotions, decisions on career status, and terminations for members of LAUC-D who are in the Librarian series and are appointed to positions in the General Library.  The CAPA also reviews appointments at the Assistant Librarian rank.  Recommendations are forwarded to the University Librarian via the Library Administrative Office.


B.
Prepares an annual report including the overall distribution of recommendations and statistics of concurrence and non-concurrence for the LAUC-D membership.

II.
Composition

It shall be the professional responsibility of all eligible librarians in the General Library to serve on the Review Board if they are appointed by the LAUC-D Executive Board.


A.
The LAUC-D CAPA shall consist of five members with the rank of Librarian or Associate Librarian with career status.  Three members constitute a quorum for conducting business.  A Chair and a Vice Chair/Chair-elect are elected by the membership of LAUC-D; the Chair serves for one year.  The three other members are appointed by the Executive Board of LAUC-D to terms of two years each, with terms staggered so that either one or two new members are appointed each year.  When making such appointments, the Executive Board shall take into account the desirability that the LAUC-D CAPA membership possesses a wide variety of professional and functional experience and expertise.  If a vacancy occurs on the LAUC-D CAPA, the Executive Board may appoint a new member to serve the remainder of the term.


B.
Members of the LAUC-D CAPA shall not participate in performance reviews, which they have prepared or which have been prepared by those they supervise.  Further, members of the LAUC-D CAPA shall not participate in performance reviews of their Review Initiator or department head.  In addition, if any member believes s/he cannot objectively assess a case, s/he shall not participate

III.
Material Sent to the Review Board

All reviews during a salary action year are sent to the LAUC-D CAPA for its recommendation and comment.  Interim Reviews are not sent to peer review bodies.

IV.
Instructions for Performing Reviews

A.
The review process shall be based on an objective appraisal of the recommendation and documentation in relation to the criteria of UC-AFT MOU Article 5 – Criteria for Appointment, Merit Increase, Promotion, Career Status Actions B and APM 210‑4e (2) and (3).  The CAPA determines whether, in its judgment, the documentation supports the recommendation.


B.
The documentation shall be sufficiently detailed for the LAUC-D CAPA to make an objective appraisal.  Requests for additional documentation should be made in accordance with UC-AFT MOU Article 4.C.15 and APM 210-4-d (2).  It should be emphasized that all decisions and recommendations must be based solely upon material within the review packet.


C.
The LAUC-D CAPA prepares a confidential recommendation and appends it to the documentation.  If the LAUC-D CAPA disagrees with the Review Initiator's recommendation, the LAUC-D CAPA recommendation will give explicit reasons.  In cases of divided opinion, the reasons for both the majority and minority opinion are indicated.  The names and signatures of the CAPA members who deliberated on the review are shown as the last item of the recommendation, with the Chair and Vice Chair so designated.  The names and signatures of LAUC-D CAPA members should appear as the last and separate page of the letter of recommendation.  Include the candidate's name at the top of this separate page.


D.
The Chair collects and transmits the CAPA’s final recommendation and the review packet to the University Librarian via the Library Administrative Office.  The Chair shall insure that all preliminary drafts of the LAUC-D CAPA’s reports are sealed and transmitted as above.  Any documentation prepared in electronic format will be erased after the LAUC-D CAPA has completed its deliberations.


E.
In order to expedite the review process and to ensure confidentiality, the University Librarian and the Chair of the LAUC-D CAPA carry out the following:



1.
The CAPA shall convene within five working days after the first evaluations are due from Review Initiators, and will complete its work within the schedule established by the University Librarian.



2.
All personnel records, reports, and documents relating to a candidate's case shall be treated as confidential documents available only to members of the LAUC-D CAPA.                                               
