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Michigan School Support Person of the Year

Guidelines for Regional Coordinators

1. The SSPOY Regional Coordinator (coordinator) may choose to publicize the School Support Person of the Year regional efforts by:

a.) Issuing a news release encouraging nominations.

b.) Sending an e-mail to education leaders in the region asking for nominations.

c.) Calling ISD/LEA/PSA/NPS leadership to request nominations.

d.) Contacting education association members, PTA members, and local school public relation staff to encourage positive public relations on the timelines.

2. The coordinator receives the SSPOY nomination portfolios by the due date noted in the time line provided by the Michigan Department of Education (MDE).

3. The coordinator reviews each portfolio for completeness.  If key segments are missing, the portfolio should be disqualified from further consideration.  Key elements include:

· the signature of the supervisor/principal 


· the signature of the superintendent

· at least three letters of support

· a maximum of 18 letters of support

· the completed nomination form

· a current resume for the nominee

Exception:  if a portfolio is missing a key element, and the portfolio was submitted prior to the due date, the regional coordinator may contact the nominator and request that the missing parts be submitted by the due date.  If there are more than 18 letters of support, the regional coordinator should remove the extra letters.  If the portfolio was submitted before the deadline, the coordinator can contact the nominator to ask which letters to remove.  Otherwise, the coordinator should retain the first 18, removing those that fall in order after the 18th letter.

4. If more than three nominations are received, the coordinator convenes a review panel.  The panel rates the portfolios.  See Attachment C of the SSPOY Operations Manual for the Rating Form.  

If the regional coordinator receives only three portfolios, the coordinator should review each portfolio for completeness.  The coordinator should then forward to the MDE only those portfolios that meet the minimum criteria.

5. The coordinator forwards the original portfolios of the top three candidates along with ten copies of each to MDE.  (Michigan Department of Education, P.O. Box 30008, Lansing, MI  48909)

6. The coordinator should send a letter to all nominators, with a copy to the appropriate superintendents, thanking the nominator for submitting a portfolio on an excellent school support person and informing them that their nominee did not make it into the region’s top three.  (See attached sample.)

7. OPTIONAL:  The coordinator may choose to plan a regional recognition event.

SAMPLE LETTER TO SEND to all nominators

February __, 2009

(name and address of nominator) 

Dear (name of nominator):

Thank you for submitting a portfolio nomination for the 2008-2009 Michigan School Support Person of the Year Award!  We received nominations for many outstanding candidates for the award this year.

The regional selection team has chosen and forwarded the top three nominations to the Michigan Department of Education.  I am sorry to inform you that your nominee was not in the top three this year.  Due to the fact that many nominations are confidential, I cannot provide you with the names of the regional selections at this time.  The state-level awardee will be announced in late spring.

I encourage you to participate in this program again next year. You may wish to submit an updated portfolio for the same nominee, or choose to honor another excellent Support Person from your school.

Thank you again for your efforts to recognize Support Staff.  Our learning communities are successful because of their dedication and professionalism.

Sincerely,

(Coordinator’s Name)

SSPOY Regional Coordinator

cc:  District Superintendent

