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This checklist was prepared as an aid for chairs in complying with
Academic Personnel Manual (APM) Policy 220-80-c.

Section I

Notifying Candidate
 FORMCHECKBOX 


Inform candidate of eligibility for advancement or other mandatory review.

 FORMCHECKBOX 


Inform candidate of criteria for advancement as set forth in APM Policy 210.

 FORMCHECKBOX 


Inform candidate of the nature of the review process as set forth in APM Policies 210 and 220 and 



in the supplementary Academic Personnel Procedures (APP) Sections 1-12.

 FORMCHECKBOX 


Inform candidate of the University’s policies regarding academic personnel records as set forth in 


APM Policy 160 and in APP Sections 1-11.  

 FORMCHECKBOX 


Ask candidate to supply all pertinent information and materials relevant to criteria for advancement by


 a specified deadline.

 FORMCHECKBOX 


Ask candidate to suggest (perhaps 3 to 5) names of persons who could be solicited for letters of evaluation, 


if needed, and allow candidate to set forth in writing the names of persons who, in the view of the candidate, 


for reasons set forth, might not objectively evaluate the candidate’s qualifications or performance. 

Section II

Developing a Recommendation
 FORMCHECKBOX 


Where required, solicit confidential extramural letters of recommendation (promotions, major accelerations, 


advancements to Professor, Step VI and to Above Scale).

 FORMCHECKBOX 


Assemble, in accordance with instructions set forth in the APP Section 3-60, all pertinent information; such as,



 Vitae, Addendum, Review Profile, publications, teaching evaluations, solicited letters, candidate’s statement, etc.

 FORMCHECKBOX 


Provide candidate an opportunity to inspect all non-confidential documents to be included in the personnel review file.

 FORMCHECKBOX 


Provide candidate an oral or, if requested, a redacted copy of the confidential letters of evaluation to be included in 


the file.  
 FORMCHECKBOX 


Allow candidate an opportunity to include a written statement in response to or commenting upon material in the file.

 FORMCHECKBOX 


After completion of the steps above, consult with department members, making certain to extend to all eligible 


colleagues the voting rights established by Senate By-Law 55 and approved department voting procedures 


 (See APP Section 1-14). 

 FORMCHECKBOX 


Write a letter setting forth the departmental recommendation in compliance with APM Policy 220-80-e, and 


APP Section 3-60.  This letter may be written by a departmental subcommittee.

 FORMCHECKBOX 


Make draft letter available to voting members or a departmental committee for review.

Section III
  Forwarding Materials
 FORMCHECKBOX 


Inform candidate orally or, upon request, provide the candidate with a copy of the department letter 



including the vote.

 FORMCHECKBOX 


Inform candidate of the right to make a written statement or comment upon the departmental recommendation


Section III
  Forwarding Materials - Continued
 FORMCHECKBOX 


Obtain a certification statement (Form UCI-AP-50) from the candidate that the non-confidential materials in


the review file have been inspected and any redacted copies of the confidential materials have been provided.


 FORMCHECKBOX 


Inspect packet to ensure that all materials are included and that the dossier conforms to the appropriate form.


 FORMCHECKBOX 


Add Chair’s personal recommendation, if desired.  The Chair may include a recommendation on the case 



that is independent of the department recommendation.   Normally, this recommendation will constitute the



 vote of the Chair, who may have participated in the departmental discussion but not voted in the department.
 FORMCHECKBOX 


Forward materials to Dean’s Office.

After materials have been forwarded by the Dean’s Office, the following 3 sections clarify the possible types of subsequent departmental input 

Section IV
Additional Information Requested by Reviewers 
 FORMCHECKBOX 

Memo will be forwarded to the Department (through the Dean’s Office) from the Office of Academic Personnel soliciting additional information (e.g., publications, additional letters of evaluation, etc.).
 FORMCHECKBOX 

The Department will collect the information requested by reviewers and comment on the new material.  This letter may be written by a departmental subcommittee or the Chair on behalf of the Department.
 FORMCHECKBOX 

The candidate will have an opportunity to access and respond to the new material governed by 

APM 220-80-d, -e, -h, and -i.
 FORMCHECKBOX 

Obtain a “Certification Statement for Additional Information Added to the Academic Review” (Form UCI-AP-50A) from the candidate indicating that the non-confidential materials in the review file have been inspected and all redacted copies of the confidential materials have been provided, if requested by the candidate.
 FORMCHECKBOX 

The Chair may add a personal statement (optional – does not replace required response from the Department or Chair’s response on behalf of the Department)

 FORMCHECKBOX 

The Departmental letter, the additional information, any response by the candidate, the signed UCI-AP-50A form, and the Chair’s personal statement (if provided) will be forwarded to the Dean’s Office for review.  The Dean’s response and the additional materials will be forwarded to the Office of Academic Personnel.
Section V
Tentative decision by reviewers prior to the final decision
The tentative decision, when it differs from that of prior levels of review, affords the Department an opportunity to clarify matters, to correct mistakes, or to emphasize overlooked aspects of review.  The tentative decision is sometimes reversed in the review of the response to the tentative decision.  If during the course of the review, a recommendation is made which is different from the department recommendation, a notification will go back to the level of disagreement.
 FORMCHECKBOX 

If the level of disagreement is at the Department level, a memo will be forwarded from the Office of Academic Personnel to the Department (through the Dean’s office) requesting a response to the tentative decision.  

      FORMCHECKBOX 

Additional information may be submitted on behalf of, or, by the candidate.
 FORMCHECKBOX 

The Chair is responsible for ensuring that the candidate is informed of the Department response, including any additional information that is added to the file.
Section V
Tentative decision by reviewers prior to the final decision - Continued
 FORMCHECKBOX 

The candidate shall be afforded the opportunity to make a written response for inclusion in the personnel review file.  This may include updates to the vitae or addendum, submission of publications requested by reviewers, personal statements, etc.
 FORMCHECKBOX 

Obtain a “Certification Statement for Additional Information Added to the Academic Review” (Form UCI-AP-50A) from the candidate indicating the non-confidential materials in the review file have been inspected and all redacted copies of the confidential materials have been provided, if requested by the candidate.
 FORMCHECKBOX 

The Chair may add a personal statement (optional – does not replace required response from the Department or Chair’s response on behalf of the Department)

 FORMCHECKBOX 

The Departmental response, any additional information, any response by the candidate, the signed UCI-AP-50A form and the Chair’s personal statement (if provided) will be forwarded to the Dean’s Office for review.  The Dean’s response and the additional materials will be forwarded to the Office of Academic Personnel.
Section VI 
Preliminary Negative Assessment during a Tenure Review or non-reappointment of an Assistant Professor, Assistant Professor in Residence, or Assistant Professor of Clinical X
 FORMCHECKBOX 

The Dean, Chair, and candidate are notified of the preliminary assessment in writing by the Vice Provost.
 FORMCHECKBOX 

The Dean, Chair, and candidate shall be provided redacted copies of all confidential and non-confidential materials added to the candidate’s review file after the departmental recommendation.
 FORMCHECKBOX 

After receipt of the notice of preliminary assessment, the candidate will have five days to respond to the department and will have the opportunity to provide, in writing, any additional information and documentation. The Chair, after appropriate consultation within the department, shall have the opportunity to respond in writing and to provide additional information and documentation on behalf of the department. In addition, the candidate will have the opportunity to review additional information submitted on his/her behalf by the department.
 FORMCHECKBOX 

The “Certification Statement for Additional Information Added to Academic Review” (Form UCI-AP-50A) must be completed by the candidate for any subsequent additions to their personnel review file (e.g., publications, additional letters of evaluation, responses to tentative decisions by the departments, etc.).
 FORMCHECKBOX 

The Chair may add a personal statement (optional – does not replace required response from the Department or Chair’s response on behalf of the Department)

 FORMCHECKBOX 

The Departmental response, any additional information, the signed UCI-AP-50A form and the Chair’s personal statement (if provided), will be forwarded to the Dean’s Office for review.  The Dean’s response with the materials will be forwarded to the Office of Academic Personnel.
Note: For faculty with split appointments between two departments, the same procedures apply, but both the home and the split School/Department must respond and/or acknowledge the additional information that is provided either by the candidate or Department.
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