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Step Three Status in MSU Extension

Step Three status within Michigan State University Extension is a peer review process that recognizes excellence in Extension education throughout one’s career. It is available by application to all Extension academic personnel who have achieved Step II status.

There is no organizational expectation that staff members will apply for Step Three status at any given time. Though a suggested minimum expectation is specified in this document, an applicant may choose to apply earlier or later than indicated, or not at all.

The process of applying for Step Three promotion is completely voluntary and applications are self-initiated. 

Achieving Step Three status provides no additional assurances or alters in any manner conditions of employment beyond the terms and conditions of the respective applicant’s current Continuing Employment or Fixed-Term employment status.

The purpose of this document is to specify the eligibility, application, and selection processes for Step Three promotion, along with the rewards and recognition available to successful applicants. 

Eligibility

The following criteria are required of all successful applicants for Step Three status:

· Must have achieved Step II Status and have an academic appointment of 50% or more full time equivalent (FTE).

· Master’s degree is not required as long as all other eligibility and selection criteria are met.

Individuals successful in Step Three who have an administrative title will carry two titles. The base appointment title will be the appropriate academic title (e.g. Senior Extension Educator or Senior Extension Specialist), and the second title will be the administrative title (e.g. District Coordinator or Institute Director).  

· Generally, there is an expectation of a minimum of six years of service beyond achieving Step II. In extraordinary cases, an applicant may feel deserving of this status fewer than six years after achieving Step II. Applicants may submit earlier than six years while recognizing that this is not the norm.

· Evidence of good standing in the organization as reflected by performance evaluations. Consistency of good standing will be demonstrated by annual performance ratings that met or exceeded expectations, consistently since achieving Step II status.

· Application must be approved by the Institute Director and, for off-campus staff, the appropriate District Coordinator.



Selection Criteria
The following are criteria used to evaluate the Step Three applications:

1.	Consistent evidence of excellence in scholarship.  Creating something new and valuable (that is, makes a contribution) in a disciplinary, professional, multidisciplinary, or interdisciplinary field; having the work validated as such by peers; and, making the work “public,” that is, is available in an academically legitimate location for use in teaching, research, or Extension-outreach-engagement work.

This could be reflected in the following ways:
-	Invited reviewer of publications, grants, etc. 
-	State/national/international reputation as expert in area of responsibility
- 	Collaborative efforts (affiliate status in MSU department, publications, task force membership, innovative programming efforts, etc.)
-	Evaluation efforts: formal evaluations, sustained programs
- 	Resource development efforts
· Successful grantsmanship
· Curriculum development
-	Teaching effectiveness
· Utilization of appropriate educational methods
· Involvement in research efforts
· Other

2.	Consistent evidence of excellence in professional leadership
This could be reflected in the following ways:
-	Evidence of leadership within Extension role 
- 	Organizational leadership roles beyond job responsibilities (mentor, trainer, committee leader, area of expertise team chair, etc.)
- 	Significant participation in area of expertise team 
-	Community leadership roles
- 	Other

3. 	Evidence of continued professional growth and development
This could be reflected in the following ways: 
· Continued development in Core Competencies and subject matter area
· On-going participation in professional development opportunities within and outside of MSUE
· Active participation in relevant professional organizations
· Participation in Area of Expertise Team opportunities
· Achievement of Affiliate Status in an MSU Department 
· Evidence of innovation and creativity relative to professional development
· Other

4.	Evidence of meaningful impact. Meaningful impact is defined as evidence of contribution to transformational change in the communities or clientele served.

This could be reflected in the following ways:
· Documentation of broad, consistent, sustainable program excellence over time.
· Results of formal evaluation efforts (quantitative and/or qualitative)
· Tangible evidence of adoption or application of  knowledge by targeted audiences 
· Other



5.	Evidence of Excellence in Diversity, Outreach and Engagement Efforts, which will include evidence of intentional and deliberate efforts to reach all underserved audiences.

This could be reflected in the following ways: 
· Teaching or training of others related to issues of diversity and outreach
· Development of directed program or curricula that addresses identified needs of diverse audiences
· Significant integration of diverse audience throughout Extension efforts 
· Demonstrated interest and participation in strengthening professional competence in diversity and civil rights compliance through a variety of professional development endeavors.
· Evidence of leadership through proactive efforts to support the development of others through coaching, mentoring, and teaching.
· Evidence of intentional efforts toward diversity and integrated participation that substantially reflects the community demographic in both program advisory structures and core program delivery. 
· Other

Application Process

1. Applicant’s submission of “letter of intent” no later than July 1.  Prior to submitting the letter of intent, applicants should discuss their intent with the Institute Director.

The letter of intent must be submitted by July 1st to the Institute Director and, for off-campus staff, the District Coordinator, with a copy to Human Resources at axtelln@msu.edu.  

Included with the letter of intent should be the names and contact information of six potential assessors from a higher education institution, at least three of which are from a higher institution from other state(s).  The information for potential reviewers/assessors should include:  

	Name, Title, Telephone Number, Email and Regular Mail Address

2. A complete portfolio submitted by October 1, which will consist of a single pdf document containing all five of the components in the Step Three template, as follows:

a. Applicants’ written responses to each of the selection criteria in the Step Three template format. 

b. Support materials relevant to the written application (maximum of 4 items per educational program). These may include samples of evaluations and their analyses, logic models developed by applicant, table of content or selections from publications (including hard copies of Internet-based materials), curricula developed, certificates, reports, white papers, agendas, and programs.  All materials included should demonstrate the criteria for Step Three promotion and relationship to the application.

3. Seminar presentation topic will be expected at the time of portfolio submission, along with a brief (2-3 sentence) description of the topic.  The seminar should be targeted to Extension educator colleagues and the topic should be a teaching segment focused on an area of your expertise, related to your position. The presentation should be similar to what you might present at one of your professional conferences.  The presentation is to be 20 minutes with 10 minutes for questions.  Be selective regarding the breadth of the topic with regard to what aspect can be taught in a twenty-minute time frame.  Submit a 2-3 sentence summary that describes your presentation and would entice others to participate in your presentation.  (See additional information on page 12.)

Application Content and Description
Step Three: Senior Rank

General Directions:  

Portfolio
Please use font no smaller than 10 point for portfolio. 

Submit each of the following sections, together, as one pdf document with the support materials scanned and included immediately following the program that they are supporting.  


	
I.  Candidate and Position Information
     (Maximum 3 pages)




•	Educator Information – Include name, current rank, date of hire, date of receipt of Step II, education (degrees, major, year and institution)

•	Position Description – Reflect the essence of the candidate’s responsibilities.
· Describe the geographic areas served
· Describe division of position responsibilities using percentages
· Describe demographics of the population served
· List your major program initiatives
· CED Only – Describe the number and types of staff supervised, changes in staffing, stakeholder responsibilities and input
· CEDs should include the percentage of time allocated to program and administrative duties 
· Describe any changes in the position since achieving Step II

•	Professional Development – Summarize professional development opportunities in support of your program or administrative responsibilities since Step II.
	○	Advanced degrees attained or credit course work completed.
	○	Non-degree/credit professional development (extension in-service, non-extension trainings, leadership/management training, etc)

•	Honors and Awards – Briefly summarize organization and peer recognition.


	
II.  Extension Education and Programs
     (Submit 3-5 Programs. Maximum 3 page narrative/outline per program.  
     Maximum 4 items of support materials per program.)




Note:  The focus of the items in this section should be based upon your most recent work, but especially that within the last six years.

•	Extension Education Program Title-Organize materials by programs not separate events and activities.  Major programs should correspond with candidates’ responsibilities and should focus on those since Step II.
•	Program Objectives (stated in terms of client expectations)
	○	Clientele directed objectives
•	Program Impact
	○	Report results of clientele change (use Logic Model Outcomes), include evidence of innovative program planning and depth of coverage
•	Candidate Role (describe the role of educator) – Include all applicable about the following roles performed:
	○	Supervisor – program staff or volunteers
	○	Teacher – direct program delivery
	○	Team Member – candidate’s role
	○	Researcher – candidate’s role in project
	○	Facilitator – candidate’s role in obtaining financial support, team development, community collaboration
•	Needs Assessment
	○	Process for identifying need and acquiring stakeholder input
•	Teaching & Research – Method(s) of Program Delivery
	○	Teaching Media and Format – workshop, self-study, demonstration, field trial, distance education, on-line courses, etc.
	○	Applied Research – procedure
	○	Marketing strategy – incorporate outreach to diverse audiences
	○	Adaptation implemented to reach diverse audiences – translation, sign language, etc.
•	Creative Accomplishments
	○	Collaborations/Partnerships – include scope (local, regional, multi state, national, international)
	○	Secured Resources – grants, contracts, in-kind contributions from organizations, cost recovery, endowment, gifts, other
	○	Presentations – sharing of program or research findings with peers on a region, state, multi-state, and/or national level
	○	Extension and/or Scholarly Publications – title, individual/team, contribution of candidate

•	Methods of Evaluation for Program Impact
	○	Evaluation type, instrument, and candidate’s role in evaluation
•	Volunteer/Stakeholder Role and Responsibility
	○	Describe volunteer role in program planning, implementation, and evaluation
•	Support Materials
	○	Maximum of 4 items.

The purpose of the support materials is to help illustrate the work described in the Education and Programs in this section.  Support materials are not about quantity but rather a selected variety of items that demonstrate your skills in program planning, implementation and evaluation.  Do not include entire publications.  Feel free to highlight segments of support materials that are particularly relevant to your role or impact.

	Types of Support materials to consider including:
· Evaluation forms with compiled information, demonstrating your skills in evaluation.
· Summarized program evaluation form
· Summarized participants’ comments regarding a particular program
· Candidate developed educational materials (may include outline of educational presentation, fact sheets, selected portions of publications, educational handouts, PowerPoint handout or a listing of these and the URL).
· Pertinent information on the program (may include marketing brochures, news releases etc)
· Significant items that relate directly to the educational program conducted by the candidate and developed by the candidate.
	
	Do NOT include:
· Personal letters from clientele thanking you for the program or recommending you for promotion
· Master’s or doctoral thesis (Executive Summary acceptable)


	

III.  Extension Administrative Responsibilities




District Coordinators or Institute Directors (and former CEDs, RDS, Coordinators  - Extension Educators with administrative assignment) who are candidates for Step Three should complete this section.

•	Describe major administrative goals of the candidate since Step II. Each goal should coincide with the candidate’s administrative responsibilities in the following areas:
	○	Policies and Procedure
	○	Program Development and Management
	○	Fiscal Management
	○	Human Resource Management
	○	Office and Facility Management
	○	Relationship and Liaisons

•	For each major administrative goal, provide a 1 to 2 page narrative/outline that presents the following:
	○	Title of Administrative Goal
	○	Administrative Objectives
	○	Administrative Impact
	○	Administrative Role
	○	Leadership and Management Role
	○	Creative Accomplishments
		▪	Collaborations and partnerships developed-include scope (local, regional, multi state, national, international)
		▪	Secured Resources (in kind contributions, cost recover, enhanced program sustainability, grants and contracts, endowment, gifts, other)
		▪	Peer Presentations-sharing of program or research findings with peers

•	Support Materials (same guidelines as previous)
	


	
IV.   Service
        (Maximum of 2 pages)




•	Service to the Organization – to be organized by county, regional, state, interstate, national service
	Examples:
	○	service on educational program planning committees (curriculum committees, Area of Expertise teams, regional educational program teams)
	○	service in support of  the College and Cooperative Extension organization. (Advisory Committee, working with local Extension Council)

•	Service to the Local Community as a representative of the University (not to be confused with other community volunteer roles you might take on such as church or local civic organizations)
	Examples:
	○	services on local advisory committees, business and industry groups, government agencies and task forces (not led by the local extension program) which benefit from the educator’s expertise (in both subject matter and organizational leadership abilities)

•	Service to the Profession
	○	involvement with professional associations
	○	involvement in planning professional development opportunities (association conferences, in –service opportunities, etc.)
	○	mentoring of new staff (helping to establish sound working practices for effective extension educators)
	○	supervising of program interns


	
V. Critical Reflection





Critical Reflection

A personal reflection written in essay format, about the candidate’s accomplishments over the reporting period (3 page maximum)

The Critical Reflection Essay holds a unique position in the candidate’s Portfolio.  The Portfolio will be read and discussed by reviewers. Consequently, the Essay should not be a summary of evidence presented in the Portfolio. Instead, the Essay should provide insight into the candidate’s reflection and understanding of his/her professional pursuits. 

The Essay should (a) convey the candidate’s vision of herself/himself as a maturing professional in Extension including one’s scholarly niche; (b) communicate the contributions made during the reporting period in advancing toward that vision; and (c) show development/evolution of the candidate’s work and scholarship and demonstrate integration of research and extension. 


Portfolio Review and Assessment

1.	The Institute Director or Associate Director (for director’s staff) is responsible for ensuring assessments are provided for all candidates applying for Step Three status.

2.	Names and contact information of six (6) potential assessors will be supplied by the candidate – at the time s/he submits a Letter of Intent – and approved by the Institute Director, or Associate Director, depending upon the candidate’s reporting line. 

		The Institute Directors, in concert with the Associate Directors, will consider the list provided by the candidate and may add additional potential assessors to develop the final list of four assessors to be contacted. Assessments should be obtained from diverse sources and include two external assessors (outside of Michigan State University) and two from state level faculty.  Assessors will be asked to describe the nature of their association with the candidate. Assessors should be individuals who are of higher rank than the candidate, from an appropriate education oriented professional position, and one who is in a position to make informed judgments about the candidate’s work.

	3.	The candidate’s Institute Director and, for off-campus staff, District Coordinator, plus the Associate Directors will submit assessments.

4.	Two emails will be sent to the assessors: 
· [bookmark: _GoBack]The first is sent in August requesting the individuals’ participation as an assessor; the second in October to request the review and assessment of the portfolio.
· The second email sent to the assessors will include instructions for accessing the site and include a general guidance that they are asked to provide a critical evaluation of the applicant’s achievements and reputation within his or her discipline, with reference to the mission and assignment of the applicant, based upon the assessor’s review.  This is not a request for letters of recommendation.  

4. All assessments will be completed by November 1.  



Review Process 

1. The application process consists of a period for submitting the application, the review period, a selection period and the awarding of Step Three status. Applications shall be due October 1 each year.

2. Applicants will present a substantive public seminar on a topic related to one of their areas of programming expertise.  The presentation should be similar to what an individual might present at a professional conference.  The presentation itself is to be 20 minutes maximum with 10 minutes for questions following the presentation. MSU Extension staff and faculty members shall be invited to participate in the seminar via adobe connect, which will be videotaped and available on the portal. New staff members will especially be encouraged to attend.

3. The review committee will meet annually to recommend applications. Upon review, applicants selected will be sent to the Director’s, Dean’s, and Provost’s offices for approval to award Step Three status.

4. Decisions will be made by July 1 of the following year, in order to meet deadlines for budget consideration.   

5. The announcement about those who achieve Step Three status will be made no later than September 1.  


Review Committee

The Review Committee will consist of five peer representatives, with every effort made to have representation from each of the four Program Institutes.  Peer representatives shall serve staggered three year terms. The peer representatives will be elected by and from Step Three staff members. 

A representative from the Extension Director’s office will facilitate the process as a non-voting resource person. 


Reward and Recognition

Persons attaining Step Three will be titled “Senior” with the appropriate academic title.  

A base salary increase of $2,500 shall be applied on October 1 following the initial attainment of Step Three status, in accordance with University policies and practices concerning promotional raises. 

Those attaining Step Three status within the year will be recognized before their peers at MSUE’s annual conference or an alternative major organizational event.
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