Step Three
Senior Status

APPLICATION AND REVIEW ANNUAL TIMELINE

	Spring- September 
	Candidates may begin working on draft Application, with input from supervisor and peer(s) as appropriate.

	

	July 1
	Candidate submits Letter of Intent to apply to appropriate Institute Director and, for off-campus staff, District Coordinator (copy to Human Resources at axtelln@msu.edu).  For the 2010 process, candidates should also copy his/her current regional director.

Names and contact information of six potential assessors must be included with letter of intent

	

	July
	Peer Review Committee member’s election process (facilitated by Associate Director of Operations) 

	

	
	Announce Committee members

	

	July
	As a group, Institute Directors will review potential assessor list to avoid duplicative requests and ensure that assessors are not overtaxed with requests

	

	
	Contact is made with candidates to solidify potential seminar dates (Director’s Office)

	

	August 15
	Human Resources sends letters to potential assessors to ascertain their willingness to participate as an assessor in October timeframe

	

	October 1
	Candidate submits Step Three portfolio, electronically 
(Submission instructions are in the Administrative Handbook)

	

	October 7
	Human Resources sends reminder notice to all assessors

	

	October 7
	Charge to Peer Review Committee by Associate Director 

	

	
	Final seminar dates provided to applicants (Director’s Office)

	

	September 1 – October 31
	Institute Directors and Assessors review portfolios and complete electronic assessment form.

	

	November 
	All candidates present Adobe Connect seminar presentations

	
	

	November 30
	Peer Review Committee members complete portfolio assessments, in preparation of Committee meeting.
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	December
	Peer Review Committee completes assessments and meets to discuss portfolios, seminars and outcome

	

	January 15
	Peer Review Recommendations submitted to Director’s Office

	

	March 1
	Candidates are notified of outcome 



