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2010 Case  Study Comment Guidelines


Comment Definitions
	Process Item Independent Evaluation Comments - Strength & OFI 
	Comments fall into two groups:  “Strength” and “Opportunity for Improvement (OFI).”  

Strengths identify approaches (process, method, or mechanism), the extent of deployment within the organization, cycles of learning, and  level of integration that are important to the applicant’s success in achieving its goals, as it relates to the Criteria.  

OFIs identify missing or not fully described approaches, deployment, learning, and/or integration of processes that are important to the applicant’s success in achieving its goals, as they relate to the Criteria.  

	Process Item Independent Evaluation Comments – Required elements

	Process Item comments address the systems and practices in Categories 1 through 6.  Process Item strength comments have two parts (Criteria + How and Examples of ADLI) and Process Item OFI comments have three parts (Criteria Requirement, Examples of the part of ADLI that is not addressed, and So What (Key Factor).

These may be brief statements and do not need to be complete sentences.  However, they must contain all required elements:

· Criteria + How:  Describe the process(es), method(s), or mechanism(s) the organization uses to address the Criteria  (highlight Criteria words).
· Examples: Evidence from the application that show what the organization is or is not doing relative to the Criteria and its Key Factors.  Include specific examples of Approach, Deployment, Learning, and/or Integration that support the process(es), method(s), or mechanism(s) described in the first part of the comment.
· So What (for OFIs):  List the specific Key Factor(s) that illustrate(s) why this is an OFI for the organization.

	Results Item Independent Evaluation Comments 


	Results Items are addressed differently from Process Items.
· Results Items are fact-based and require an Analysis Summary.

· Results are analyzed using LeTCI&G (Levels, Trends, Comparisons, Integration, and Gaps).

· Results require the Figure Title Italicized and the Figure Number in parenthesis.  Example: Overall Customer Satisfaction (Figure 7.2-3).
· See the Case Study Results Analysis Worksheet for instructions.

	Comment Guidelines

	· Cover a single, complete thought that clearly specifies the strength or opportunity for improvement.
· Use a polite, professional, and positive tone.  Use active voice and present tense.
· Keep comments in Criteria order—both Strengths and OFIs. 
· Use specific organization and/or Criteria language.  Use the organization’s terminology when appropriate.  For example, some refer to employees as team members; use this terminology rather than the generic “employee.”
· Do not include the organization’s name or initials; use “the organization.”  Refer to the organization as “it” (not “they”).
· Be non-prescriptive.  Do not use words such as “should,”  “would,” or “fail” in comments.
· Be non-judgmental.  Do not use terms such as “good,” “bad,” “effective,” “ineffective,” “inadequate,” “excellent,” “outstanding,” etc. for Process Items.  Use Scoring Guideline language customized to the organization when appropriate to describe the organization’s achievement level.

· Do not critique the application, the writing style, or graphics.  Avoid phrases such as “should be addressed in Item 3.2,” or “is poorly described.”  These are criticisms of the writing/application, not an evaluation of the organization’s performance system.

· Do not contradict other comments made elsewhere in the scorebook.  
· Focus on the organization’s substantive strengths or opportunities for improvement:  6 to 10 comments per Item to focus on the most important, most relevant feedback to the organization.

	Criteria

· Address the central Criteria requirements; do not go beyond the Criteria.
· Describe how and where the organization does / does not address the criteria (highlight key Criteria words).

· Include only the part or parts of the Criteria you are addressing in the comment.
· Do not use the Criteria as a checklist.  The organization’s Key Factors determine what parts of the Criteria are most important to the organization.

	Example

· Provide specific evidence for the appropriate element of ADLI that indicates what the organization does (Strength) or does not do (OFI).

· Provide an example of what information is needed if something is “not clear” or “missing.”

	So What
· OFI Importance statements are required and should include the possible consequence (so what) - copy and paste relevant key factor(s).


	Independent Evaluation Comment Content & Style

	Process Items (Categories 1 – 6)

	Content Guidelines
	Style Guidelines

	Independent Evaluation Process Item Comments include:

· Criteria + How:  the criteria elements that your comment addresses—highlighted—and a brief description of the process/method used to address that criteria requirement—the “how.”
· Example(s):  approaches/practices described in the application (including relevant figure and table numbers) to support your Strength or OFI evaluation.  Include evidence (or lack) of ADLI factors.

· So What (for OFIs):  specific key factor(s) that makes this Criteria item important to the organization.
	Independent Evaluation Process Item Comment Style:

· Ensure comments contain enough information that other examiners can easily discern your meaning/intent.
· Identify strengths or opportunities for improvement according to where the item falls in the Criteria, not where the information is found in the application.

· Spell out Acronyms, unless they are well known throughout all sectors. (eg., OSHA)


Sample Independent Evaluation Comments:

	Item Ref.
	KF
#(s)
	Comments:  Strengths and/or OFIs



	1.1a(1)
	1,3,6


	(+) Strength Criteria + How:  Senior leaders set and deploy vision and values to employees using multiple communication mechanisms
Example(s) of: 

· A: Mission, vision, and values (MVV) first set by taskforce in 1999  

· D: Communicate to employees using committee meetings, newsletters, web site, recruiting materials, stakeholder forums; Dean’s Council and Nursing Professional Administrative Council (NPAC) meeting minutes published on Classroom Resource Exchange (CRE) —communication tool accessible to faculty, administrative staff, students, key stakeholders

· L: Annual review process through 4S survey and task force to recommend changes

· I: Reaffirmation of MVV is first step in Strategic Planning Process (SPP) and questions in 4S were added on MVV and senior leaders’ communication

	1.1a(1)
	3


	(-) OFI Criteria requirement:  Unclear how senior leaders deploy vision and values to key suppliers and partners
Example(s) of what’s not addressed: 

· A: 

· D: Deploy to employees (see 1.1a1 +) but unclear how organization deploys to suppliers, partners, or other stakeholders such as clinical practicum sites, community and tertiary hospitals, clinics, and private practices.
· L: 

· I: 

So What: play critical role in learning-centered processes and hiring graduates
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