
Academic Review for 
Administrative Series titles 

May 26, 2023
Cathryn Lawrence





Vice Provost – Academic Affairs website
https://academicaffairs.ucdavis.edu/



Academic Affairs - Quick Links



APM for all of the UC system



UC Policies governing the titles
UC Davis Policies governing the titles



Academic Personnel Manual – policies 
governing titles and advancement

Title-specific policies:

• Asst/Assoc. University Librarian (APM 365)

• Academic Administrator  (APM 370, UCD-370)

• Academic Coordinator (APM 375)

Review and Advancement policy:

• Summary of the principles, policies, and procedures at UC 
Davis that govern advancement (UCD 220AF)

https://www.ucop.edu/academic-personnel-programs/_files/apm/apm-365.pdf
https://www.ucop.edu/academic-personnel-programs/_files/apm/apm-370.pdf
https://www.ucop.edu/academic-personnel-programs/_files/apm/apm-375.pdf
https://aadocs.ucdavis.edu/policies/apm/ucd-220/ucd-220af-(10-11-05).pdf


Merit and Promotion Criteria
Assistant/Associate University Librarian

I. Administration and/or management of functional area within the library 
(xxx%)

II. Professional Competence, research or scholarly or creative activity (xx%) 
III. University and Public Service (x%)

Academic Administrator
I. Administration/Management of Programs (xxx%)
II. Professional Competence, research or scholarly or creative activity (xx%) 
III. University and Public Service (x%)

Academic Coordinator
I. Coordination of Academic Programs (xxx%)
II. Professional Competence, research or scholarly or creative activity (xx%) 
III. University and Public Service (x%)



The basics of advancement 
• If you are performing well in all expected areas, 

you should be able to advance within your series at 
regular intervals 
• Merit advancements can be considered every  2-

3 years, depending on your title series, exception 
is Asst/Assoc University Librarians

• Promotions (Academic Administrators and Asst 
to Assoc University Librarian typically involve 
longer periods of review

• Your department will be notified when you are 
eligible for merit review, but you should be aware 
of your eligibility, as well.

• … and what is a merit advancement??



The UC Davis Step Plus system 
•You are eligible for merit advancement after 
normative time at your current step (AA, AC)

•Under Step Plus, you may elect to be 
considered for up to 1-step, 1.5-steps or 2-step 
advancement

•If you defer, you are eligible again the next year

•Promotion (AA, Asst/Assoc Univ Librarian) can 
occur prior to normative time, but can only be 
considered for 1 step



The UC Davis Step Plus system 

•“Regular” advancement, for performing 
well in all areas of review, is 1 step

•Under Step Plus:
•Outstanding performance in any one area of 

review qualifies for 1.5-step advancement

•Outstanding performance in two areas of 
review, including your core area, qualifies for 
2.0-step advancement

•Advancement of >2.0 steps can occur, but is 
extremely rare

https://academicaffairs.ucdavis.edu/guidelines-advancement-academic-federation-titles



1. Dean’s office provides Department a list academic appointees 
of their eligibility for merit or promotion

2. Department Chair or PI/faculty member meets with eligible 
appointee to discuss advancement options under Step Plus

3. Academic appointee drafts Candidate’s Statement outlining 
accomplishments and assembles documents for dossier

4. Academic appointee submits Candidate Statement, signed 
position description, and other documents to Dept.

5. Department enters dossier into MyInfoVault (MIV) and 
prepares materials for Peer Review/Voting Committees

Academic review – Candidate/Department



Who decides? 
•Departments have Peer Review/Voting 
Committees that review and recommend

•Campus level AF ASPC review and recommend

•The decision is made by the Dean for most merits

•Some decisions are made by the Vice Provost –
Academic Affairs

•2-Step merits, Above Scale – AA VII, all AC

•2-Step promotions – Academic Administrators

•All actions – Asst/Assoc. University Librarians



Where to find Delegation of Authority



Delegation of Authority



6. Peer Review/Voting Group convenes to review & discuss 
proposed actions. Peer review is a separate step prior to 
the department vote, sometimes the peer and voting 
group are one in the same. 

7. Voting group considers all Step Plus options (no 
advancement, 1, 1.5 and 2.0 steps)

8. Department Chair (or analogous) writes the Department 
Letter which reflects the Department Vote and includes 
the Peer Committee comments. 

9. Department letter added to MIV (system containing your 
dossier).

10. Candidate reviews & electronically signs Candidate 
Disclosure Statement in MIV

Academic review – Department



Peer Review/Voting Group

• A Peer group will review the dossier
• A voting group will be reviewing and voting

on the action
• Their vote and comments are advisory
• Their vote and comments will inform the 

Department letter
• The plans and procedures for Peer review are 

written plans that have been approved by the 
Personnel Committee that reviews each title

• Ask to see your unit’s Peer/Voting Group plan



10. Redelegated actions
a. Department submits dossier in MIV to the Dean’s Office to 

review for adherence to policy
b. Dean’s Office sends dossier in MIV to Academic Federation 

review committee.
c. ASPC reviews and recommends.
d. Dean makes final decision.

11. Non-redelegated actions 
a. Dean writes recommendation letter
b. Dean’s office submits dossier in MIV to VP-AA office for 

routing to Academic Federation review committee. 
c. ASPC reviews and recommends.
d. Vice Provost makes final decision.

Academic review – after the Department



Academic Personnel Review

• One of the most important ways you can plan 
for your advancement is to regularly
document your roles, contributions, and 
fulfillment of expectations to a research 
enterprise

• Regardless of what Academic Federation title 
you hold, there are ways of effectively 
recording and communicating your 
accomplishments to your peers



MyInfoVault (MIV) is the 
electronic dossier

• Typically, candidates will enter their own 
information… keep it current!

• Some units will provide assistance
• There are User Guides for Academics:

https://academicaffairs.ucdavis.edu/miv-
training-resources

• There is online assistance help button and 
Help Desk: miv-help@ucdavis.edu

https://academicaffairs.ucdavis.edu/miv-training-resources
https://academicaffairs.ucdavis.edu/miv-training-resources
mailto:miv-help@ucdavis.edu




Where to find MIV?











Candidate’s Statement

• Your opportunity to educate your 
department and peer voting group about 
your contributions

• Not everyone will understand the 
expectations of your title, therefore …
• Make sure that your position description is 

current and includes all the expectations of 
your title. 

• Refer to these expectations in your 
candidate statement!



Candidate’s Statement
• A Candidate’s Statement accomplishes what a dossier 

can’t:
• It should be a guide to what is in the dossier 

without repeating it
• It should be analytical:

• What are your professional accomplishments?
• Why are your contributions important?
• What impact did your contributions have?

• Use it as an opportunity to educate those voting 
on your action



The Dossier: 
What makes a one strong? 

• Effective use of MIV to document all your relevant 
activities

• Talk to your supervisor or PI so you both have a 
mutual understanding of what your contributions 
are

• It is very important to your career to ensure that 
you get credit and recognition for your 
contributions 



Seeking Advice

• As academic employees of the University, 
you have the right to be mentored to help you 
be successful

• Seek help, and network with others in your 
AF series, as well as with Academic Senate 
members

• You have the right to be recognized for your 
work, so make sure that your department 
understands the research role you play and 
the contributions you make to its success



Cathryn Lawrence
AF Assistant to Vice Provost – Academic Affairs
clawrence@ucdavis.edu
530-752-4827

Questions?



Where else can I find information? FAQ pages



Q. Who decides how many steps the candidate will advance?
 All merits and promotions at normative time will be considered for 

advancement in step at each review by the Department. Following 
review, the Department will vote on whether a 1.0, 1.5 or 2.0 step 
advancement will be recommended.

Q. What is the role of the AF member in terms of their willingness 
to self-promote or their tolerance for risk?

 The department voters will have access to the record, including the 
candidate’s statement, in which the candidate can make his or her 
case for an action felt to be deserved, however, this is not 
encouraged. However, this request per se does not affect either the 
Action Form or Delegation of Authority.

 Q. Does the candidate choose in advance what the voting group 
will vote on in the department?

 No, we recommend that each department adopt a ballot for merits  
and normative time promotions that captures all options under Step 
Plus (2.0-step advancement, 1.5-step advancement, 1.0-step 
advancement, or no advancement). If a selection is made for a 
higher step (e.g. 1.5) , it is assumed all lower options are also 
supported (e.g. 1.0).

FAQ - 1



Q. What is the Notification of advancement eligibility for an 
Academic Federation member (Appendix A)?

 This form is used in Step Plus advancement for some AF titles 
supported by extramural funds. It was designed to help the PI, 
Candidate and Department manage Step Plus advancement when 
funds may be limited.

 The form is not provided to department reviewers.
 The form asks for a good faith estimate of funds from the PI.
 The form asks the candidate to make a selection for the 

advancement they will accept, acknowledging that if there are not 
funds to support the salary either the duration of appointment or 
percent effort, or both, may be reduced.

 The department votes on all Step Plus advancement options, and the 
voting results are included in the department letter. However, if the 
candidate elected to pursue only 1.0 step on the notification of 
eligibility, the department recommendation must be for 1.0 step 
only. The department letter should also explain that the 1.0 step 
recommendation is driven by the candidate’s selection on the 
Notification form, due to funding availability. 

FAQ - 2
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