COMMENT GUIDELINES

Content Guidelines

1. Use a single, complete thought to clearly specify the strength (using specific examples from the application) or OFI (using specific omissions or concerns identified from the application).

2. Address central requirements of the Criteria, and do not go beyond the requirements of the Criteria.

3. Structure each comment so that it contains a subject identified from the criteria, the application, or the scoring guidelines, verb(s) and requirements from the Criteria, examples from the application, and citations of figure numbers, as appropriate.

4. Include the 6-10 comments per Item that are most relevant and important to the applicant based on its key factors.

5. Draw linkages across Items or between an Item and the applicant’s Organizational Profile. 

6. Do not contradict other comments found elsewhere in the scorebook. Contradictions may occur when a writer does not clearly specify the strength or opportunity as noted above.

7. Be nonprescriptive. Refrain from using “could,” “should,” and “would.”

8. Be nonjudgmental. Refrain from using terms such as “good,” “bad,” or “inadequate.” State the observation in a factual manner, e.g., “Customer satisfaction rates have increased over the past three years.”

Style Guidelines

1. For Stage 1 and 2 scorebooks, use such words as “the applicant,” “the organization,” “the company,” “the school” or “the health care system” to refer to the applicant. The applicant’s name is used only in Stage 3 scorebooks.

2. Use the applicant’s terminology when appropriate.

3. Use a polite, professional, and positive tone.

4. For Stage 1 and 2 scorebooks, tell what is missing if something “is not clear.” However, do not use “It is not clear” in Stage 3 scorebooks.  After the site visit, “it is not clear” is no longer appropriate.

5. Highlight an applicant’s substantive strength or OFI, not the writing style or graphics. For example, avoid phrases such as “should be addressed in Item 3.2,” “x axis is not clear,” or “is poorly described,” because these are criticisms of the writing, not the applicant’s performance system.

6. Regardless of where the applicant places the information in the application, identify strengths or OFIs according to where the Item falls in the Criteria.

7. Use vocabulary and phraseology from the Criteria and the Scoring Guidelines.

8. Avoid jargon and acronyms unless they are used by the applicant.

9. Provide a figure number when reference is made to information from a figure.

Scoring guidelines-Education criteria

SCORE
PROCESS (For Use With Categories 1 – 6)
RESULTS (For Use With Category 7)

0% or 5%
· No systematic approach is evident; information is anecdotal. (A)

· Little or no deployment of an approach is evident. (D)

· No evidence of an improvement orientation; improvement is achieved through reacting to problems. (L)

· No organizational alignment is evident; individual areas or work units operate independently. (I)
· There are no organizational performance results or poor results in areas reported. 

· Trend data are either not reported or show mainly adverse trends.

· Comparative information is not reported.

· Results are not reported for any areas of importance to your key organizational requirements.

10%, 15%, 20%, or 25%
· The beginning of a systematic approach to the basic requirements of the Item is evident. (A)

· The approach is in the early stages of deployment in most areas or work units, inhibiting progress in achieving the basic requirements of the Item. (D)

· Early stages of a transition from reacting to problems to a general improvement orientation are evident. (L)

· The approach is aligned with other areas or work units largely through joint problem solving. (I)
· A few organizational performance results are reported; there are some improvements and/or early good performance levels in a few areas.

· Little or no trend data are reported.

· Little or no comparative information is reported.

· Results are reported for a few areas of importance to your key  organizational requirements.

30%, 35%, 40%, or 45%
· An effective, systematic approach, responsive to the basic requirements of the Item, is evident. (A)

· The approach is deployed, although some areas or work units are in early stages of deployment. (D)

· The beginning of a systematic approach to evaluation and improvement of key processes is evident. (L)

· The approach is in early stages of alignment with your basic organizational needs identified in response to the other Criteria Categories. (I)
· Improvements and/or good performance levels are reported in many areas addressed in the Item requirements. 

· Early stages of developing trends are evident.

· Early stages of obtaining comparative information are evident.

· Results are reported for many areas of importance to your key organizational requirements.



50%, 55%, 60%, or 65%
· An effective, systematic approach, responsive to the overall requirements of the Item, is evident. (A)

· The approach is well deployed, although deployment may vary in some areas or work units. (D)

· A fact-based, systematic evaluation and improvement process and some organizational learning are in place for improving the efficiency and effectiveness of key processes. (L)

· The approach is aligned with your organizational needs identified in response to the other Criteria Categories. (I)
· Improvement trends and/or good performance levels are reported for most areas addressed in the Item requirements. 

· No pattern of adverse trends and no poor performance levels are evident in areas of importance to your key organizational requirements.

· Some trends and/or current performance levels —evaluated against relevant comparisons and/or benchmarks—show areas of good to very good relative performance. 

· Organizational performance results address most key student, stakeholder, market, and process requirements.

70%, 75%, 80%, or 85%
· An effective, systematic approach, responsive to the multiple requirements of the Item, is evident. (A)

· The approach is well deployed, with no significant gaps. (D)

· Fact-based, systematic evaluation and improvement and organizational learning are key management tools; there is clear evidence of refinement and innovation as a result of organizational-level analysis and sharing. (L)

· The approach is integrated with your organizational needs identified in response to the other Criteria Items. (I)
· Current performance is good to excellent in most areas of importance to the Item requirements. 

· Most improvement trends and/or current performance levels are sustained.

· Many to most reported trends and/or current performance levels —evaluated against relevant comparisons and/or benchmarks—show areas of leadership and very good relative performance.

· Organizational performance results address most key student, stakeholder, market, process, and action plan requirements.

90%, 95%,

 or 100%
· An effective, systematic approach, fully responsive to the multiple requirements of the Item, is evident. (A)

· The approach is fully deployed without significant weaknesses or gaps in any areas or work units. (D)

· Fact-based, systematic evaluation and improvement and organizational learning are key organization-wide tools; refinement and innovation, backed by analysis and sharing, are evident throughout the organization. (L)

· The approach is well integrated with your organizational needs identified in response to the other Criteria Items. (I)
· Current performance is excellent in most areas of importance to the Item requirements. 

· Excellent improvement trends and/or sustained excellent performance levels are reported in most areas.

· Evidence of education sector and benchmark leadership is demonstrated in many areas.

· Organizational performance results fully address key student, stakeholder, market, process, and action plan requirements.











































