Step-by-Step Instructions for Consensus Review 

	Step   ►
	Process Notes   ►
	Illustrations> and ^Tips 

	1. Participate on planning call 1.
	The purpose of this call will be to set the schedule for the consensus process and “consens” on Key Themes.  After the call, you will proceed with your independent review.
	

	2. Participate on planning call 2.
	The purpose of this call is for the Team Leader to finalize assignments and next steps in the consensus process.
	

	3. Review the IR Worksheets for your assigned Items.
	Go to the Item in Scorebook Navigator and click the Yellow 1 (for Stage 1) button.  Note that it may be helpful to print these worksheets.
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	4. Review the Criteria requirements for your assigned Items.
	Use the Criteria for Performance Excellence (referred to as the Business/Nonprofit Criteria), Health Care Criteria, or Education Criteria as appropriate to the application you received.
	>3.1  Customer and Market Knowledge (40 pts.)

Describe how your organization determines requirements, needs, expectations, and preferences of customers and markets to ensure the continuing relevance of your products and services and to develop new business opportunities. 

	5. Select the most relevant 4-6 Key Factors, reviewing all IE Worksheets and/or the Consensus Key Factors Worksheet to help in your determination.
	Use the Consensus Key Factors Worksheet to ensure consistency, however, you may choose to include only a portion of a key factor to ensure the most relevance (e.g., using one strategic challenge as opposed to the entire list). The Key Factors should relate to key Criteria requirements and help guide your expectations of what the applicant will address.
	

	6. Using the IR Worksheets for your assigned Items, identify the key processes and observations. Note similarities and differences among the identified key processes/Areas to Address, observations, Key Factors, or Criteria requirements not addressed.
	You may want to capture this synthesis on paper as a first step. There may be differences in the way Examiners categorize the processes, yet commonality can often be found in the evidence section of the worksheet.

Note that this step may require a few iterations for you to gain clarity on what ideas are most important.
	

	7. Based on your synthesis of individual Examiners’ evaluations, determine the most important and relevant key findings for the applicant.
	Based on the Criteria and the Key Factors, synthesize observations into the most important, value-added, six comments for the applicant. Note in parentheses after the comment which Examiners had the same key processes and observations listed in their IR Worksheets.
	

	8. Finalize comments that represent the most important and significant strengths and OFIs for the applicant.
	Finalize full comments on the CR Worksheet in Scorebook Navigator.


	

	9. Identify any conflicts between strengths and OFIs and propose a solution.
	You will not find complete agreement in Examiner observations from the independent review—one Examiner might see the approach as a strength, while another may see it as an OFI. You must propose a resolution as part of your drafting task.
	

	10. Finalize your comments using the Comment Guidelines and propose a scoring range and score.
	Make draft comments “feedback ready.” Use both content and style Comment Guidelines. 


	

	11. Develop a rationale for consensus that shows how conflicts were resolved, points out the most relevant Key Factors, and describes the scoring range and score.
	Create a blank comment row in Scorebook Navigator and include your rationale here, discussing why you selected the score for A, D, L, and I. Indicate key ideas, particularly if shared by more than one Examiner, which were not used in the development of comments. However, in the rationale you should not address each Examiner’s observations individually. 
	

	12. Follow the Virtual Consensus Process below.
	
	


	Version Name
	File 

Naming Conventions
	Description
	Team Member Involvement

	
	
	
	Item Lead = IL

Item Backup = IBU

Team Member = TM

	Version 1
	
	Item Lead prepares a first draft of Consensus Review Worksheet, synthesizing the Independent Review Worksheets from all team members. 

Send an email to the Item Backup (copy Team Leader and MQC Monitor), letting him/her know it is ready for review.
	  IL     IBU    TM   TM    TM

	Version 1
Version 2
	BU
	Item Backup provides feedback to Item Lead in Observation box, starting each Observation with BU.  

Item Lead makes changes as appropriate to the comments and sends email to all team members (copy to MQC Monitor) that the version is ready for review
	  IL     IBU    TM   TM   TM

	Draft Key Themes
	KTdraft
	The Team Leader or designated team member uses Consensus Review Worksheets to develop an initial list of Key Theme (KT) ideas and completes a draft, then sends an email  to all team members (copy to MQC Monitor) that the draft version is ready for review.
	(KT lead only)TM  TM  TM

	Team Member Feedback
	v2
KTdraftBG
	Each team member reviews Version 2.0 of each Consensus Review Worksheet and rationale and draft KTs and provides feedback to the Item Lead by posting Observations next to the comment.  Each observation starts with v2.   Be sure to review the rationale and scoring in addition to comments. 
It is important that each team member provide feedback for every Consensus Review Worksheet by making observations, even if this means posting a document that says “no changes.” Note that those Items already reviewed by the Item Backup need not be reviewed again until Version 3.0 is posted.
	  IL     IBU    TM   TM   TM

	Version 3


	V3

	Item Lead integrates feedback from the final review of Version 2.0 and finalizes comments.  This becomes Version 3.0 and an email is sent to all team members (copy MQC Monitor) letting them know what has changed and that the new version is ready for review.

Each team member reviews Version 3.0 in preparation for the consensus call, starting any new observations with v3. If an Item Lead receives conflicting input or a team member still has concerns about particular comments or scoring issues, he/she will send an email to the Team Leader and the team, requesting a discussion on the consensus call. 

If a team member is in agreement with the content of all Consensus Review Worksheets, he/she should still send an email to the Team Leader and team indicating that he/she has completed the review and has no Items to recommend for discussion.
	  IL     IBU    TM   TM   TM

	Consensus Version
	Final
	If issues have been identified with the particular Consensus Review Worksheet, the consensus call is used to resolve these issues. Prior to the call, the Team Leader will specify the Items that will be discussed. For those Items, only the comments or scoring issues in question need to be resolved. 

If changes are agreed upon by the team, the Item Lead integrates these changes and finalizes the Consensus comments for inclusion in the Consensus Scorebook.
	  IL     IBU    TM   TM   TM


	Step   ►
	Process Notes   ►
	Illustrations> and ^Tips 

	13. Team Leader refines the consensus call agenda to include only those Items or comments that require discussion and distributes the agenda to the team.
	
	> Sample Agenda

· Welcome

· Agenda review

· 2nd and 3rd strengths for 1.1; impact on scoring

· Items 5.1 and 5.2; scoring for 5.1 and 5.2

· Item 7.4

· Key Themes

· Next Steps     

	14. Item Leads prepare to present Items or comments that are pertinent.
	If the entire Item is to be discussed, the Item Lead should prepare to review the Criteria requirements, Key Factors, and clarification of any areas of disagreement to ensure the team is prepared to discuss the Item; if only one comment is to be discussed, the Item Lead should prepare to discuss the particular Item requirement in question and any Key Factors that are pertinent. A discussion on scoring should follow.
	

	15. Participate on the consensus call. In addition to covering a limited number of Items or comments, the team should review and update the Key Theme and the Score Summary Worksheets.
	Team members should be prepared to provide specific points and recommendations for changes. Throughout the discussion, all team members should be listening for changes that may impact or conflict with other Item- or Key Theme-level comments and bring them to the attention of the team. 

Each Item Lead is responsible to ensure that changes in his/her CR Worksheets are correctly reflected in the Key Themes Worksheet and scores are correctly recorded on the Score Summary Worksheet.

At the end of the call, the Team Leader is responsible for emailing the Score Summary Worksheet to MQC.
	^ Item Backups should take notes for Item Leads. It may be helpful for Backups to restate what they heard at the end of each topic.

	16. Item and Key Theme Leads revise comments and scores to reflect consensus decisions.
	Each Item Backup should review the Lead’s CR Worksheet to help ensure that the revised comments accurately represent the Consensus discussion. Item Leads and Scorekeeper should ensure that Item scores on the final Score Summary Worksheet agree with the scores on each Item scoring grid.
	

	17. Scorebook editor and Team Leader finalizes language as team awaits judges’ decision.  
	The Team Leader is responsible for assembling the final Consensus Scorebook, conducting a final check, and informing MQC that the scorebook has been finalized.
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