Independent Review Communication from

 Team Leader

Date

To:
Team Members, and coach (if assigned)

Cc:
Coach (if assigned)

From:
(Team leader name)

Welcome to Team Insert Applicant Number!  First let me introduce myself and welcome you.  My name is {insert your name}.  I have been assigned as your team leader for the Independent/Consensus evaluation.  Within the next couple days, you should receive a package from MQC.  That package will include your evaluation materials and instructions to start your Independent Review.  If you receive these materials before our first planning call, please check for conflicts of interest using the Conflict Of Interest Determination Worksheet Form.  I encourage you to begin your Independent Review before our 1st planning call, or soon as possible.
Your assignment to this applicant was based on your availability to complete the Independent/Consensus evaluation.  Part of that availability was your commitment to participate in our first planning call.  I am proposing that we conduct our 1st planning call on (insert Date and time ET).  The first planning call is critical in setting up our Independent/Consensus timeline.  This will include establishing the dates and times for our remaining calls as well as finalizing deadlines for Independent and Consensus Review Worksheets.  For our first planning call, please have your personal and work calendars updated and available.  

Call-In Time
I have found it is a good idea to dial in for the conference call five minutes early so you do not run into a delay getting connected.  When team members are delayed in joining the calls, adjustments must be made in the schedule that could create difficulties for the team.  Your promptness will be appreciated by all.  You should have received instructions from MQC with the dial in instructions.

Award Process Hotline

Geri Markley, MQC Executive Director, will serve as the key resource for the team during the Award process.  If you have any questions concerning the process or the Criteria, please feel free to contact me by email or call me at xxx-xxx-xxxx, or contact the MQC office.  
A Monitor will be assigned a week before our Consensus Call, and will be involved during the Consensus Call process.

Draft 1st Planning Call Agenda
· Roll Call

· Welcome and team Introductions

· Reconnection instructions

· Agenda review

· Review materials received and needed for this call  

· From MQC  

· By Mail - Application, Conflict of Interest Determination Worksheet , the appropriate Criteria, and the Scorebook Navigator instructions. 

· From the MQC website:  Independent Review Worksheets, and the Step-by-Step Instructions for Independent Review 
· From Team Leader:  Agenda for this call, the proposed timeline, proposed ground rules

· Examiner:  Personal calendar for 2009
· Review the Independent Review Worksheets & the Independent Review Step-By-Step.
· Review in detail the timeline of the Independent/Consensus process, the Team Leader’s proposed timeline and deliverable dates, and come to an agreement.
· Ground rules for the process and all calls. Please note new ground rule on list. It is in Bold Font.
· Make sure all have determined they are not conflicted with the applicant 
· Bio Form – Team leader will use to determine Item Lead and Back-up assignments.
· Review process for the Draft Key Factors. Key Factors to be discussed at the 2nd Planning Call.
· Any further questions?

Timeline for Independent/Consensus Review for Applicant _____

Date
DOW – Day of Week,   V1 – Version 1,   V2 – Version 2,   V3 – Version 3,   KF – Key Factors,   KT – Key Themes
	Date
	DOW
	Description

	
	
	Receive Application and start individual review

	
	
	First Consensus Planning Call

	
	
	Biographies to Team Leader along with contact information and preferences for consensus Items

	
	
	Complete Item 1.1 and 7.X and Key Factors and let Team Leader know 

	
	
	Team Leader provides feedback on 1.1

	
	
	Team Leader completes V1 of Key Factors

	
	
	Let Team Leader and MQC know when you have completed the individual review  mquality@cleary.edu.  Also, check “Done” in Scorebook Navigator 

	
	
	Team Leader assigns consensus Items to champion (lead) and back-ups for Consensus Review

	
	
	Team reviews and provides feedback on V1 of Key Factors.  

	
	
	Second Consensus Planning Call 

	
	
	Team Leader updates Key Factors (V2)

	
	
	Item champion prepares V1 draft of consolidated Items for back-up review

	
	
	Item back-up reviews and provides feedback to Item champion

	
	
	Item champion revises Item (V2) for team’s review

	
	
	V1 of the Key Themes posted

	
	
	All team members provide feedback on V2 of all Items as well as V1 of Key Themes

	
	
	All V3s completed and inform Team Leader of Items not consensed or where scoring needs to be discussed (each champion should know while finalizing Items which need to be discussed)

	
	
	Team members complete review of all V3 Items and inform Team Leader of additional comments, scores, or issues that should be discussed on Consensus Call

	
	
	V2 of Key Themes completed 

	
	
	Team Leader sends out agenda for Consensus Call

	
	
	Consensus Call 

	
	
	Back-up Consensus Call (only used if the Consensus Call isn’t finished)

	
	
	Team members complete final version of Items based on consensus call, adjusting Item comments and scores where necessary

	
	
	Scorebook Editor prepares consensus scorebook

	
	
	Team Leader finalizes Consensus scorebook and informs MQC at mquality@cleary.edu. 


Proposed Ground Rules for the Independent/Consensus Evaluation
Here are some proposed ground rules. We will discuss these before the consensus calls, and we can modify them as we see fit.

General Ground Rules:  Discuss at both planning calls

· Only use Scorebook Navigator, secure fax, CD/disk, or telephone for information transfer regarding the applicant.
· Use e-mail only for logistics and general communication.
· Use email to alert the team when worksheets are posted on Scorebook Navigator.  Alert Team Leader during Independent Review, and alert the whole team during Consensus Review.
· Be on time for all calls. Call in early to be sure you are connected at the start of the call.

· Identify yourself when speaking. For example, “This Is Bill, I suggest . . . .”

· Each team member is responsible for the success of the team.

· New - Respect all agreed-upon timelines and deadlines.  If an Examiner does not communicate a potential missed deadline to the Team Leader (TL) in advance; and/or habitually misses deadlines, the TL, in cooperation with MQC, has the option to remove the Examiner from the team. 

· Do not destroy files until you have been instructed to do so by MQC.
· Have fun!
· Any others to add?

Independent Review Ground Rules:  Discuss at the 1st planning call

· No applicant-specific communication between the 1st and 2nd Planning calls, unless you have a process or Criteria question.  If you have a process or a Criteria question, contact the team leader or the Award Process Hotline.

· Perform a thorough analysis of key processes.  In other words, “Ask yourself: If I received this observation from a team member, would I understand how mature the applicant’s processes are and would it help me write a comment?” 

· Meet our upload date of the Independent Worksheets (see timeline).

· Any others to add?

Consensus Review Ground Rules:  Discuss at the 2nd planning call

· Make every effort to draft feedback-ready comments based on your understanding of the maturity of the applicant’s processes and results

· Focus scoring discussions using the applicable Scoring Guidelines.

· No one “owns” any Item.  We are trying to get the best collective thinking.

· Reports and paperwork are completed on time.  We honor our team member’s requests.  We ask for help as needed to meet obligations.

· We will all participate during the virtual consensus process, and we all provide feedback to improve Consensus Worksheets. 

· Either during the calls or through the virtual consensus process, we listen to other points of view, particularly those that are different, in addition to expressing our own.  We can and should offer different perspectives, but we are striving for consensus.  Consensus means we have heard, have been heard, and thus can and will support the team’s outcomes.

· Because the consensus call will only deal with conflicts of comments, scores, or Items where there is not agreement, it is critical that you review everyone’s work thoroughly.  Lack of feedback during virtual consensus will be considered agreement, and it is assumed that you will not raise these issues for the first time on the call.

· We will not proceed with the consensus call if any team member is missing.

· If applicable, we will commit ourselves to utilizing Independent Review Worksheets of Examiners who are not participating in the consensus process.

· Any others to add?
Speakerphones and Headsets

I recommend the use of a headset for all of our calls.  While it may be easier to use a speakerphone, poor sound quality and noise from handling papers often interfere with the conversation.  This is especially true if the speakerphone is sound activated.  If you do use a speakerphone, use the mute button until you are ready to talk.  You may wish to try out sound quality prior to the calls.  Headsets have many advantages and often can be borrowed from your company.  Headsets also can be purchased for about $20.00 from electronics stores.

Please do not hesitate to call me for any reason (see contact info below).  If I am traveling, I check my voice mail several times a day, so I should be able to respond quickly to any needs.  I am looking forward to working and talking with each of you.
Cell – xxx-xxx-xxxx

Work – xxx-xxx-xxxx
Consensus Review Communication from
 Team Leader
Send out several days before the 2nd planning call
SAMPLE 
Team Leader 2nD Planning cALL Letter

Date

To:
Consensus Review Team Members—Applicant XXX
From:
(Team leader name)

Welcome to the consensus review portion of the evaluation process for Applicant XXX!  After our first planning call and having spoken with each of you, I am confident MQC has assembled a team with great experience and diversity.  I look forward to working with you further and know that, together, we will produce an excellent scorebook for our applicant and the Judges.  I am excited about the new consensus process and am looking forward to giving it a test drive!  
Consensus Review Team Calls: To reconfirm the schedule we agreed on during our initial planning call way back in { insert MONTH}.  
	Type of Call
	Date
	Time

	2nd Planning Call


	Day, Month, Date 
	XX - XX ET

	Consensus Call



	Day, Month, Date
	XX – XX  ET


You will be receiving call instructions from MQC shortly.  
Item and Other Assignments:

Thank you for providing your biography with Item preferences.  I have tried to balance your preferences, experience, and industry knowledge with team needs. Here are the assignments:
	Examiner
	Category/Item Lead
	Backup
	Other
	Scorebook Sponsor

	Team Leader #1
	Items 1.1, 1.2, 4.1 7.6
	Items 2.1, 2.2, 4.2 
	Key Factors Worksheet, Scorebook editor, Key Themes Worksheet part a/b 
	

	Examiner #2
	Items 3.1, 3.2, 7.1, 7.2
	Items 5.2, 7.4, 7.5 
	Key Themes Worksheet part c/d  
	

	Examiner #3
	Items 2.1, 2.2, 7.3
	Items 1.1, 1.2, 6.2, 7.6 
	Timekeeper/process checker
	Examiner #732

	Examiner #4

	Items 4.2, 6.1, 6.2, 7.5


	Items 4.1, 5.1, 7.2, 7.3 
	Scorekeeper  
	

	Examiner #5
	Items 5.1, 5.2, 7.4
	Items 3.1, 3.2, 6.1 7.1
	Computer support  
Criteria cop 
	

	Examiner # 6
	
	
	
	


Call-In Time
I have found it is a good idea to dial in for the conference call five minutes early so you do not run into a delay getting connected.  When team members are delayed in joining the calls, adjustments must be made in the schedule that could create difficulties for the team.  Your promptness will be appreciated by all.

Speakerphones and Headsets

I recommend the use of a headset for all of our calls.  While it may be easier to use a speakerphone, poor sound quality and noise from handling papers often interfere with the conversation.  This is especially true if the speakerphone is sound activated. If you do use a speakerphone, use the mute button until you are ready to talk. You may wish to try out sound quality prior to the calls.  Headsets have many advantages and often can be borrowed from your company.  Headsets also can be purchased for about $20.00 from electronics stores.

2nd Planning Call Agenda
Below is the proposed agenda for our 2nd planning call.  During the call, we will get to know each other much better, and we will clarify our work process.  In preparation for that call, I will upload proposed Key Factors by the agreed upon deadline of xx/xx/08 xx:xx am/pm ET.  You will find the Key Factors in the Independent Review Tab.  Please review these before our call, as we will come to consensus on the Key Factors.  While you are in the Independent Review Tab, please download the team contact sheet as well.  Another one of our agenda Items is to review and update our contact information.  Both the Key Factors and the Contact Sheet will be available no later than 4-hours before our 2nd planning call.  Also, please refer to the consensus step-by-step instructions to prepare for the completion of the consensus worksheets as well as a review of the virtual consensus process, and the consensus call itself. 
2nd Planning Call—Application #XXX
Proposed Agenda (Date and Time of Call)
· Team Introductions
· Reconnect procedures

· Confirm that materials were received and notify if cell phones authorized

· Ground rules—review proposed rules, suggest additions or modifications

· Computer support—determine process and format, address issues, including use of Scorebook Navigator, and file naming (Step-by-Step Instructions for Consensus Review).
· Review team members’ Item and other assignments

· Discuss and review the consensus review process (Step-by Step Instructions for Consensus Review)

· Review procedure for adding discussion topics to the consensus call agenda (Step-by-Step, and the tool below)

· Discuss the role of the scorebook editor (if assigned)

· Review time line from now to the submission of consensus scorebook (please bring your calendar) 

· Review/update address, phone, fax (secure?), e-mail; provide confidentiality reminder

· MQC will check on site visit availability during Consensus Call. Communicate Site Visit dates
· Consensus of proposed Key Factors Worksheet 
Computer Use

· Go to the MQC Web site to download the Consensus Worksheets. Click on the Consensus link and download the Word electronic versions of the components of the scorebook that you will need.  In addition, you may access the Step-by-Step Instructions for Consensus Review and a Toolkit that is tailored for consensus.

· If your computer is connected to a network, save on CDs, disks, flashdrives, not on hard drive.

· Establish saving protocol 
· Close the document before leaving your desk.

· Do not destroy files until you have been instructed to do so by MQC.

· Use e-mail only for logistics, not for applicant-specific information.

· Return the application to MQC when instructed to do so.

Proposed Ground Rules for the Consensus Evaluation
Here are some proposed ground rules. We will discuss these before the consensus calls, and we can modify them as we see fit.

General Ground Rules:  Discuss at both planning calls

· Only use Scorebook Navigator, secure fax, CD/disk, or telephone for information transfer regarding the applicant.
· Use e-mail only for logistics and general communication.

· Use email to alert the team when Worksheets are posted on Scorebook Navigator.  Alert Team Leader during Independent Review, and alert the whole team during Consensus Review

· Be on time for all calls. Call in early to be sure you are connected at the start of the call.

· Identify yourself when speaking. For example, “This Is Bill, I suggest . . . .”

· Each team member is responsible for the success of the team.

· New - Respect all agreed-upon timelines and deadlines.  If an Examiner does not communicate a potential missed deadline to the Team Leader (TL) in advance; and/or habitually misses deadlines, the TL, in cooperation with MQC, has the option to remove the examiner from the team. 
· Do not destroy files until you have been instructed to do so by MQC.

· Have fun!
· Any others to add?
Consensus Review Ground Rules:  Discuss at the 2nd planning call

· Make every effort to draft feedback-ready comments based on your understanding of the maturity of the applicant’s processes and results.
· Focus scoring discussions using the applicable Scoring Guidelines.

· No one “owns” any Item.  We are trying to get the best collective thinking.

· Reports and paperwork are completed on time.  We honor our team member’s requests.  We ask for help as needed to meet obligations.

· We will all participate during the virtual consensus process, and we all provide feedback to improve Consensus Worksheets. 

· Either during the calls or through the virtual consensus process, we listen to other points of view, particularly those that are different, in addition to expressing our own.  We can and should offer different perspectives, but we are striving for consensus.  Consensus means we have heard, have been heard, and thus can and will support the team’s outcomes.

· Because the consensus call will only deal with conflicts of comments, scores, or Items where there is not agreement, it is critical that you review everyone’s work thoroughly.  Lack of feedback during virtual consensus will be considered agreement, and it is assumed that you will not raise these issues for the first time on the call.

· We will not proceed with the consensus call if any team member is missing.

· If applicable, we will commit ourselves to utilizing Independent Review Worksheets of Examiners who are not participating in the consensus process.

· Any others to add?

High Level Review of Preparation for Consensus Call
Please refer to the Consensus Step-By-Step instructions to prepare the consensus worksheets as well as virtual consensus and the consensus call itself.  We will discuss these in depth during the 2nd planning call. 
We will use the key factors from the Key Factors Worksheet that we will discuss and agree to on our 2nd planning call.  Please include the relevant key factor (or piece of a key factor) from the Consensus Key Factors Worksheet and place on your assigned Item Worksheet.  
You will have lead and back-up responsibilities for several Items, as well having the responsibility to review all Item Worksheets before the Consensus Call.  
Be sure to review the draft Key Themes Worksheet prior to the consensus call.  The Key Themes Worksheet will be drafted and posted on Scorebook Navigator after all Version-2 Item Worksheets have been completed.  

For those that did not participate last year, the consensus call will only be used to resolve specific issues that have been identified beforehand, and to review all scoring decisions.  We will no longer discuss every comment in every Item.  For that reason, it is important that you fully participate in the virtual consensus process.  

Consensus Call
By this time, there will have been a lot of virtual and actual interaction between Item leads and backups as well as interaction among team members.  The purpose of the call is to reach consensus among all team members on all parts of the consensus scorebook.  
The amount of discussion required for each Item will depend upon the level and nature of our similarities and differences.  Near the close of virtual consensus, Item leads will let me know the topics, comments, and/or areas on which we have NOT reached agreement.  All team members are invited to inform me of any particular comment(s) or scoring issues they want to discuss about any Item.  I’ll use the input from both sources to create an agenda for our consensus call.  
Since the agenda contains applicant specific references, I’ll post the agenda on Scorebook Navigator.  The amount of time devoted to each Item will depend solely on the variance in our opinions for that particular Item.  If only one comment within an Item needs to be discussed, the Item lead should prepare to discuss the particular Criteria Item requirement in question and any key factors that are pertinent. If the entire Item needs to be discussed, the Item lead should prepare to review all the Item Criteria requirements, key factors, and clarification of any areas of disagreement.  If any changes are made to the Item comments as a result of our discussion, the Item lead should be prepared to lead a discussion regarding the effect of the change on Item score, if any.  
Prior to the end of the call, we will recap Item scores (i.e., the Score Summary Worksheet) and ensuring any changes in Item comments are correctly reflected in the Key Themes Worksheet.  

Proposed Timeline for Independent/Consensus Review APPLICANT 2009-XXX
Below is our Independent/Consensus Review Timeline.  It is very important that you have your personal and work calendar so we can revisit at the 2nd planning meeting.
MO/DAY/TIME
TL emails 2nd Planning Call Correspondence a week before the 2nd Planning Call.

MO/DAY/TIME
All upload Independent Review Scorebook on Scorebook Navigator.
MO/DAY/TIME
TL ensures draft Key Factor Worksheet uploaded for team’s review prior to the 2nd planning call.  

MO/DAY/TIME
Conduct the 2nd planning call.

MO/DAY/TIME
Item lead prepares and posts initial Item Worksheet (v1) for Item back-up review.  

MO/DAY/TIME
Item back-up provides feedback to Item lead virtually (v1bu), or through a phone 

                                    conversation.
MO/DAY/TIME
Item lead posts revised Item Worksheet (v2) for team’s review.  

MO/DAY/TIME
Examiner XX prepares and posts initial Key Themes Worksheet for team’s review. 

MO/DAY/TIME
All team members provide feedback on Items for which they are not lead or back-




up as well as provide feedback on initial key themes.  

MO/DAY/TIME
Item leads post revised Item Worksheets (v3). 

MO/DAY/TIME
TL or Examiner XX posts revised key themes for consensus call.  

MO/DAY/TIME
All inform team leader that you have completed your review and have no points to discuss or you have completed your review and have specific comments, scores, or other issues you would like to discuss on Consensus call. (see tool below) 

MO/DAY/TIME
TL posts Consensus Call Agenda. 

MO/DAY/TIME
Conduct the consensus call.

MO/DAY/TIME
Based on Consensus Call discussions, adjust Item Worksheets, and upload revised Item Worksheets (v-Consensus).

MO/DAY/TIME
TL/Scorebook Editor (if assigned) assembles, review and edit consensus scorebook.

MO/DAY

TL approves and uploads the final consensus scorebook with feedback-

                                    ready comments. TL informs MQC once final consensus 

                                    scorebook has been posted.
TEAM MEMBER TOOL TO SUBMIT DISCUSSION TOPICS FOR CONSENSUS CALL
	Item
	Consensus
	If not, is Scoring the Issue? 
	If not, which Strengths and OFIs need to be discussed and why?  If sent by email use non-applicant language and no mention of actual scores.

	
	Yes
	No
	Yes
	No
	

	KF
	
	
	
	
	

	KT
	
	
	
	
	

	1.1
	
	
	
	
	

	1.2
	
	
	
	
	

	2.1
	
	
	
	
	

	2.2
	
	
	
	
	

	3.1
	
	
	
	
	

	3.2
	
	
	
	
	

	4.1
	
	
	
	
	

	4.2
	
	
	
	
	

	5.1
	
	
	
	
	

	5.2
	
	
	
	
	

	6.1
	
	
	
	
	

	6.2
	
	
	
	
	

	7.1
	
	
	
	
	

	7.2
	
	
	
	
	

	7.3
	
	
	
	
	

	7.4
	
	
	
	
	

	7.5
	
	
	
	
	

	7.6
	
	
	
	
	


To complete this worksheet:

Put an X in the “yes” box if you believe the team has reached consensus on the item and thus does not need to discuss the item on the consensus call.

Put an X in the “no” box if you believe the team has not reached consensus on the item and the item will need to be discussed on the consensus call.  Additionally, describe the specifics of what will need to be discussed on the call.
When complete, place in the Miscellaneous folder under the Consensus TAB.  If sent by email use non-applicant language and no mention of actual scores.
REMINDERS
Geri Markley, MQC Executive Director, will serve as the key resource for the team during the Award Process.  If you have any questions concerning the process or the Criteria, please feel free to contact me by email or call me at xxx-xxx-xxxx, or contact the MQC.  
A Monitor will be assigned a week before our Consensus Call in August, and will be involved during the Consensus Call process.

If faxing, please remember, do not fax any applicant-specific material until you have determined that the fax is secure or that the recipient is available to receive it. 

Again, please do not hesitate to call me in my office or at home for any reason.  If I am traveling, I check my voice mail several times a day, so I should be able to respond quickly to any needs. I am looking forward to working with each of you.  

Send out several days before the Consensus call

SAMPLE

Consensus Call Agenda
Date and Time of Call(s)
To:
Consensus Team Members

From: 
Team Leader
Cc:
NIST Monitor

· Thanks again for the time spent and your input provided during the virtual consensus phase of the process. Based on the input I have received, I have developed the following agenda for the consensus call.  If there is something you feel we need to discuss but do not see it on the agenda, please contact me as soon as possible before the call.  As a reminder, if we need to discuss the whole Item, we will restate the Criteria Requirements and the Key Factors.  If we discuss one or more comments within the Item, we will restate only the Criteria Requirements and Key Factors specific to those comments.  We will rescore the Item based on any changes to the comments within the Item.   At any time during the consensus call, a discussion could have impact on an Item or comment(s) within an Item that was not scheduled on this agenda.  Therefore, we all need to be cognizant of how our consensus call impacts the whole scorebook.    
	Discussion Topic 
	Discussion Leader 
	Time Allotted 

	Introductions, ground rules, reconnection, and break procedure

	Team Leader
	5 minutes

	Review agenda and roles 
	Team Leader
	5 minutes

	Solicit revisions to key factors 
	Team Leader
	5 minutes

	Review key themes to jog team’s memory/keep key themes in forefront  
	Examiner #2
	5 minutes

	Item 1.1 – b(2) OFI, 2 Examiners felt the comment should be made into two comments while others felt the two points are really addressing a single Criteria area to address so should remain a single comment  
	Team Leader
	5 minutes 

	Item 1.2 – All in agreement, nothing to discuss 
	Team Leader
	0

	Item 7.6 - All in agreement, nothing to discuss 
	Team Leader 
	0

	Process check
	Examiner #3
	5 minutes

	Item 2.1 – Some felt not enough benefit of the doubt given for the processes for collecting and analyzing data (Step 4-6) of the SPP, while others felt too much BOD given for consideration of regulatory changes in its environmental scan (Step 3) of the SPP.  Outcome of discussion may affect score.  
	Examiner #3
	10 minutes

	Item 2.2 – Although there are 8 comments, an Examiner would like to add an OFI on 2.2(b) since “patient satisfaction second to none” is one of the applicants stated core values and it is not clear how applicant plans to address short-term gaps.    
	Examiner #3
	5 minutes

	Item 7.3 - All in agreement, nothing to discuss 
	Examiner #3
	0

	
	
	

	Item 3.1 - All in agreement, nothing to discuss
	Examiner #2
	0

	Item 3.2 - All in agreement regarding the comments but not on scoring band. We all agree the approaches meet the multiple requirements but disagree whether the improvement process is simply used to improve efficiency or whether it is a key management tool used to drive innovation. Also disagreement regarding the extent of integration for these approaches.  
	Examiner #2
	10 minutes

	Item 7.1 – Some Examiners felt the applicant is given too much credit in this Item because the measures reported in Figures 7.1-3, 4, 6, & 9 are not related to customer requirements/expectations mentioned in the Profile.  
	Examiner #2
	10 minutes

	Item 7.2 - All in agreement, nothing to discuss
	Examiner #2
	0

	
	
	

	Item 4.1 - All in agreement, nothing to discuss
	Examiner #4
	0

	Item 4.2 – b(2), one Examiner wants to add an OFI on last point – “assembly and transfer of relevant knowledge for use in the SPP” – most felt this was a BOD issue. Outcome of discussion on 2.1 might impact this discussion 
	Team Leader
	5 minutes

	Item 6.1 - All in agreement, nothing to discuss
	Examiner #4
	0

	Item 6.2 – Two Examiners felt the OFI on (b) did not rise to high enough level to warrant a comment
	Examiner #4
	5 minutes 

	Item 7.5 – Since the applicant did not segment its a(2) results by service type or location, both of which it mentioned as being essential in the Profile, some Examiners felt a scoring range of 70-85 is too high.  They also felt this issue needed to be raised to the key theme level.  -- our sector experts mentioned a number of commonly accepted CMS measures not included 
	Examiner #4
	15 minutes 

	
	
	

	Item 5.1 – Many Examiners felt the 1st strength and the 2nd and 3rd OFI comments are outside the Criteria since it is not appropriate to hold applicant to ISO requirements.  I suggest the Item lead review the Criteria requirements, key factors then we will discuss each of the comments in turn as well as below the line comments.  
	Examiner #5
	30 minutes

	Item 5.2 – Many Examiners felt an OFI around a(3) was appropriate since one of the strategic challenges mentioned by the applicant was “medical tourism” taking away business and did not feel this was addressed.  Also, many felt requiring the hospital to provide free health care to its employees was prescriptive and outside the scope of b(2).  
	Examiner #5
	15 minutes

	Item 7.4 – Results reported in a(1) not segmented – add to key themes.  No results reported for workforce development – many Examiners do not agree that this is prescriptive since it is specifically asked for in the Criteria.  

-- Some Examiners felt the balance and content of comments does not reflect the 50-65 scoring band but rather the 30-45 band.  
	Examiner #5
	10 minutes

	Break 
	All
	10 minutes 

	Confirm scores
	Scorekeeper 
	5 minutes 

	Finalize key factors
	Team Leader
	5 minutes

	Finalize key themes – Several Examiners felt that the combination of 7 +’s and 8 OFI in the a, b, and c comments are not reflective of the overall score of 565.  Also, 3 Examiners stated to add core value language of “management by fact” to be incorporated in the 3rd a-KT.  Finally, based on the 7.5 discussion, do we add an additional OFI d Key Theme?  This would be linked to the discussion concerning the balance and content of the Key Theme comments as it relates to the 565 score. 
	TL & Examiner #2
	15 minutes

	Build in extra time if needed
	All
	30 minutes

	Review next steps – Monitor will collect Site Visit availability
	Team Leader
	15 minutes 


After you receive email from MQC announcing the outcomes of the Judges’ Meeting.
SEND, if your applicant does not receive an invitation for a Site Visit.
DO NOT SEND, if your applicant does receive a Site Visit 

SAMPLE Team Leader Thank-You Note
Date

Dear Consensus Review Team Members:

I would like to express my appreciation to each of you for your personal effort and teamwork in preparing for and reaching consensus on application #XXX.
Your prework, leadership, teamwork, and follow-up made my task much easier than it might have otherwise been.  As a team, we have provided the applicant with a fair and thorough review while giving the Judges the information they will need to make their determination.  
One final request: since our applicant is not going to receive a site visit, please complete the Peer Evaluation Forms and return them to your teammates.  

Once again, thank you for your assistance.

Sincerely,

Team Leader

Sample Weekly email from MQC to Team Leader 

Week 3—MQC to Team Leader E-Mail
To: TL


 Attachments: 2nd Planning Call Correspondence

Hello again,

By now, you have facilitated your 1st planning call. In fact, some of you are in the process of providing feedback on your team members’ 1st drafts of an Independent Review Process Item and a Results Item. If that is not enough to keep you busy, you have started your own evaluation of the applicant as well.

Following are some tips to keep your team focused on the next steps:

· Send an e-mail to your team members with the following reminders:
· Ask them to note the agreed-upon date of the posting of their Key Factors Worksheets and their 1st Process and Results Items, as well as the date of their completed Independent Review Scorebook. 
· Encourage them to continue with their full evaluation of the applicant. They do not need to wait for your feedback on their 1st Process and Results Item Worksheets.
· If they have not done so, ask them to e-mail you their biographies.
· Also remind them that the team may not discuss the applicant at this point in time.
· Just a note to revisit the issue of missed deadlines. If you find that a team member(s) does not communicate in advance that he or she may miss a deadline and/or habitually misses deadlines, MQC retains the option to drop the Examiner from the team. Based on our experience last year, we felt it necessary to add an additional ground rule to support the need for timely communication between team leaders and team members who will not be able to meet one or more deadlines. Examiners must understand and acknowledge that they are responsible for contacting you if they fall behind in their work and are likely to miss a deadline. We would appreciate your being proactive re this issue. For example, we suggest that after the first missed deadline, you contact the team member and discuss the issue. After the Examiner has had the opportunity to explain why the deadline was missed, if he or she chooses to do so, it will be incumbent upon you to convey the very real consequences to the process and to other team members when this happens. Specifically, that apart from being a negative experience for the Examiner, it handicaps the other members of the team—the burden of work must be shared by those remaining. Hopefully, this realization will motivate the Examiner to respect the process and his or her peers by honoring future deadlines.  
· At some point between now and several days before your 2nd planning call, you will consolidate all team members’ Key Factors Worksheets into one consolidated Key Factors Worksheet. Your team will come to consensus on the Key Factors Worksheet during the 2nd planning call. Therefore, you might want to consider beginning the process of consolidating the key factors as soon as possible.
· After you receive all the biographies from your team members, you might want to begin thinking about Item lead and backup assignments. These assignments will be part of your 2nd planning call correspondence to the team. See attachment below: 2nd planning call correspondence.
· Please feel free to use the email that was sent to you on xx/xx/09, Subject line: Weekly Team Leader to Team E-Mails. Click on the attachment Week 3—Team Leader to Team E-Mail. This is a sample e-mail that reminds the team of the above information. You need only copy and paste the text, fill in the blanks, and send the e-mail to your team. 
Please feel free to contact me if you have questions about the process, the Criteria, providing feedback on Independent Review Worksheets, the 2nd planning call, or making lead and backup Item assignments. 
Again, the MQC thanks you for your work!

Sample Weekly Email from Team Leader to the Team
Week 3—Team Leader to Team E-Mail

It was great talking to each of you last week. We are off to a good start. I want to remind you of the following: 

· We agreed that each of you will complete and post to Scorebook Navigator your Key Factors Worksheets and worksheets for Items x.x and 7.x by dd/mm/09. Remember to please e-mail me when these are posted. 
· I will meet my commitment and provide feedback on your x.x and 7.x Worksheets by dd/mm/09. I will e-mail each of you when I have posted this feedback.
· In the mean time, I encourage you to continue evaluating the applicant. You do not need to wait for my feedback to continue with your evaluation.
· If you have not done so, please e-mail me your biography. I will use this information to plan Item assignments for the Consensus Review Process.
· Remember, please make sure that you schedule enough time to provide a full evaluation of the applicant. The complete Independent Review Scorebook is scheduled to be posted on Scorebook Navigator by dd/mm/09, and our 2nd planning call is scheduled for Day of the Week dd/mm/09, xx:XX a.m./p.m., ET.  For you convenience, I’ve included or attached the calling instructions.
· A complete Independent Review Scorebook includes the following:
· Conflict of Interest Determination Worksheet
· Conflict of Interest Worksheet

· Key Factors Worksheet
· Key Themes Worksheet
· 18 Item Worksheets
· Score Summary Worksheet 

Finally, if you have any questions about the process or the Criteria, feel free to review the Independent Review Step-By-Step, or contact me at (xxx)  xxx-xxxx or by e-mail. Remember, until we have all completed our independent evaluations, we may not have any discussions concerning the applicant. 
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