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Application Guidelines
Note: The entire submission and review process for Step II is done electronically via a system that has been developed specifically for this purpose.  Forms and instructions for submitting a portfolio, accessing them for review and providing feedback are available in the Administrative Handbook under Step II Professional Portfolio Application and Review and are also available on the Step II Site.

MSUE policy requires each academic staff member with a fixed term and continuing employment appointment to submit an application for review of academic staff employment status at three fiscal years and six fiscal years of employment.

The continuing employment and fixed-term employment review is an opportunity to demonstrate the progress an MSUE academic staff member has made in understanding his/her role as an Extension educator, developing the requisite skills to carry out this role and demonstrating the impact of the work. The continuing employment and fixed term status Step II application is intended to allow illustration of an applicant’s capabilities in this regard.

Roles:

· Applicant: complete and submit a Step II Portfolio by February 1
· District Coordinator: provide guidance around completion of Portfolio, review final portfolio and submit feedback using Step II Site.
· Institute Director: provide guidance around completion of Portfolio; review portfolios and submit feedback; as part of the Committee, will vote on the outcome of the review process for applicants in Institute
· Association President/Representative: review portfolios of candidates in given area of specialty and provide feedback electronically
· Associate Directors – review portfolios, provide feedback electronically and, as part of the Committee, vote on the outcome of the review process for all applicants
The committee will pay special attention to the distinction between educational programs and activities, the needs analyses on which the programs are built, the evaluative techniques used to demonstrate results, the explanation of how these programs’ results impact people and multicultural and diversity efforts.

Applicant should provide his/her district coordinator an opportunity to fully review and provide guidance on the completion of the portfolio.

Questions may be directed to the District Coordinator, Institute Director, Associate Director or MSUE Human Resources Office.  
Application Process & Time Line
The Continuing Employment and the Fixed-Term Employment Status and Professional Portfolio Review complete application package consists of a single pdf document containing information provided in the Template, plus all supporting documents.  

1. By February 1st the educator, program leader or conservation associate submits the portfolio application.  
3.
By March 1st, the District Coordinator or Supervisor reviews the application portfolio and submits feedback.  
4.
By March 31st, the Institute Director reviews the application portfolio and the District Coordinator’s feedback, and adds his/her feedback.  

5.
By March 31st, the appropriate Professional Extension Association representative will review the application portfolios and add his/her feedback.  
6.
The Associate Directors and Review Committee meet in April to review applications and make recommendations.  
7.
The individual applicant will be notified by July 31st of the outcome of the review.

Review Committee

The Fixed-term and Continuing Academic Staff Employment Status Review Committee consists of the Institute Director and both Associate Directors. 

Review Process

1.
MSUE HR Manager will facilitate the process as a non-voting resource. 
2.
Outcome of three- and six-year portfolio applications:

Continuing Employment

In reaching a judgment regarding the continuing employment status application of an individual in the third fiscal year of employment, the committee may make one of two choices:  1) continue present status (probationary); or, 2) dismiss the employee.  
In reaching a judgment regarding the continuing employment status application of an individual in the sixth fiscal year of employment, the committee may make one of two choices: 1) grant continuing employment; or, 2) dismiss the employee.
Fixed Term Employment

In reaching a judgment regarding the fixed -term academic staff employment status application of an individual in the third fiscal year of employment, the committee can make one of two choices:  1) continue present status, or 2) dismiss the employee.  
A successful sixth year portfolio review places the fixed-term academic staff in good standing for reappointment and step promotion, but does not guarantee reappointment.  Unsuccessful sixth year portfolio review may result in termination at the end of the existing fixed-term appointment. 

3.
The review committee will meet annually and review the Step II documents and feedback. Upon review, results will be sent to the Extension Director for final MSUE approval.  Applicants approved for Continuing Employment are then forwarded to the Dean and Provost offices for approval.
4.
Decisions will be made by July 1 in order to meet deadlines for budget consideration.

5.
Applicants of 6 year Step II status will be informed no later than July 31.

Successful Completion Reward and Recognition

3 Year Fixed-Term and Continuing Employment

Successful review will result in continuing present status

6 Year Continuing Employment

Successful continuing employment academic staff will be granted continuing employment and a $2,000 base salary increase applied October 1 of that year.
6 Year Fixed-Term Employment

Successful fixed term academic staff will be recognized in good standing for re-appointment and a $2,000 base salary increase applied October 1 of that year. This does not guarantee reappointment.
Step II
Application Content and Description
General Directions:  Please use font no smaller than 10 point. Submit each of the following sections as one, combined, pdf document.  The support materials should be scanned and included immediately following the program that they are supporting.  Submissions are due by February 1.  
The following template is available in the Administrative Handbook as a stand-alone document.

	I.  Candidate and Position Information

     (Maximum 3 pages)




· Educator Information – 
· Name
· Date of hire
· Education (degrees, major, year and educational institution)
· Continuing employment OR fixed term appointment 

· Location/unit (district, campus , MNFI, Director’s office) 

· Institute (except for MNFI) 
· Position Description – Reflect the essence of the candidate’s responsibilities.

· Describe any changes in the position since date of hire.

· Describe division of position responsibilities using percentages.

· Describe demographics of the population served

· List your major program initiatives

· Former CED, RD or CYFC Coordinators only:

· Describe the number and types of staff supervised, changes in staffing, stakeholder responsibilities and input.

· Include the percentage of time allocated to program and administrative duties.

· Professional Development – Summarize professional development opportunities in support of your program or administrative responsibilities since date of hire.

· 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 Educational Programs

      (Submit 3-5 Programs. Maximum 3 page narrative/outline per                                                                                                                                            program. Maximum 4 items support materials)




•
Extension Education Program Title-Organize materials by programs not separate events and activities.  Major programs should correspond with candidates’ responsibilities.
•
Program Objectives


○
Clientele directed objectives

•
Program Outcome

○
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 (Output)

○
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 (Output)

○
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 Outcome

○
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 four items)
· Types of Support materials to consider including:

· Summarized program evaluation form

· Summarized participants’ comments regarding a particular program

· Candidate developed educational materials (may include outline of educational presentation, fact sheets, publications, educational handouts, PowerPoint handout).

· 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




Extension Educators who held Administrative Assignment (CEDs, RDs, Coordinators) during the Step II review period (three or six years) should complete this section.

•
Describe major administrative goals of the candidate. 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 Outcomes

○
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 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

Examples:

○
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.  Teamwork and Partnership in Multicultural Organization

(Maximum of 2 pages)

	


Team Participation – Describe what your role has been as a team member: How have you contributed to the work of the team and what leadership role(s) have you played as part of the team?
External Partnerships – Describe several examples of new programming partnerships which you have established with groups external to MSUE. Describe the community impact of one of these examples.
Civil Rights & Diversity – Describe several examples of your efforts toward achieving civil rights and diversity objectives within your programming responsibility. Discuss how these efforts have enhanced your programs.
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