Timeline/Stakeholder Roles and Responsibilities
	Week #
	Monitor 
	Team Leader
	Team member

	Week 1

MQC emails team members

Conduct Independent Review (IR) Planning Call 
	· Send introductory email to team leader
· If requested provide guidance to Team Leader concerning team correspondence, and proposed timeline
· Send introductory email to team members
· Attend IR planning call


	· Receive Email from MQC 

· Immediately schedule IR planning call date & time, & propose evaluation timeline. Send email to team with correspondence & Agenda for 1st planning call
· Receive evaluation materials from MQC
· Check for conflicts and begin Independent Review for assigned application as soon as possible

· Facilitate IR planning call
	· Receive email from MQC 
· Review email from Team Leader with proposed 1st planning call date & time, & proposed evaluation review timeline. Check with personal calendar

· Receive introductory email from  Monitor

· Receive evaluation materials from MQC
· Check for conflicts, and begin Independent Review for assigned application as soon as possible

· Attend IR planning call

	Week 1, 2, 3 & part of 4

Team members complete Independent Review Scorebook
	· Contact Team Leader follow up on team’s progress once a week

· Read Org. Profile

· On Yahoo Group, review team’s progress against the schedule 

· Review one process & one results evaluation worksheet for each Examiner, and review with Team Leader
· Collect Scores and compile profiles for Judges meeting
	· Monitor team’s progress on Independent review by email, telephone, and/or Yahoo Group  

· Provide process guidance only to team members if needed. No applicant specific discussion between team members
· Send reminder email to team concerning team’s Independent Review deadline

· Contact Monitor if any concerns arise

· Complete your Independent Review by team’s agreed-upon deadline
	· Continue with Independent review

· Contact Team Leader or Monitor with process questions as needed. No applicant specific discussion between team members  

· Post final Independent Review Scorebook by team’s agreed-upon deadline

	Week 4

Consensus Planning Call
	· If requested, provide guidance to Team Leader concerning team roles & Item assignments

· Review Team Leader Consensus planning call correspondence & Agenda 

· Attend planning call
	· Establish team roles, Item assignments.  Confer w/Monitor if needed

· Send Agenda for 2nd planning call to Monitor for review.  

· Send email to team with Consensus planning correspondence & agenda

· Facilitate Consensus planning call

· Team Leader or designated team member post draft of Key Factors for discussion on Consensus planning call
	· Attend Consensus planning call
· If new team member, check for Conflicts using the Conflict Determination Worksheet

	Weeks 5 & 6

Item Lead prepares & posts initial Item Worksheet (version 1)

Item Back-up provides feedback

Item Lead post (version 2) for virtual consensus process
	· Contact Team Leader to follow up on team’s progress once a week

· Review on Yahoo Group team’s progress against the schedule 

· Review one process and one results Item Worksheet for each Examiner
	· Monitor team’s progress against schedule by email, telephone and/or Yahoo Group
· Provide guidance to team members if needed

· Send reminder email to team concerning version 1 & 2 deadlines

· Contact Monitor if any concerns arise

· Complete your Item Lead & Backup duties by team’s agreed upon deadline

· Post all work early as sample for others
	· Item Leads Synthesize Independent Evaluation Worksheets & post version 1 by team’s agreed-upon deadline

· Item Back-up provides feedback of version 1 

· Item Lead incorporates feedback & posts version 2 by team’s agreed upon deadline

· Contact Team Leader or Monitor with evaluation or process questions

· Email team & monitor when drafts have been posted

	Weeks 7, 8 & 9

Team Leader & Scorebook Editor prepares and posts Key Themes Worksheet (version 2)

Team members provide virtual feedback on Worksheets for which they are not a lead or back-up 

Item & Key Theme Lead prepares & posts version 3 for Consensus Call
	· Contact Team Leader to follow up on team’s progress once a week and provide support if needed 

· Spot check on 

· Yahoo Group 

· team’s progress & 

· team members Item 

· Worksheets 

· Review Team Leader’s consensus call correspondence
	· Team Leader or designated team member posts Draft Key Themes Worksheet
· Monitor team’s progress during the virtual consensus process

· Provide guidance to team members as needed

· Send reminder email to team concerning team’s virtual consensus & version 3 deadlines

· Contact Monitor if any concerns arise

· Complete your virtual consensus feedback 

· Post your lead assigned version 3 Worksheets
· Team Leader or designated team member post Consensus Call Key Theme Worksheet
· Ask teams to respond by email “Which Items/and or comments do we need to discuss?”

· Send to Monitor & team your correspondence & agenda for Consensus Call
	· Team members provide virtual feedback on all version 2 Item Worksheets and Draft Key Theme Worksheet for which they are not a lead or backup

· Contact Team Leader or Monitor if team member has evaluation or process questions

· Integrate feedback and post your Item lead version 3 Worksheets by teams agreed upon deadline

· After review of all version 3 Item Worksheets & Key Themes Worksheets, email team leader which issues and/or comments need further discussion



	Week 10

Conduct Consensus Call

As a result of Consensus Call, Examiners adjust Worksheets
	· Unless requested by Team Leader, stay on call as long as necessary to ensure the calling process is being followed

· Review Yahoo Group, to ensure score has been posted 
· Collect Scores and compile profiles for September Judges meeting
	· Facilitate Consensus Call

· After call, post scores on Yahoo Group
· After call, make adjustments to Key Themes & assigned Items
	· Participation on the Consensus call

· After call, make adjustments to comments

	Week 11

Post final Scorebook
	· Contact Team Leader to follow up on team’s progress

· Review on Yahoo Group team’s progress & follow up to ensure that final scorebook has been posted

· Complete Feedback Survey & return to APT
	· After all Item Leads have made their final edits, consolidate scorebook into 1 document and edit to meet content and style guidelines.

· Post final Consensus Scorebook on Yahoo Group

	

	Week 11 & beyond

Consensus Tech Edit or Site Visit Preparation
	· If going to site visit, begin preparation

· If not going to site visit, work with designated judge to finalize feedback report
	· If going to site visit, begin preparation
	· If going to site visit, begin preparation


