
Roles and Responsibilities for MQA Evaluator Teams

Team Leads (divide these responsibilities—delegate as appropriate):

· Throughout the process

· Serve as point of contact with MCQ

· Serve as point of contact with applicant

· Serve as point of contact with judges

· Assist and counsel team members as required

· Develop leadership in team members by delegating responsibilities

· Plan and lead periodic checkpoint conference calls

· Stage 0

· Draft and send out Standard Message #2

· Model introduction process by sending out own introductions promptly

· Plan and lead introductory conference call

· Check electronic compatibility/capacity to exchange electronic communications and data

· Stage 1

· Ensure that all team members understand (1) how to write Stage 1 comments using the consensus matrix and prepare Expected Results Matrices and (2) when KBFs, Item 1.1 comments, and completed comments and ERMS are due

· Review and provide timely feedback on team members’ Item 1.1 comments (coordinate with the judges on this)

· Perform advance planning for consensus meeting (date, location, liaison with applicant rep, communication with MCQ for site visit training arrangements)

· Monitor team members’ progress in preparing their comments; provide assistance and counseling as needed

· Stage 2

· Assign category leadership and backup responsibilities 

· Ensure that team members understand (1) how to consolidate comments using the consensus matrix and develop consensus scripts, (2) the process for developing consolidated comments, and (3) when first consolidated item comments, all consolidated comments, backup reviews of consolidated comments, and final consolidated comments are due

· Plan and distribute consensus meeting agenda; communicate associated arrangements to team members, applicant rep, and MCQ (for site visit trainers)

· Review and provide timely feedback on team members’ first consolidated item comments (coordinate with the judges on this)

· Monitor progress of Category Owners and backups in completing assigned work

· Lead consensus meeting, including key themes and judges questions discussion

· Lead site visit training/planning meeting with applicant representative

· Oversee development and documentation of site visit issues/strategies/questions

· Review and provide feedback on draft site visit issue worksheets

· Communicate with judges to receive their reaction to the consensus report (comments and key themes) and draft site visit issues

· Lead development of walk-around questions (cross-cutting questions asked of all interviewees) for site visit

· Communicate with applicant representative and MCQ on site visit arrangements and planning

· Stage 3

· Lead final site visit planning meeting

· Coach team members on interview strategies and techniques

· Lead evaluator portion of site visit opener

· Lead site visit caucuses; ensure that caucuses include discussion of key themes and issues, unresolved issues, significant differences, and judges’ questions during site visit

· Monitor progress of Category Owners in investigating and closing site visit issues and preparing final feedback comments

· Define and oversee process for team review and approval of final feedback comments

· Assign responsibility for leading scoring discussion and preparing scoring matrix

· Oversee preparation and delivery of exit presentation from evaluator inputs

· Coordinate accomplishment of 360-degree evaluation for team

· Oversee Pretty Good Practices (PGP) process (identification, discussion, and documentation of PGPs)

· Ensure capture team best practices/lessons learned for communication to MCQ

· Collect evaluator materials at end of site visit for return to applicant/MCQ (manage “the box”)

· Stage 4

· Conduct quality review of final feedback report and related electronic files

· Ensure that all required activities have been performed and all required documentation has been prepared for submission to MCQ

· Prepare and deliver judges’ presentation

· Coordinate with MCQ in preparation for improvement planning session

· Participate in improvement planning session

Feedback Writer (if assigned):

· Take ownership of comments and executive summary after site visit

· Maintain master data files and computer backups of comments and executive summaries

· Produce final feedback report, including executive summary

· With Team Leads, conduct quality review of final feedback report and related electronic files

Category Owners and Backups:

· Stage 2

· Consolidate evaluator comments and construct consensus matrix for assigned category. Owners and backups may divide their assigned items as desired for constructing consensus matrices. Owners and backups should review their comments for conformance with feedback writing rules and provide their consensus matrices and key themes and issues worksheets to the rest of the team in accordance with team schedules, not later than two days before the consensus meeting

· Develop consensus scripts for assigned items

· Lead discussion of assigned category during consensus meeting

· Plan and document site visit issues/strategy/questions for assigned category. Strategy should include consideration of who should be interviewed, as well as possible interview questions. Coordinate with other Category Owners as needed for coverage of cross-cutting issues

· Stage 3

· Lead site visit investigation for assigned category; manage and track resolution of site visit issues; revise and update comments as required

· Update site visit issue sheets and storyboards for assigned category

· Participate in construction and update of team storyboards

· Identify potential PGPs for assigned category and document these on PGP forms for discussion during site visit team meetings

· Lead team discussion of PGPs for assigned category. Prepare final PGP forms for category and provide to Team Leads

· Identify and lead discussion of unresolved issues/significant differences for assigned category

· Provide final feedback comments and executive summary inputs to feedback writer

· Provide inputs for exit presentation; deliver presentation portions as assigned

· In preparation for scoring, caucus together to produce scoring script (summary of strengths and OFIs for assigned category and proposed scoring band)

· During scoring, lead scoring discussion for assigned category

· Stage 4

· Be available to assist team leaders and judges in resolving questions related to comments and scores

· Review final feedback as requested

· (Optional) attend the team presentation at the judging session and/or participate in the improvement planning session

KBF Owner:

· Prepare team KBFs based on KBFs prepared by individual evaluators

· Revise/update KBFs as required during evaluation process

· Ensure that KBFs are appropriately considered in analysis of comments during consensus meeting and site visit
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