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210-4
Instructions to Review Committees Which Advise on the Appointment, Merit  Increase, Promotion, Career Status Actions for Members of Librarian SeriesPRIVATE 


a.
The committees here referred to, either standing or ad hoc or both, are designated as review committees in what follows.  Authorization for their appointments is described in APM - 360-6-b and -c.


b.
The quality of the librarian series at the University of California is maintained primarily through objective and thorough review by peers and administrators of each candidate for appointment, merit increase, promotion, and career status action.  Responsibility for this review falls, in part, upon the review committee(s).  For purposes of appointments, it is the duty of these committees to assess the present qualifications of the candidates and their potential as productive members of the library staffs.  For purposes of merit increases, promotions, and career status actions,  it is the duty of these committees to assess an individual's performance during a given review period to determine if a merit, promotion, or career status action should be recommended.  Review committees should refer to APM - 360 for information concerning appointment, merit increase, promotion, and career status actions.  In conducting its review and arriving at its judgement concerning a candidate, each review committee shall be guided by the criteria as mentioned in APM - 360-10 and described in APM - 210-4-e.


c.
Maintenance of the Committees' Effectiveness


(1)
THE DELIBERATIONS, RECOMMENDATIONS, AND REPORT OF THE REVIEW COMMITTEES, WHETHER AD HOC OR STANDING, ARE TO BE STRICTLY CONFIDENTIAL.  THE MEMBERSHIP OF EACH AD HOC REVIEW COMMITTEE IS TO BE STRICTLY CONFIDENTIAL.  The chairperson of each committee shall remind members of the confidential nature of the assignment.  This requirement must be kept in mind when arrangements are made through the Chancellor or designee for written or oral communications.  When recommendations with supporting documents have been forwarded to the Chancellor or designee, all copies or preliminary drafts shall be destroyed.  Under the provisions of APM - 360-80-1, the candidate is entitled to receive from the Chancellor or designee a comprehensive summary of the substance of all confidential documents in the academic review record (without disclosure of the identities of members of the review committee and without separate identification of the evaluation and recommendation made by the review committee).



(2)
The entire system of review by such committees depends for its effectiveness upon each committee's prompt attention to its assignment and its conduct of the review with all possible dispatch, consistent with judicious and thorough consideration of the case.



(3)
The chairperson of the review committee has the responsibility for making sure that each member of the committee has read and understands these instructions.


d.
Procedures


(1)
General:  Recommendations for appointments, merit increases, promotions, and career status actions normally originate with the department or unit head, herein called the review initiator.  (See APM - 360-80-e.)  The letter of recommendation shall provide a comprehensive assessment of the candidate's qualifications, together with detailed evidence to support the evaluation, including an up-to-date biography and bibliography. 

· See APM 360-80-g and following annotations.



The letter should also present a report of consultation with appropriate members of the professional library staff and others in a position to evaluate performance and should include any dissenting opinions.




In the case of an appointment, opinions from colleagues in other institutions where the candidate has served and from other qualified persons having firsthand knowledge of the candidate's attainments, are to be included, if feasible.




In the review of a proposed merit increase, promotion or career status action (the general procedure for all shall normally be the same, subject to any special campus procedures), extramural evidence, when it can be obtained, is highly desirable although not required.

· Obtaining letters of evaluation is strongly encouraged in cases of promotion and acceleration.  They are desirable but not a mandatory feature for one-step merit increases.


(2)
Assessment of Evidence:  The review committee shall assess the adequacy of the evidence submitted.  If, in the committee's judgment, the evidence is incomplete or inadequate to enable it to reach a clear recommendation, the committee shall solicit additional information through the Chancellor or designee and request amplification or new material.  




In every case, all obtainable evidence shall be carefully considered.




If, according to such evidence, the candidate fails to meet the criteria set forth in APM - 210-4-e, the committee should recommend against the proposed action.




If, on the other hand, there is evidence of unusual achievement and exceptional promise of continued growth, the committee should not hesitate to endorse or propose a recommendation for higher rank or higher step  within rank which would constitute an accelerated advancement of an appointee.

· In considering a recommendation for acceleration, the academic review record must demonstrate that the candidate ranks clearly ahead of her/his peers.





If a candidate has performed her/his primary job responsibilities in an exceptional manner but has not participated to any relevant or significant extent in professional development or service activities, the total performance should not be considered deserving of an acceleration.





If a candidate has achieved an exceptional performance in professional development or service activities yet has not performed her/his primary duties in an excellent manner, the overall performance should not be considered deserving of an acceleration. 

e.
Criteria


(1)
Appointments:  A candidate for appointment to this series shall normally be required to have a professional degree from a library school with a program accredited by the American Library Association.  However, a person with other appropriate degree(s) or equivalent experience in one or more fields relevant to library services may also be appointed to this series.




Selection of an individual to be appointed to the rank of Assistant Librarian is based upon the requirements of the position with due attention to the candidate's demonstrated competence, knowledge and experience.  




A person appointed as Assistant Librarian without previous professional library experience should normally be appointed at Step I.  A person who has had previous experience relevant to the position may be appointed to one of the higher salary levels in this rank, depending on the candidate's aptitude, the extent of prior experience,  and/or the requirements  of the position.




A candidate with extensive previous relevant experience and superior qualifications who is being considered for a highly demanding and responsible position should be appointed to one of the two higher ranks in the series. The criteria for the appointment to either of these levels will be the same as those for promotion as outlined below.



(2)
Merit Increases and Promotions:  At the time of original appointment to a title in this series, each appointee shall be informed that continuation or advancement is justified only by demonstrated skills and achievement which will be determined after objective and thorough review.  If, on the basis of a review, the individual does not meet the criteria for continuation or advancement, there is no obligation on the part of the University to continue or to promote.  




On the other hand, accelerated promotion is possible if achievement has been exceptional.  




An appointee will be eligible for promotion only if there are demonstrated superior professional skills and achievement.  For some, promotion may involve a position change; for others, promotion may not necessarily involve position change but will depend upon increased responsibility as well as growing competence and contribution in the same position.  The assumption of administrative responsibilities is not a necessary condition for promotion.




A candidate for merit increase or promotion in this series shall be judged on the basis of professional competence and quality of service rendered within the library and, to the extent they are relevant, one or more of the following:  professional activity outside  the library; University and public service; and research and other creative activity.  (See APM -360-10.)



(3)
The criteria as set forth in detail below are intended to serve as general guidelines and do not preclude consideration of other unique service to the University.  In considering individual candidates, reasonable flexibility is to be exercised in weighing the comparative relevance of these criteria.

· Reasonable flexibility should be used with respect to performance evaluation and the application of the performance criteria listed in APM 210-4-(a-d).  Such flexibility should be considered as a result of the language of APM 360-10-b which states that they should be used to judge performance "to the extent they are relevant".




Reasonable flexibility indicates that:




- certain circumstances could justify an absence of activity beyond the primary job responsibility, provided such an absence was thoroughly discussed with the Review Initiator;





- such an absence need not preclude a normal rate of advancement.





Reasonable flexibility does not mean:





- ceasing to engage in any of the last three criteria (APM 210-4-b, Professional Activity Outside the Library; APM 210-4-c, University and Public Service;  APM 210-4-d, Research and Other Creative Activity) if the primary job responsibility clearly and reasonably permits such activity.




- engaging heavily in professional activities for a period of time without consultation with the Review Initiator if it is expected that some aspects of the primary job responsibility will not receive the normal amount of attention.




The emphasis on the "total package" in considering merit or promotion needs to be stressed.  The concept of growth and achievement in assessing the performance of a librarian in progressing through the ranks is affirmed.  In addition, the concept of assumption of greater responsibility should not be forgotten in consideration for advancement and promotion.



(a)
Professional Competence and Quality of Service Within the Library:  Although contribution in each of the following areas will vary considerably from person to person depending on each person's primary functions as librarian, performance and potential shall be reviewed and evaluated in any or all of the five major areas of librarianship: selection and development of resources; bibliographic control of collections and their organization for use; reference and advisory service; development and application of specialized information system; and library administration and management.  Additionally, librarians should be judged on consistency of performance, grasp of library methods, command of their subjects, continued growth in their field, judgment, leadership, originality, ability to work effectively with others, and ability to relate their functions to the more general goals of the library and the University.





Evidence of effective service may include the opinions of professional colleagues, particularly those who work closely or continuously with the appointee; the opinions of faculty members, students, or other members of the University community as to the quality of a collection developed, for example, or the technical or public service provided by the candidate; the opinions of librarians outside the University who function in the same specialty as the candidate; the effectiveness of the techniques applied or procedures developed by the candidate; and relevant additional educational achievement, including programs of advanced study or courses taken toward improvement of language or subject knowledge.




(b)
Professional Activity Outside the Library:  A candidate's professional commitment and contribution to the library profession should be evaluated by taking account of such activities as the following:  membership and activity in professional and scholarly organizations; participation in library and other professional meetings and conference; consulting or similar service; outstanding achievement or promise as evidenced by awards, fellowships, grants; teaching and lecturing; and editorial activity.




(c)
University and public Service:  Recognition should be given to those who participate effectively and imaginatively in library-wide and University service (including serving on campus or University-wide administrative or academic committees), and in professional librarian services to the community, state and nation.



(d)
Research and Other Creative Activity:  Research by practicing librarians has a growing importance as library, bibliographic, and information management activities become more demanding and complex.  It is therefore appropriate to take it into account in measuring a librarians's professional development.  The evaluation of such research or other creative activity should be qualitative and not merely quantitative and should be made in comparison with the activity and quality appropriate to the candidate's specialty.  Note should be taken of continued and effective endeavor.  Reports, handbooks, manuals, and similar documents may be considered under this heading only if they present new ideas or incorporate research' otherwise, they should be regarded solely as evidence of professional service.



f.
The Report



(1)
The report of the review committee(s) forms the basis for further administrative review and action by the Chancellor or designee.  Consequently, the report should include an assessment of all significant evidence, favorable and unfavorable.  It should be specific and analytical, should include the review committee's evaluation of the candidate with respect to the qualifications specified, and should be adequately documented by reference to the supporting material.




(2)
The review committee has the responsibility of making an unequivocal recommendation.  No member should subscribe to the report if it does not represent that member's judgement.  If the committee cannot come to a unanimous decision, the division of the committee and the reasons therefore should be communicated either in the body of the report or in separate concurring or dissenting statements by individual members, submitted with the main report and with the cognizance of the other committee members.

APM  Rev. 12/1/86

PEARLS Rev. 8/04
Page 1

