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General Guidelines

The Personnel Committee is a standing committee of the UC Cooperative Extension Academic Assembly. The committee provides channels of communication between administration and members of the Assembly on academic personnel matters. It reports to the Assembly and its members through the Academic Assembly Council (MC) and serves as the AC liaison with administration and the Program Council. Personnel Committee members serve 3-year terms.

The Personnel Committee serves as a clearinghouse for the advancement review process and ensures equity in the process. It nominates ad hoc review committees for promotions, accelerations mid-rank reviews and provides training for ad hoc committee chairs. The Committee also reviews ad hoc reports after the ad hoc committees have completed their reviews of the candidates' program dossiers.

All business conducted by the committee is CONFIDENTIAL unless specifically stated otherwise.

Members should plan to attend all meetings unless there is a personal emergency (death in the family, illness). Active participation in meetings is an important part of committee service because each member of the committee brings special expertise based on programmatic activity and regional representation in the state.  

The Personnel Committee helps organize and conduct regional Program Review (PR) dossier workshops each fall. Members should actively cooperate with Regional Directors (RD) to help organize and conduct regional PR workshops.

Member  Responsibilities

Chair

1. Prepares agenda for regular meetings and conducts meetings.

2. Communicates with Personnel Analyst's Office in Oakland to organize meeting location, meals and attendance by other parties (M office, Program Council, etc).

3. Makes sub-committee assignments as needed to execute Committee business.

4. Coordinates replacement of committee members as needed with MC Rules & Elections Committee

5. Prepares written committee activity reports for meetings. Reviews and edits Personnel Committee report as it appears in the MC minutes

6. Serves as active member of Assembly Council, attends and participates in meetings and reports on Personnel Committee activities

7. Communicates with Program Council and RD's during spring PR review meeting.

8. Provides copies of correspondence to and communicates with Academic Assembly and chair-elect to keep informed about chair activities

9. Correspond with and prepare agenda for spring meeting with RD's

Chair Elect
1. Organizes Ad-hoc Chair Training in January. 

· Plans and conducts training

· Invites speakers

· Makes location and meal arrangements in coordination with Personnel Analyst's Office.

· Prepares and evaluates chair survey following training (may be assigned)

2. Participates in Program Council meeting with chair

· Oakland in May

· Review ad-hoc process and survey results with Program Council

· Discuss possible items for spring meeting with Program Council


3. Attend Academic Assembly meetings if chair cannot attend

Secretary
1. Takes minutes at all meetings, prepares minutes in draft form and submits to committee by mail within 2 weeks of last meeting. (Especially important to record Committee decisions and action items.

2. Makes corrections to minutes as noted in subsequent meeting.

3. Maintains CONFIDENTIAL file of approved minutes and other relevant PC materials.

4. Passes along materials to next secretary when assignment is complete. 

General Members 

1. Attend and actively participate in all committee meetings.

2. Accept assignments to sub-committees as appointed by the Chair.


3. Be willing and able to take on executive responsibilities (Chair, Chair-Elect, Secretary) as members gain seniority on the Committee.

For further information about the Academic Assembly Personnel Committee, please refer to the Academic Assembly By-laws.

Working Calendar

Fall Meeting (October in Oakland)

· Orientation of new committee members

· Selection of ad-hoc committees and committee chairs for advisor promotions and accelerations. 
· Work with Personnel Analyst's Office

· Need expertise of all Personnel Committee members for collective knowledge of programs and regions

Winter Meeting and Ad-hoc Chair Training (January in Davis or other location)

· Training of ad-hoc Committee Chairs

· Any Personnel Committee member up for promotion can NOT attend/participate in training meeting but is expected to attend normal committee activities

· Consider membership for next year's committee

Spring Meeting (April in Oakland)

· Review Ad-hoc committee reports and secure cooperation of chairs in making ad hoc report changes if needed

Program Council meeting (Oakland in May)

Chair and Chair-elect only (may be done by conference call)

· Review Ad-hoc process and survey results with Program Council

· Discuss possible agenda items for summer meeting with Program Council

Summer Meeting (June in Davis)

· Meet with Program Council

· Review current salary action cycle

· Discuss personnel issues as needed with Program Council
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