Review Procedures for Appointees in the Librarian Series

Note:
For more information on review procedure please consult your copy of the UC-AFT Memorandum of Understanding (MOU) Article 4 and Article 5 – Criteria for Appointment, Merit Increase, Promotion, Career Status Actions and Article 6 – Definition, Criteria, and Terms of Service for Appointment and Promotion, or the Academic Personnel Manual (APM), APM 210-4 and APM 360.

The Library Administrative Office coordinates the review process, which is presented sequentially below.  It should be clearly understood by all parties involved that discussions held, documentation gathered, and decisions made during the review process are exclusively for the use of the individuals directly involved.  Confidentiality must be strictly maintained.

Responsibility
                 Action
Library Administrative

Office
At the start of each annual review cycle issues a copy of the CALL and the CALENDAR to each librarian.

Review Initiator
Confers with the candidate about the impending review process, including discussion of criteria in UC-AFT MOU Article 4, Article 5 – Criteria for Appointment, Merit Increase, Promotion, Career Status Actions and Article 6 – Definition, Criteria, and Terms of Service for Appointment and Promotion or APM 210-4 and APM 360, and offers the librarian the opportunity to ask questions.

Librarian
Any librarian who is not automatically scheduled for a review during the current review period but who wishes to be reviewed should so inform his/her Department Head or Review Initiator.  Candidates who wish to request a deferral of the scheduled review should submit that request to the Review Initiator.  


Has the responsibility to supply information pertinent to the review.  


Collects copies of all statements of responsibilities effective during the period to be reviewed for inclusion in the packet.

Review Initiator
With the candidate, reviews Statement of Responsibilities for currency and updates if necessary.  Includes in the review packet copies of prior Statements of Responsibilities in effect during the review period.  Indicates the effective period at the top of each Statement.

Librarian
Prepares new, updated Biography Form.  If basically unchanged, it is permissible to pencil in slight changes and use the existing copy.  Signs and dates it again.  


Note: Upon request, the Library Personnel Office will provide candidates with copies of the latest Biography Form on file.


Gathers all Biography Form:  Annual Supplements prepared during the period under evaluation.  Optional:  These may be consolidated into one form.


Completes Reference Solicitation Form.  Even if letters of reference are not requested, this form must be dated, signed, appropriate boxes checked and included in the packet.  If letters are to be solicited, provides to the Review Initiator names and exact mailing addresses and specific statements on information to be sought.  Completes Disqualification Statement Form.  If a disqualification is requested, a substantive rationale for each disqualification must be stipulated.  Submits all forms to the Review Initiator.  

Review Initiator
Reviews candidate’s Reference Solicitation Form and Disqualification Statement Form. Makes sure that all necessary boxes are checked and signatures obtained.  Reviews requests for letters, recommends other names if appropriate, then selects a representative sample from the existing names for reference solicitation.  Review Initiator will provide a cover letter with instructions concerning the additions, deletions and content to be solicited.  All the forms and cover letter will be sent to the Library Administrative Office and will remain in the librarian’s packet throughout the review process. 


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

Review Initiator
Reviews assembled documentation to ascertain that all requested materials are present: 1. Biography Form;  2. Biography Form: Annual Supplement(s);  3. Certification Statement;  4. Reference Solicitation Form; 5. Disqualification Statement Form; 6. Statement(s) of Responsibilities; 7. Checklist of Documentation.  If appropriate, collects letters of reference. 


Consults with the Librarian prior to writing the draft of the Letter of Recommendation.  Informs librarian about the intended recommendation.  


Prepares draft recommendation by using the form Review Initiator's Letter of Recommendation.  Notifies the candidate of the presence of confidential letters and reminds candidate s/he may request redacted copies of confidential letters.  


Note:  If a Department Head is not the Review Initiator s/he may provide a statement to be added to the packet.  Copies of the statement(s) shall be forwarded to the librarian being recommended and to the Review Initiator before the packet is sent to the LAUC-D CAPA. 


Submits draft and requested redactions to candidate being recommended at least one (1) working day prior to the conference to allow for a thorough review.  Schedules conference to discuss draft. 

Librarian
Shall have at least one (1) working day to review the draft, prior to the conference.  

Review Initiator and 
Changes which are acceptable to both parties shall be

Librarian
made before the recommendation is signed.  Sign copy of the recommendation.  (This action is defined as the "first required action" as specified by UC-AFT MOU Article 4.C.3 and APM 360-80.c.)  If librarian does not concur with the recommendation, or its language s/he will prepare a statement, which will be forwarded with the packet to the Library Administrative Office.  Librarian completes and signs the Certification Statement.  

Review Initiator
Completes Checklist of Documentation Form.  Provides candidate with copies of all materials OTHER THAN CONFIDENTIAL ITEMS and sends the original to the Library Administrative Office

Library Administrative
Will verify completeness of packet and route to AUL for

Office
recommendation.

AUL
Indicates recommendation by annotating the Checklist.  The AUL may also provide a statement to be added to the packet.  Copies of this statement shall be forwarded to the librarian, who will sign and date it.  The AUL then returns the review packet to the Library Administrative Office for forwarding to the LAUC-D CAPA.   

LAUC-D CAPA
Meets and reviews all salary actions and career status recommendations.


In those cases where LAUC-D CAPA finds it necessary to solicit additional information, it will adhere to UC-AFT MOU Article 4.C.15 and APM 210-4.d.2.  All requests for additional information shall be sent to the University Librarian.  

Library Administrative
Shall be responsible for notifying the Review Initiator of the

Office
request, for monitoring the response period, and for ensuring that all concerned (the candidate, the Review Initiator, and the intermediate administrator) receive copies of the appropriate supplementary materials.

Review Initiator
Shall respond to the additional information request to the University Librarian within five (5) working days of the receipt of the request.  All supplementary documentation supplied by the Review Initiator shall be signed by the Review Initiator and, except for confidential documents, by the librarian being evaluated.

LAUC-D CAPA
Submits its recommendation to the University Librarian.

University Librarian
Reviews the recommendations of the LAUC-D CAPA and prepares a recommendation in cases of advancement to career status, accelerated merit action, Librarian VI, promotion, and contested* one-step merit actions.  The University Librarian has the authority to approve uncontested, one-step (Asst. Lib. I - Lib. V) merit actions or uncontested recommendations for no salary action for Assoc. Lib. VII, Lib. V, VI, or to refer them with accompanying recommendation to the Office of the Provost for review and recommendation by the Academic Federation Academic Personnel Committee.  The University Librarian may solicit further information from the LAUC-D CAPA.  The LAUC‑D CAPA shall notify the University Librarian within two working days of the receipt of communication if it wishes to submit additional comment.


* a contested case is one where the librarian under review or any of the reviewing individuals or the LAUC-D CAPA is in disagreement with the review initiator's recommended action.

LAUC-D CAPA
If it chooses to reply, it shall have five (5) working days after its response to prepare further comment.

University Librarian
Initials checklist indicating recommendation or decision is provided in the review packet, returns the recommendation packet to Library Administrative Office.

Library Administrative 
Notifies the librarian that the intralibrary review process is

Office
completed.

Librarian
If additional confidential information has been added to the recommendation packet, the librarian completes and signs the Certification Statement Form - Supplement.  If desired, requests redacted copies of confidential documents and provides a written response to, or commenting upon, the additional materials added to the packet.  If the librarian chooses to comment, s/he shall have five (5) working days to submit a response. 

University Librarian
If a decision is made by the University Librarian in the case of an uncontested, one-step merit or uncontested recommendation for no salary action (Assoc. Lib. VII, Lib. V, Lib VI), the University Librarian will forward the review materials to the Vice Provost - Academic Personnel.  The University Librarian will transmit the final decision to the candidate.

Vice Provost - Academic
Forwards all review packets to the Personnel Committee of the

Personnel
Academic Federation.

Personnel Committee
The Academic Federation Personnel Committee, which may employ ad hoc committees, reviews the documentation and makes recommendations for all cases not decided by the University Librarian and forwards its recommendations to the Vice Provost.  The AF Personnel Committee no longer sees the one-step merit actions and uncontested merit reviews without salary action.

Vice Provost - Academic
Reviews the recommendations of the Review Initiator, the

Personnel
LAUC-D CAPA, the University Librarian, the Academic Federation Personnel Committee and the ad hoc committee, if used, and notifies the University Librarian of the decision.  The University Librarian transmits the Vice Provost’s decision to the librarian and Review Initiator.

Librarian
Upon written request, the University Librarian will provide the candidate with redacted copies of confidential materials (e.g., comments by reviewers or reviewing bodies) added to the file subsequent to its formal submission by the Review Initiator.

 
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 UC-AFT MOU Article 26 – Grievance Procedure or UC-AFT MOU Article 28 – Alternative Dispute Resolution Process.  The Vice Provost - Academic Personnel will consider the appeal on its merits and advise the librarian of a course of action.
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