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PROCEDURAL GUIDELINES 2017 
Board of Trustees Professional Excellence in Service Award Review Committee 
 
The following guidelines were established by committee members in order to have ethical and 
procedural guidelines for selecting the winners of the Board of Trustees Professional 
Excellence in Service Award. These guidelines describe committee members’ approach to their 
task. 

 
Guiding Principles/Philosophy 
 
Board of Trustees Professional Excellence in Service Award Committee members are committed 
to a review process that is fair, objective, multi-phased, and iterative. Portfolios will be judged 
on their own merits without regard to previous submissions for this award. 

 
Review Process 
 
1. Prior to reading the submitted portfolios, the committee will develop its experience 

reading professional portfolios in a “norming” session conducted at the beginning of the 
review meeting. Each portfolio will be judged on how its content compares to the 
standard set by the normed examples, rather than as compared to other submitted 
portfolios. 

 
2. All portfolios will be read by all committee members. The reviewers shall use this year’s 

“Portfolio Review Form” rubric to assign a rating of up to 100 points for each portfolio. 
Reviewers will focus on the content of the portfolio and not give undue weight to its 
format. 

 
3. Committee members will recuse themselves from reviewing and/or discussing a 

portfolio if there is a perceived conflict of interest, such as a current or prior personal 
relationship.  

 
4. Committee members will read all portfolios and submit evaluation rubrics electronically 

before attending the ½ day discussion session. 
 

5. During discussion, each reviewer will spend about two minutes presenting a rationale 
for the scores. If the initial scores are not close, more discussion will be expected from 
the reviewers. 

 
6. During discussion, all committee members are permitted to speak up, without 

introducing bias into the process, if they feel some clarification of other reviewers’ 
interpretations of the content of a particular portfolio is needed. However, reviewers 
will refrain from sharing first-hand knowledge about a nominee unless it concerns what 
is specifically stated in or relates to details in the portfolio. 

 
7. To select finalists, reviewers will use consensus based on portfolio scores and 

discussion. If consensus is not reached, each committee member will then rank the 
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portfolios under consideration. Finalists will be selected according to the compiled 
ranking. 

 
8. Portfolio reviews will be conducted online before the in-person committee meeting 

date. The final discussion will occur in person. 
 

9. Reviewers will submit fully completed rubrics (“Portfolio Review Forms”) for each 
portfolio they have read. 

 
Committee Responsibilities 
 
• All committee members, and particularly the facilitator, will assume responsibility for 

enforcing these Procedural Guidelines. 
 
• All committee members will hold in confidence all information and discussion arising in 

these meetings, including the identity of the recommended finalists. Any printed 
materials should be destroyed, or submitted to the system office for shredding. 

 
• System office staff serving as non-voting resources for the review committee and will 

refrain from making comments about Award nominees or their portfolios. 
 
• If any committee member should have concerns about possible misrepresentations of 

the facts in a portfolio, please bring them, as soon as they arise, to the attention of 
Kimberly Johnson, Director for Faculty and Instructional Development, 651-201-1443 or 
at botawards@so.mnscu.edu. Such concerns should be raised before discussion among 
committee members occurs.  
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