Communication for Application  [#      ]

Communication for Application [#    ]

Date:
[                  ]
To:
site visit team members – application [#       ]
Cc:
Judge for Team, WSQA Office

From:
[Team Leader Name]
RE:
planning for Site visit planning

Our planning conference call is scheduled for [day, date and time]  and a follow-up call will be scheduled.   You should receive call-in information from [????] .  Please give me a call if you do not receive this information by noon, [day, date].
To help us prepare, I am including information on several topics that we will use in our call and during subsequent activities.  Please consider this as a draft that can change based on team discussion.  These topics include the following:

· Proposed ground rules

· Category/item leads and back-ups and other team roles

· Work leading up to the site visit

· Agenda for the first planning call

· Rough agenda for our team’s on site planning meeting on Sunday, [date].

Please read through this entire packet prior to our call.

Proposed ground rules
· Working as a Team:  Our objective is to conduct an outstanding site visit by getting the best collective effort from the team as a whole.  This means our mindset is to listen carefully to each other, and to take full advantage of the diversity of our collective thinking and the broad experience of the team.  It also means we will be flexible to pitch in and help each other throughout the process.  None of us will leave until the job is complete.  Working as a team also means that we will present a uniform and united front during all interactions with the applicant.

· Customers:  We have at least two customers.  The judges are looking for our objective evaluation of the applicant compared with the award criteria, so that they can determine whether the applicant is a national role model.  The applicant is looking for insightful, non-prescriptive feedback that will help them reinforce strengths and address OFIs.

· Final Feedback Quality:  As we complete our work, we will make every effort to draft consolidated comments as if they were final feedback quality.  For example, that means we should imagine that applicant is reading the comments as we write, and asking “so what?” after each one.  We need to make it easy for the judges to follow the trail:
Application

( Consensus Team Scorebook 

( Site Visit Issues 

( Item Worksheets

( Key Themes Worksheet

· Ownership:  No one “owns” any category or item.  Instead, we are trying to get the best collective thinking.  Cross-sharing of observations and input will be a necessity.  However, we all have collective ownership and responsibility for the site visit report.
· Time Management:  We try very hard to begin and end on time.  We stick to the overall schedule of events we agree on.  It is important to document as you go.  Site visit issue worksheets must be kept up to date.  If we get behind, it will be difficult to catch up!  We also need to ask for help and offer help to others to keep on schedule.

· Facilitation:  We all have a responsibility for facilitation.  That means, for example, that if we get away from the more important points and into minutia, call a “process check”  to help us get back on track.

· Active Listening and Consensus:  We listen to other points of view, particularly those which are different, in addition to expressing our own.  We can and should respectfully disagree, but we are striving for consensus.  Consensus means we have heard, have been heard, and thus can and will support the team’s outcomes.

· Role Model Behavior:  We want the applicant to feel that we were prepared, listened well and thoroughly understood their company.

· Have Fun and Learn from Each Other!  We intend to have fun and encourage humor, at the same time that we are working.  We can even share some humorous moments with the applicant, as we get to know them during the site visit.

Category/item leads and back-ups and other team roles
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P = Primary

B = Backup
An overview of some of the work leading up to the site visit
1)  Travel:  If you have not already done so, make travel arrangement to arrive and check in so that we can have a team luncheon on 12:00 noon, [day, date].  Make travel arrangements to depart the hotel the following [day, date].  While the process for completing the site visit report is not complex, we will need to be focused and very organized.  A hotel has been identified, and ASQ will confirm rooms for us.

2)  Review Application:  Review and be familiar with the entire application.

3)  Review Consensus Report:  Be familiar with the entire Consensus Report, paying particular attention to Key Themes identified.

4)  Review NIST Material:  Review the material from NIST, including the Site Visit Report Booklet, the Handbook for Examiners and other materials. Some of you may have begun to prepare Site Visit Issues Worksheets for your Item(s)/Category(s) with your back-up.  The Site Visit Scorebook explains how these forms are used.  Please start with the Consensus Team Scorebook site visit issues and our key themes.  You may revise the list, prioritizing the most important SVI’s and develop a strategy for verifying or clarifying the high priority issues.  Not everything can be verified – only the 3-4 most important. An electronic version of the 2000 Site Visit Scorebook is on the NQP web site and can be accessed at: http://www.quality/nist.gov/00svscbk-examiner.htm.)
5)  Senior Executive Interview Question:  Each examiner should prepare one to two cross-cutting question to ask the senior executive team when we interview them after the opening meeting.  The purpose of the question will be to get executive responses that we can then validate throughout the rest of the visit.

1)  Interview List:  As you think about your site visit issues, also begin thinking about the people you would like to see, subject(s) to be discussed, length of time, preferred day.  Be ready to get this to me before our planning meeting so that I can coordinate our requests to avoid asking the applicant to have people in two places at once.

2)  Document List:  You will also need to prepare a list of the documents you’d like from the applicant.  Our team librarian will consolidate this list and ensure that we are not asking the applicant for multiple copies of the same document.

Agenda for the first planning call – [day, date, time].
1.  Welcome and brief introductions (20 min)

2.  Review purpose of the site visit (2 min)

3.  Confirm agenda (3 min)

4.  Discuss/modify ground rules (3 min)

5.  Review Team Leaders’ Call with Harry & Harry (10 minutes)

6.  Review team assignments (5 min)

7.  Overview of work process (10 min)

8.  Next steps and deliverables (15 min)

a.  Site visit issues

· Process for developing site visit issues

· Progress to date and problems arising

· Key issues

b.  Company Category lead information/interview requests

c.  Questions for walk around

10.  Site visit logistics (15 min)

a.  Hotel information and arrival times

b.  Airport and ground transportation plans

c.  Team caucus times

d.  Video/audio conference needs

e.  Dress code

f.  Remember your badge

11.  Hardware/software logistics (10 min)

12.  Questions and answers (10 min)

Agenda for the second planning call – TBD
1. Welcome – (5 min)

2. Review of draft Site Visit Issue Matrix (to be provided) – (20 min)

3. Review of draft Site Visit Issue Worksheets (30 min)

4. Review of proposed Site Visit preliminary schedule, with proposed travel (to be provided) – (15 min)

5. Logistics and planning issues, such as hotel arrangements, transportation coordination, initial meeting planning, and so forth (10 min)

6. Detailed review of next steps (5 min)

Rough agenda for the on site team planning meeting on Sunday, [date].
NOON – Working Lunch

· Introductions

· Review team assignments for site visit

· Team roles for the day:  scribe, timekeeper, etc.

· Review overall purpose of the site visit

· Review final output of the site visit

· Each form and its purpose

· Examples of completed forms

· Point out the need for a connected story.  Consensus Report + Site Visit Issue Worksheets = Site Visit Report.  Judges must be able to follow and fully understand the story.

2:00 p.m.

· Review detailed site visit schedule

· Identify special lunch interviews to schedule in advance

· Discuss each step and address questions

· Highlight things to expect and requirements of each team members:  applicant research on team; long intense week; do not write on applicant documents; keep all notes confidential; don’t share issues with applicant; NO FEEDBACK to applicant (verbal or non-verbal), but always gracious; stick to your agenda, etc.  Point out special importance of:

· Group caucus times – be prompt

· Back-up caucus – especially while separated

· Keeping up with SVI worksheet documentation

· Buddy system – always interview in pairs and do give one another feedback

2:45 p.m.

· Use of laptops, printers, virus checking, etc.

3:00 p.m.

· Team reviews each SVI for comment by Category to:

· Reduce duplication

· Assure key issues are covered

· Assure all key organizations of applicant will be touched

· Suggest any strategy enhancements

· Gut check that if these SVIs are answered we can thoroughly prepare final product for Judges

· Compare lists of documents needed to address site visit Issues; eliminate redundancy; and determine which team members will request the documents when the document is needed to answer a site visit Issue in more than one Category.

Be prepared to eliminate or combine issues and to prioritize issues for each Category.  Given limited time, priority issues need to be addressed first.  We cannot end up with statements in the final report such as, “it is not clear if….”

4:30 p.m.

· Breakout into teams based on each day of the site visit.  Each group prepare detailed schedule of places and organizations to visit based on SVI’s to be covered.

· Consider coverage of unique operations at each location as they relate to resolving SVI’s.

· Plan which twosome will go where and how and when.

· Schedule selected 24 hour operations visits

6:00 p.m. – Working Dinner

· Each team present daily plan for comment.  Final products are a detailed schedule for each day for every twosome and the related package of SVI’s.

7:00 p.m.

· Finalize walk-around questions to be used for each Category by any team member at any location.  No more than 3 to 5 questions for each Category which relate to SVI’s.  A combined list should be prepared for common use by all team members.

7:30 p.m.

· Review one hour executive committee meeting questions

7:45 p.m.

· Review documentation and interview requests.  Finalize who will ask for what from the applicant. Please remember the need for caution and reasonableness of data requests.  Prepare specific questions for the interviews to be conducted on the first day.

8:15 p.m.

· Final team caucus

· Agree on gathering time and place for the following morning

9:00 p.m.

· Adjourn and REST

REMINDERS:  CALL BEFORE SENDING FAXES – AND CALL AFTER RECEIPT! 
I’m looking forward to working with all of you on this site visit.  Please don’t hesitate to call me at [number],  or [number] – cell, or [number]  - home, if you have any questions or concerns.

Thank you,

[name]

Team Leader
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