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Assessment Process

Stage 4:

Post-Site Visit

Stage 3:

Site Visit

Stage 2:

Consensus

Stage 0:

Preparation

Stage 1:

Independent

Review

 

Improvement Planning

MQA Judging

 


[image: image2.emf]Stage 0: Preparation

NOTE: 

This stage

of the process may 

begin at any time 

and overlaps with

applicant preparation

0.01

Council 

receives LOI

0.03

Council notifies

Chief Judges

Check COI

Consider sector, Criteria knowledge,

time since last assignment, other factors

0.05

Chief Judges

notify Council

& judges of judge

assignments

0.02

Council

builds team &

initiates Team

Tracking Sheet

0.06

Standard Message #1:

Council notifies

team members

of assignments

cc: Lead Judges &

Chief Judges

0.07

Team Leads

divide up TL/team duties

via phone or 

e-mail

0.08

Standard Message #2:

Team Leader sends e-mail,

"Welcome to the Team,"

to all team members

w.  cc to Lead Judges

& Council

0.10

Team Lead schedules intro.

team meeting & e-mails

agenda to team members 

cc: Lead Judges & council

0.09

Team members

& lead judges

respond w/

introductory

e-mails

0.11

Team holds actual/virtual meeting 

to get acquainted, set ground rules, 

establish computer compatibility. etc.

(see agenda)

0.12

Team Lead 

contacts Participant

Representative

(see agenda)

GO TO

STAGE 1

0.13

Team Lead finalizes

date/location

for Consensus/SV

Plng Meeting

0.04

Chief Judges

assign Lead Judges
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 No 

 Yes 

DAY 1

DAY 3

DAY 4

DAY 1

1.01

Council emails

Evaluators application

& materials

1.02

Evaluators acknowledge 

receipt to Council by e-mail

1.03

Evaluators check COI

with Organizational Profile

1.04

 Is there

a possible

conflict?

1.05

Evaluator contacts

Council to resolve

possible conflict

1.06

Is there 

a conflict?

DAY 1

Stage 1: Independent Review

DAY 1

1.09

Evaluators complete 

Key Factors Worksheet

& e-mails to designated

consolidator

1.10

Consolidator combines

individual KF worksheets 

into one & e-mails 

to Team & Lead Judges

ASAP (usually 24 hours)

1.08

Evaluators

skim application

 No 

DAY 4

1.12

Evaluators e-mail

Item 1.1 to Team Leads

& Lead Judges (TLs may

send theirs to model)

1.13

Team Leads

& Lead Judges

review all Item 1.1

comments

1.11

Evaluators prepare

draft comments

for Item 1.1

DAY 5

1.14

Team Leads

& Judges confer

GO TO

STAGE 2

1.15 

Do comments

conform w/

Writing Rules?

 No 

 Yes 

1.16

Team Lead

notifies 

Evaluator

1.17

Team Lead

coaches

Evaluator(s)

1.18

Evaluators prepare

Item Worksheets and

Expectated Results Matrix

<= DAY 30

1.19

Evaluators e-mail all

Worksheets &

Expected Results Matrix

to full team

1.07

Council replaces

Evaluator; Evaluator

returns/destroys materials
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<= DAY 33

<= DAY 34

<= DAY 41

<= DAY 44

Stage 2: Consensus & Site Visit Planning

2.01

Team Leads

assign Category / Item

leads & back ups

2.02

Standard Message #3:

Team Leads Communicate

Consensus assignments

& meeting arrangements

to team members

cc: Lead Judges &

Chief Judges &

Council

2.04

Team Leads

& Lead Judges

confer

2.05

 Are matrices

OK?

2.06

Team Lead

coaches

Evaluator(s)

2.07

Team Lead

notifies

Evaluator

2.09

Evaluators e-mail

completed

Consensus Matrix 

& Expected Results Table

to team

2.08

Evaluators complete

Consensus Matrices

& consolidated

Expected Results Tables

for assigned Items

2.03

Evaluators complete

Consensus Matrix for

first assigned Item

& e-mails to Team Leads &

Lead Judges

2.11

Team meets from

8AM-3PM to reach

consensus on comments

& draft KTs

2.10

Evaluators review all

materials before

Consensus meeting &

identify possible

discussion points <= DAY 47 <= DAY 45

<= DAY 44

2.14

Council removes

Evaluator(s) to SV

size if needed;

Council sends

SV material

2.17

 Are comments

& SVIs OK?

<= DAY 48

SV Strategy Worksheets

Exit presentation template

Judges presentation template

Feedback Report template

2.15

Category/Item Leads

prepare SV Issue

sheets & e-mail to team

& Lead Judges

 No 

 Yes 

GO TO

STAGE 3

2.18

Team Leads

revise Comments

and/or SVI Sheets

2.16

Team Leads

& Lead Judges

confer on:

comments, SVI's, 

storyboard

issues, KTs,

walkarounds

2.12

Participant rep.

arrives (3PM);

trainers provide

JIT SV training

2.13

Category Leads

e-mail Consensus

comments to

team &

Lead Judges

<= DAY 30
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Stage 3: Site Visit

3.04

Team arrives 

at site 

3.01

Team arrives

at site visit hotel

<= DAY 58

3.03

Team prepares

preliminary

Story Board *

3.02

Team conducts

final prep meeting

evening before

(see agenda)

3.06

Team conducts

preliminary caucus

3.05

Participant Kick

Off presentation

& introductions

(optional tour)

3.07

Team conducts site visit:

interviews, data review, walkarounds;

frequent team caucuses; daily revision

of storyboard (reviewed with HRO at EOD)

and comment worksheets/SVIs

<= DAY 60

3.09

Team Leads/Council

meet w/Participant HRO

3.08

Team prepares

exit presentations

<= DAY 60 <= DAY 60 <= DAY 60

3.10

Team makes

exit presentation

3.11

Team finalizes

Item comments 

and scores

3.12

Team completes

Executive Summary

(KTs), PGPs, Judges'

questions

3.14

Team provides improvement

input for process, completes 360

reviews, conducts final checklist,

&  leaves site/hotel

<= DAY 60

GO TO

STAGE 4

* The story board process is covered

in the site visit training.

3.13

Team Leads

appoint feedback

writer (optional)
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IMPROVEMENT PLANNING/JUDGING

4.02

Council sends

post-site schedule

to TLs, Judges

<= DAY 62

4.03

Feedback Writer completes

draft FR & e-mails TL

(optional, if FW assigned)

4.04

Team Leads edit

report & e-mail to

Lead Judges

<= DAY 72

<= DAY 79

4.07

Council sends final FR

to TLs, Lead Judges, 

& Participant contact

(as appropriate)

<= DAY 81

4.08

Council finalizes IP

agenda/approach

w/Participant

4.09

TLs/Council prepare

for IP Session

4.11

Council sends thank you

and satisfaction survey to

Participant (OCP, HRO)

4.01

Council confirms

time/location for IP

Session w/Participant

& sends to full team

4.10

TLs/Council participate

in IP Session: review FR,

prioritize opptys, create

draft action plans

(as appropriate)

4.05

Lead Judge(s)

work with TLs

to create final

draft report

<= DAY 82

<= DAY 89

4.06

Council makes

final edits

4.13

TLs work with

Lead Judge(s)

to create Judges'

Presentation; send to

Council

4.14

Council sends agenda,

Judges' presentation,

Org Profile, Cat 7,

& FR to full POJ

4.15

Council prepares

scoring profiles &

loads PPT Judges'

Presentation(s)

4.12

Council confirms

time/location for

Judging Session;

sends invite to

Eval. team(s)

4.18

Panel of Judges

deliberates & reaches

consensus on level;

if questions, contact

TLs by phone

4.17

Lead Judges

present case to POJ

& recommend

MQA level

4.16

Team Leads

present to POJ

(see agenda)

4.20

Team Leads

inform team members

of decision (not for

public consuption)

4.19

Council communicates

recognition level & key

messages to Participant

HRO & Team Leads

NOTE: Improvement Planning sessions are

scheduled individually with each applicant;

Judging Sessions are batched throughout the

year. The process above is typical (IP before

Judging), though on occasion Judging

precedes the IP Session.

END OF

JUDGING 

PROCESS

END OF

ASSESSMENT 

PROCESS
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