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Introduction
This CCAPA Policy and Procedures Guide for the AICP College of Fellows Nomination Process set forth below is adopted by and may be amended at any time, as needed, by the Executive Board of the California Chapter of the American Planning Association.  
The CCAPA Vice President of Professional Development is responsible for coordination and management of the California Chapter’s AICP College of Fellows Nomination Process.
The American Institute of Certified Planners (AICP) appoints new members to the College of Fellows every two years on the even numbered years.  On odd numbered years (or as otherwise modified by AICP), AICP provides a current eligibility list of California Chapter members to the CCAPA Vice-President of Professional Development.  Eligibility requires active membership in APA and AICP for a minimum of 15 years.  
NOMINATION PROCESS AND PROCEDURES

The CCAPA Vice President of Professional Development shall transmit copies of the eligibility list to the CCAPA Executive Board and to the Section Executive Boards.  CCAPA members shall be notified electronically regarding the application process, eligibility requirements and the deadlines for submitting nomination requests.  The same information shall be provided on the CCAPA web-site and if feasible in the newsletter.
The CCAPA Executive Board shall appoint the members of the FAICP Nomination Committee at its first meeting of the year the nomination process begins.  The FAICP Nomination Committee shall be comprised of the following members:

FAICP Nomination Committee

CCAPA President

CCAPA Vice President of Professional Development

CCAPA Past President

CPF President

One CCAPA Section President 
CCAPA FAICP member

Geographic representation from all areas of California should be considered in the selection of the CCAPA Section President and the CCAPA FAICP member.

Criteria For Selection
The FAICP Nomination Committee submits its recommendations to the voting members of the CCAPA Executive Board based upon the following criteria:

1.  All individuals that are recommended are eligible AICP members from the “2006 College of Fellows Eligibility List” provided by APA (an active member of AICP with a minimum of 15 years as AICP). 

2.  These individuals are either nominated by the CCAPA Section Executive Boards or have been submitted for consideration by an active CCAPA member.
3.  There is sufficient information and evidence to determine that the Section recommended candidates have a broad range of qualifications (multi-faceted) with sufficient depth in one of the four categories to be a strong contender for selection from a national perspective.  The four categories are Professional Practice, Teaching and Mentoring, Research and Public/Community Service and Leadership.  

4.  The FAICP Nomination Committee should consider selecting candidates that represent all four nomination categories to the extent possible.

5. In consideration of the importance of the transparency and unbiased nature of the nomination process for the benefit of the entire CCAPA membership, voting members of the CCAPA Executive Board may not be nominated while they hold a position as an elected or voting member of the CCAPA Executive Board since they can vote for themselves.  These individuals may be nominated once they are no longer holding a position as an elected or voting member of the CCAPA Executive Board.
Review Process for Selection of Nominees
CCAPA’s process to select nominees to the AICP College of Fellows has three steps.

First, the Executive Board of each Section shall convene to review the eligibility list for their respective Section, review the FAICP selection criteria, and make recommendations of candidates to the FAICP Nomination Committee.  The recommendations must include the candidate’s contact information (name, address, phone number, fax number, email address, current position/employer information), the category under which they are making the recommendation, and a brief summary of their qualifications for nomination in the opinion of the Section Executive Board.

Next, the FAICP Nomination Committee shall convene to review the eligibility list; review the recommendations from each of the Sections and any nominees recommended by an active CCAPA member; review the FAICP selection criteria, and make recommendations to the CCAPA Executive Board that include all of the information provided by the Sections and any additional facts considered by the FAICP Nomination Committee in their review process.  The recommendation shall include the name of the nominee, the category in which they are being recommended for nomination, and a summary statement of their qualifications for nomination.  
Finally, the CCAPA Executive Board shall review the materials and make their decision then vote to select the California Chapter nominees and to recommend their respective nomination category at their second regularly scheduled Board meeting of the year to be held no later than the end of June.  Alternatively the CCAPA Executive Board may vote by electronic ballot if agreed upon with the mutual consent of the Board members.  The CCAPA Executive Board shall select the nominee
Once approved by the CCAPA Executive Board, the CCAPA Vice President of Professional Development shall notify the selected nominees and the CCAPA Executive Board’s recommendation for nomination category.  The nominee must consent to being nominated and agree with the nomination category that has been chosen.

Nomination Application Preparation

The CCAPA Vice President of Professional Development shall coordinate the nomination application preparation and submittal process.  The CCAPA Vice President of Professional Development will be provided copies of all documents.

Nomination packages will be prepared primarily by the nominee.  A member of the Section Board, the CCAPA Vice President of Professional Development and a FAICP Nomination Committee Member will act collaboratively as liaisons to oversee the nomination preparation and review the nomination package for its completeness and adequacy for submittal in terms of required materials and addressing the required criteria.  The CCAPA Vice President of Professional Development shall select a FAICP Nomination Committee Liaison for each nominee.  
The nominee in conjunction with the Section Board member will be responsible for developing a list of individuals who could provide letters of support for Fellow nominees.  The Section Board member and the FAICP Nomination Committee Liaison will be responsible for contacting and obtaining letters of support both in hard copy and electronic format.  

The nominee will be responsible for preparing the annotated resume, the one page summary, and the 50-word summary statement and submitting it to the CCAPA Vice President of Professional Development, the Section Board member, and the FAICP Nomination Committee Liaison for review and comment.  Once it is in final form the documents shall be submitted both electronically and in hard copy to the CCAPA Vice President of Professional Development.
A letter of support signed by the Chapter President, Chapter Professional Development Officer, or FAICP Nominations Committee Member must also be prepared by the CCAPA Vice President of Professional Development or the FAICP Nomination Committee Liaison.  It should be noted that current members of the FAICP Selection Committee and current APA and AICP staff cannot nominate or write letters of reference for Fellow nominees.

The CCAPA Vice President of Professional Development or designee (Section Board member of FAICP Nomination Committee Liaison) shall be responsible for the preparation of the application form (with signature by the CCAPA Vice President of Professional Development or CCAPA President).

The Section Board will be responsible for paying the filing fee for the nominee.  

The Section Board and FAICP Nomination Committee Liaison will assist the CCAPA Vice President of Professional Development in duplicating and packaging the submittal materials as needed. 

The CCAPA Vice President of Professional Development shall be responsible for ensuring the timely submittal of all nomination applications.

Schedule

CCAPA Executive Board appoints FAICP Nomination Committee
Jan./Mid February
Section Recommendations






Mid March
Sub-Committee Recommendations to California Chapter Board

End of May
California Chapter Executive Board Vote-Executive Board Meeting
Early June
Notify Nominees







Mid June
Nomination Package Preparation





June-October

Develop List and Contact Individuals for Letters of Support

July 1st

Prepare Application Forms





July 15th

Review, Revise & Obtain Signatures for Application Forms

August 1st


Complete First Draft of Annotated Resume, One Page 

      Summary & 50-word Summary Statement


August 1st


Review and Comment Period of 1st Draft



September 1st

Receive Letters of Support





September 1st


Prepare Chapter Letter of Support




September 15th

Complete Second Draft of Annotated Resume, One Page



      Summary & 50-word Summary Statement


September 15th

Review, Revise & Obtain Signatures for Chapter Letter

      Of Support 






October 1st


Review and Comment Period of 2nd Draft



October 1st

Issue Checks







October 1st

Complete Final Revisions to Annotated Resume, One Page



      Summary & 50-word Summary Statement


October 8th


Duplicate and Package Nomination Materials 


October 22nd


Mail Nomination Packages





October 22nd

Nomination Package Submittal Deadline



November 1st
Documentation

The CCAPA Vice President of Professional Development shall develop and maintain an ongoing eligibility list of California Chapter AICP members approved for nomination by the California Chapter Executive Board.  Supporting information regarding the experience, qualifications and areas of expertise of the approved nominees shall be maintained with the approved list.  Additionally, the CCAPA Vice President of Professional Development shall maintain records of all past and current nominated and selected members of the California Chapter, sample nomination submittal packages, eligibility lists, AICP nomination process information, and any feedback provided by AICP regarding the nomination process.
P:PBS\CCAPA\FAICP\Attach J-1A-CCAPANominationPolicyProceduresFAICPBdMtg3307
PAGE  
4

