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2010 Site Visit Process Scorebook
Instructions for using this file:
1. This Scorebook is set up to print on 8½ x 11” paper in landscape orientation.

2. Save this file (or “Save As”) to the Sterling-provided USB flash drive.  Add the Item/Category and your initials to the document name (e.g., “2010 SV_Item_2.2_xyz.doc).  Be sure to backup your work on another secure drive.

3. Double click on the header above; if you do not see the header, go to “View” and choose “Print Layout” then double click of the header.

a. Enter the Applicant’s Number (the number used by the Sterling Office to track applications; for example, PL001) in the left-hand Text box.  

b. Enter your Name in the right-hand Text box.  

c. Enter the Site Visit Item (e.g. 3.1) in the center Text box.  Close the header.

d. Check the file pages to ensure that every page in this file contains the header information.

4. Allow text to wrap as you type; do not use a return within your sentences or paragraphs.  Tab to move from one column to the next; tab from the final column to begin the next row.

5. Add, Copy/Move, or Delete rows. 

a. Add a row:  tab from the final column; or use Copy/Paste to preserve pre-typed content.

b. Copy/Move a row (entire row with text):  from the left-hand margin, highlight the row, Copy (Ctrl “C”); place cursor where you want the copied row and Paste (Ctrl “V”).  

c. Copy/Move text (part of a row):  highlight the text cells and Copy (Ctrl “C”); then highlight the text cells to fill (cell count must match) and Paste (Ctrl “V”).

d. Delete unused rows (save a tree!):  from the left-hand margin, highlight the row and Cut (Ctrl “X”).
Instructions:
6. Keep all comments in Criteria /Item Ref. order!

7. Maximum of 6-10 comments per Item.  Capture only the most important strengths and opportunities for improvement (OFIs) based on the organization’s Key Factors and its response to the Criteria requirements.

8. Highlight the criteria.

	Item Ref.
	Consensus Comments
	Summary of Findings and Impact on Consensus Comments 
	ADLI
	Site Visit Comments

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Site Visit—Process Item Scoring Matrix
	Factor
	0–5%
	10–25%
	30–45%
	50–65%
	70–85%
	90–100%

	Approach
	No systematic approach to Item requirements is evident; information is anecdotal.
	The beginning of a systematic approach to the basic requirements of the Item is evident.
	An effective, systematic approach, responsive to the basic requirements of the Item, is evident.
	An effective, systematic approach, responsive to the overall requirements of the Item, is evident.
	An effective, systematic approach, responsive to the multiple requirements of the Item, is evident.
	An effective, systematic approach, fully responsive to the multiple requirements of the Item, is evident.

	
	
	
	
	
	
	

	Deployment
	Little or no deployment of any systematic approach is evident.
	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.
	The approach is deployed, although some areas or work units are in the early stages of deployment.
	The approach is well deployed, although deployment may vary in some areas or work units.
	The approach is well deployed, with no significant gaps.
	The approach is fully deployed without significant weaknesses or gaps in any areas or work units.

	
	
	
	
	
	
	

	Learning
	An improvement orientation is not evident; improvement is achieved through reacting to problems.
	Early stages of a transition from reacting to problems to a general improvement orientation are evident.
	The beginning of a systematic approach to evaluation and improvement of key processes is evident.
	A fact-based, systematic evaluation and improvement process and some organizational learning, including innovation, are in place for improving the efficiency and effectiveness of key processes.
	Fact-based, systematic evaluation and improvement and organizational learning, including innovation, are key management tools; there is clear evidence of refinement as a result of organizational-level analysis and sharing.
	Fact-based, systematic evaluation and improvement and organizational learning through innovation are key organization-wide tools; refinement and innovation, backed by analysis and sharing, are evident throughout the organization.

	
	
	
	
	
	
	

	Integration
	No organizational alignment is evident; individual areas or work units operate independently.
	The approach is aligned with other areas or work units largely through joint problem solving.
	The approach is in the early stages of alignment with basic organizational needs identified in response to the Organizational Profile and other Process Items.
	The approach is aligned with organizational needs identified in response to the Organizational Profile and other Process Items.
	The approach is integrated with organizational needs identified in response to the Organizational Profile and other Process Items.
	The approach is well integrated with organizational needs identified in response to the Organizational Profile and other Process Items.
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Summary of what we learned during the site visit that significantly changed from Consensus:
	·  
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