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  Powerpoint (2011) will be posted on e-LHS 
 
  You can email Catherine or John with questions if 

they come up later OR make an appointment with 
one of us for an individual follow-up session 
  chalver@berkeley.edu  
  john_howarth@berkeley.edu 

 



Topics 
  Series: Specialist vs. Coordinator 
  Rank vs step 
  Reappointment/merit/promotion 
  Time (normal period of service) at step 
  Benchmarks and “popups” 
  Preparing your case 
  Review of your case 
  After review 



Academic Personnel 
  UCOP Academic Personnel Site 

  Policies: Academic Personnel Manual 
  Salary Scales 
  http://www.ucop.edu/acadadv/acadpers/

welcome.html 



Academic Positions 
  Two academic series at LHS 

  Coordinator of Public Programs 
  CPP series has eight ranks: CPP I through CPP VIII 
  Each rank is divided into four steps, 1 through 4 

  Specialists  
  Series has four ranks: Junior - Assistant - Associate - 

Specialist 
  Each rank is divided into up to 5 steps, I through V 

  At first glance, they may seem similar at LHS, but there are 
differences that you will see when we look at the benchmarks 



Reappointment 
  Extends your appointment at your current 

rank and step for an additional period of 
time  



Merits and promotions 
  A merit increase is an increase in step at the same rank. 
  A promotion is a jump to a higher rank. 
  Merits and promotions depend on both: 

  Quality of accomplishments 
  Level of job duties and responsibilities 

  Promotions in particular require evidence of an increased 
level of responsibility in addition to meritorious 
performance. 

  Each series has recommended minimum periods at each 
step/rank. 



Merits and promotions 
  Specialists 

  A merit increase is an increase in step 
   from I to V 

  A promotion is an increase in rank from Junior, 
Assistant, or Associate Specialist to the next 
highest rank. For example, Assistant to Associate 
Specialist. 



Merits and promotions 
  Specialists’ salary scales 
  http://www.ucop.edu/acadadv/acadpers/tab0708/

tabcont.html 
  Click on Table 24 
  Increases take place in April and/or October (if at 

all) 
  The last increase was October 01, 2011! 





Merits and promotions 
Coordinators 
  A merit increase is an increase in step 

from 1 to 4 
  A promotion is an increase in rank from I 

to VIII 



Merits and promotions 
  Coordinators’ salary scale 
  http://www.ucop.edu/acadadv/acadpers/tab0708/

tabcont.html 
  Click on Table 30 
  Increases (if any) take place in April and/or 

October 
  Oct 1, 2011 was the last increase 





 
CPP Time at Step/Rank Summary  
 
  Coordinators of Public Programs I & II 

  Normal (Minimum) Period at Step in Rank - 1 year 
  1 Step Equals Normal Increase 

  Coordinators of Public Programs III & IV 
  Normal (Minimum) Period at Step in Rank - 2 years 
  Up to 2 Steps Equals Normal Increase 

  Coordinators of Public Programs V & VI 
  Normal (Minimum) Period at Step in Rank - 3 years 
  Up to 3 Steps Equals Normal Increase 

  Coordinators of Public Programs VII, VIII 
  Normal (Minimum) Period at Step in Rank - Indefinite 



Academic Benchmarks and Popups 
  Specialists first 







Academic Benchmarks and Popups 
  Now Coordinators 









Preparing your case documents 
  You must prepare each of the following  

  Job Card 
  APP (Accomplishments During Performance Period) 
  CV 

  If, after reviewing your case, your supervisor plans to 
recommend a merit or promotion, you will need to 
update your Academic Bio 

  Depending on level and possible promotion, you may 
need to provide additional documentation and suggest 
names of outside references 

  We will again be using Base Camp 
 



The process with your supervisor 
  Prepare your case and deliver it to your supervisor 
  Meet with your supervisor to discuss your case and his/her 

recommendation 
  Revise case documents as needed and submit on 

Basecamp 
  The case is reviewed by your supervisor, who writes a 

memo containing the recommendation and provides you 
with a copy 

  Optional: Meet with your supervisor for counseling in 
preparation for upcoming year 



The process: Review of your case 
 
  Your Center Director reviews the supervisor’s memo and your 

case documents and presents the case to the Director and 
members of the Leadership Team + JH & CH. 

  The evidence presented in the case is discussed by the group 
and the Director makes a decision and prepares her final 
recommendation. 

  Cases are submitted to Academic Personnel on campus. 
  Optional: After hearing of the decision from campus, meet with 

your supervisor for counseling in preparation for upcoming year 



Preparing your case 
  Job card 

  Review what you do and revise your job card, if 
necessary. 

  If your job card has changed significantly, 
discuss the changes in your APP. 

  This is important, as you are evaluated based on 
your duties as described on the job card. 

 



Preparing your case 

  Accomplishments during performance period 
(APP) 
  Be very specific in describing in a narrative form what you 

have accomplished in the previous year (or period of 
years if you are up for a merit increase or promotion) 

  Who is your audience? 
  Your supervisor, your Center Director, the Leadership Team 

+ JH & CH, the Director, and ultimately Academic Personnel 
on Campus 



APP 
  Ways to organize your APP 

  Based on your job card 
  Based on your projects 
  Based on the criteria for your series 
  Whichever of the above you choose, consider including 

evidence related to the LHS performance standards/core 
values (next slide) 

  How long should it be? It depends on. . . 
  The nature of your job and how many different things you do 
  The level of your job and the length of time you have been in it 
  The period of time covered 
  Whatever it takes to clearly build your case 



Core values, performance 
standards 
 
  http://www.lawrencehallofscience.org/staff/ 







Making your strongest case 
  Be as strong as you can in discussing your 

accomplishments, as long as you are accurate. 
Would your co-workers agree with your 
description? 
  With minimal advice from my supervisor, I. . . 
  I was on a team that. . . My specific contributions 

were_____ 
  I worked with XXX to ___ 
  I had full responsibility for ____ 
  I led the team that ______ 



Timelines 
  Coordinators 

  Submit draft case by November 8 & meet with 
supervisor to discuss level of advancement 

  Submit Case by Nov 30 
  Supervisor prepares case by December  14 

  Specialists 
  Submit draft case by December 14 & meet with 

supervisor to discuss level of advancement 
  Submit Case by January 4 
  Supervisor prepares case by January 18 



Planning your career 
  This process can be very helpful to you as 

you engage in long-term planning about 
your own career. 

  Opportunity to discuss with your supervisor 
and consider options. 

  Opportunity to let the LHS leadership know 
what you have accomplished. 



What about ExPTRs? 
  Do I need to complete a case? 
  Does the time on an ExPTR count towards 

the time at a step? 



Need more input? 
  Email any questions 
  Sign up for an individual appointment with 

Catherine or John to discuss your case  
  Coordinators: early November 
  Specialists: early December 
  QUESTIONS? 



This presentation will be repeated 
 

October 11 
  

2 PM 


