Site Visit Preparation: Quick Start for Team Members

	Step
	Action
	Reference/Background

	
	Upon notice on September 10 that your applicant is selected to receive a site visit…

	1
	Work with the NIST Monitor and your team to make travel arrangements.
	See page 18 in the Site Visit Manual.

	2
	Make yourself available for all planning calls. 
	Critical information and guidance will be shared by the Team Leader (TL) and NIST Monitor during these calls.

	3
	Review site visit materials on the Examiner Learning Resource Center, including those under Site Visit Training and Site Visit Tools. 
	The Examiner Learning Resource Center can be found at www.nist.gov/baldrige/
Examiner_Resources.htm.

	4
	In the Site Visit Manual, scan the Table of Contents to learn what resources are available, and review the site visit planning sample calendars and the flow charts of the site visit sequence of tasks.
	See pages i, 5, and 7 of the Site Visit Manual.

	5
	Read carefully the first two sections of the Site Visit Manual: Site Visit Process Overview and Preparing the Site Visit Scorebook.
	These sections start on page 1 and 23, respectively, of the Site Visit Manual. (The manual is available on-line in the Examiner Learning Resource Center, in addition to this paper copy.)

	6
	Review the entire Consensus Scorebook for your applicant—not just the Items you will lead.
	Download the Consensus Scorebook from examinerdepot.

	7
	For your assigned Process Items, preload all of the comments from the first column on the Consensus Review Worksheets to the Process Item Worksheets for site visit.
	For the Items you will lead, download the Process Item Worksheets for site visit from www.nist.gov/baldrige/
Examiner_Resources.htm.  

	8
	Draft high-level site visit issues (SVIs) on the Process Item Worksheets to verify and clarify Consensus Review comments, especially bolded comments and all opportunities for improvement (OFIs), and share with your team via examinerdepot.
	See page 33 in the Site Visit Manual. 

	9
	For your assigned Results Items, preload the Item Worksheets with your analyses of the key charts and graphs that were included in the Consensus comments for the Item. 

	See page 50 in the Site Visit Manual.


	Step
	Action
	Reference/Background

	10
	Draft strategies to resolve SVIs, using the Strategy Tool. 
	See pages 40 and 71 in the Site Visit Manual. Download the Strategy Tool and Strategy Tool example from www.nist.gov/baldrige/
Examiner_Resources.htm.  

	
	· Develop a list of all those in the applicant’s organization whom you wish to interview.  
	Share this list with the team member (usually the TL) who will be developing a plan for organizing interviews. 

	
	· Develop a list of documents that you wish to review. Remember to include all documents referenced in the application.
	Share this list with the team member (usually the TL) who will be developing a consolidated list of requested key documents. This list will be submitted to the applicant.

	11
	Develop 8–10 walk-around questions about key processes and the use of data and information that will be used to randomly question the applicant’s employees at all levels of the organization.
	This is generally a good approach to verify effective deployment of data, information, and key processes. 

	12
	Develop 2–3 cross-cutting questions to ask the senior leaders that are relevant to the Items you lead. Also, if needed, share with the TL questions you would like the Highest-Ranking Official (HRO) to answer.
	This meeting generally follows the opening meeting with the applicant.

	13
	Identify which sites you wish to physically visit and which should be accessed through video/telephone conferences. Determine which work shifts the team should visit to cover a thorough cross section of employees.
	Share this with your TL or designee for planning purposes. Selecting sites to physically visit to check deployment and other operations is a strategic decision made by the TL in consultation with the applicant and the NIST Monitor.

	14
	Review the SVIs and strategies of other team members.
	Provide feedback as needed. Pay attention to the accuracy of results information captured on the worksheets.

	15
	Review the updated results from the applicant and reassess your analyses based on these updates in advance of the site visit.
	Updated results will arrive from the American Society for Quality (ASQ) about one week before the site visit. Update your Results SVI Worksheet(s), as appropriate. 

	16
	Pack your bags! All of the prework done above will save you much time and energy when on-site. Remember to take comfortable shoes, good ink pens and paper, and, very important, a sense of humor.  
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