Step Three Q & A’s

Below is list of questions that have been asked by participants.

Selection Criteria:

Q.	Is there a limit as to how many employees can be at Step Three in any year?
A.	No, there is no limit or quota.

Q.	Will applicants receive constructive critique of their applications, whether successful or not?
A.	Yes, the committee will write letters containing comments and feedback, to be shared by the supervisor with the candidate.

Q.	Is each selection criteria given equal ranking? Do some positions lend themselves to certain areas more than others?
A.	The selection criteria are not weighted. Portfolios will be evaluated based upon your position. Make sure that materials support the position description that you provide in Section I.

Q.	Who makes up the review committee?
A.	The review committee is made up of current employees who have received Step Three status.

Q.	If the applicant’s administrative functions are minor (20%), will the review be weighted more to his/her programming role?
A.	Yes, you will describe your position in Section I and Reviewers will evaluate the portfolio relevant to the position description.

Q.	Most educators who apply probably think that they are spectacularly successful and deserving of Step Three, but not all of them will be awarded this status. How should an educator interpret rejection of their Step Three application?
A.	The review committee will provide feedback that will be shared with the applicant.

Q.	When will selections be announced and when will the promotion go into effect?
A.	They will be announced to the candidates in March with a personal contact, followed by a letter. The promotion goes into effect the following October.

Q.	Is it possible to still get the Distinguished Academic Service Award or is this being replaced by the Step Three?
A.	Yes, you may still receive the Distinguished Academic Service Award. Step Three is not a replacement. It is likely in the future that Step Three status achievement will help identify nominees for the DAS Award.

Q.	What about the professional who has substantial experience prior to joining MSUE? Must they still wait six years beyond Step II?
A.	Exceptions for early application will be considered on an individual basis in consultation with the supervisor.

Q.	What about the person who has had several positions beyond Step II?
A.	Describe the multiple positions in detail in Section I of the portfolio application.

Q.	Is a Master’s Degree required in order to be considered for Step III?
A.	No, you do not have to have a Master’s Degree if you have met the eligibility and selection criteria.


Portfolio Preparation:

Q.	What if the applicant supervises others, but is not a District Coordinator or Institute Director? Should s/he complete Section III?
A.	No; however you would include your supervisory role in the description of your position in Section I.

Q.	If Step Three is based on scholarship, why do administrators need to cover their administrative functions?
A.	We have people in our organization that maintain administration function as a major part of their role. The administrative section enables the organization to acknowledge this work as a significant part of their job responsibilities.

Q.	How long is the seminar to be?
[bookmark: _GoBack]A.	The seminars should be 20 minutes, with 10 minutes for questions.

Q.	Will this be an annual opportunity with October as the due date?
A.	Yes, the annual due date will be October 1st.

Q.	Can I back out after a letter of intent has been submitted?
A.	Yes; if in preparing the portfolios, the candidate and supervisor determine, for a variety of reasons, not to move forward, that is an option.  The candidate should notify the same individual(s) to whom the letter of intent was submitted. 

Q.	What should be contained in the letter of intent?
A.	A brief statement indicating your interest in applying, along with a list of six potential assessors, which is sent to your District Coordinator and Institute Director.

Q.	How much past professional experience can be included?
A.	Focus only on extension experience.

Q.	What if the applicant cannot remember the date s/he was awarded continuing employment?
A.	Contact MSUE HR and they will help provide this information.

Q.	What about long-term employees who did not keep details of programs that were conducted 20-25 years ago before everything became electronic?
A.	The focus of the portfolio should be on the last 5-6 years of extension work.

Q.	What if an educator made a relatively recent role change, say within a couple of years, should that person describe the current and previous position?
A.	Yes, describe changes in your position since Step II.

Q.	Should the awards be those received in the last 4-6 years?
A.	Include all major awards. You will need to evaluate what you include and don’t include based on space available. If it is significant, include it.

Q.	Should this be an individual program or can it be one on which the applicant worked collaboratively with other staff; specifically, this question pertains to the requirement for listing the 3-5 programs.
A.	These programs can be either individual or team. It is great to include collaborative or team programs. Just be sure to clearly indicate your role in the program.

Q.	If the applicant’s initiative involved a GREEN Grant, can the final report be used as documentation or evaluation?
A.	An executive summary is appropriate in the support material.

Q.	If an applicant served as an acting CED, would he/she complete Section III, Extension Administrative Responsibilities?
A.	No, as this was not a major portion of programming time.

Q.	What should an applicant do when the item that s/he wants to include is a large bulletin (many pages)?
A.	Scan the cover and table of contents indicating what your role has been with this document.

Q.	Are electronic signatures acceptable?
A.	Signatures are no longer needed based on the manner in which you submit the document.

Q.	Do web-based supportive materials need to be included or just the current link?
A.	Provide a few pages of that link, as reviewers may not be able to go to the web site.


Review – Internal/External:

Q.	The document says another “state,” for external reviewers. Many of my collaborators have been from Ontario, Canada, may I use them?
A.	Yes, you may list collaborators from Canada if they are from higher education institutions.

Q.	The document indicates two external reviewers.  Can you clarify?
A.	The candidate submits the names of 6 potential reviewers, including 3 external reviewers. The supervisor will select the reviewers, contact them and arrange for their review of the portfolio. We are looking for individuals who are at the candidate’s level or above from higher education institutions. You might consider others who you have seen at national conferences. This is a blind peer review; there are people who do not know you who will be submitting a review.

Q.	With regard to potential assessors, how are individuals from other institutions going to know enough about our programs to be able to assess our work?
A.	Reviewers will evaluate the portfolio as a peer. They are not assessing their personal knowledge of you as an educator, they evaluate the written portfolio.


General:

Q.	Do you think Step Three will continue to be offered for many years?
A.	This is a long-term commitment for MSUE to recognize outstanding staff members as part of our Career Path System.
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