Resource - Consensus Checklist

(used for both SQA & Showcase applicants)

During Consensus & Site Visit Training

	
	Select  SQA Category Leads & Backups  

            or SHOWCASE Applicant Primary and backups

	
	Establish Meeting location and time for consensus meeting

	
	Identify meeting expectations, goals & items needed by examiners at meeting 

	
	Establish meeting roles:  Time keeper; Scribe; Facilitator (optional); etc.

	
	Develop agenda for Consensus Meeting

	
	Each category lead collect comments from all other examiners for their category 

	
	Ensure all Examiner Team members are notified of all above items


Pre-Consensus Meeting Work

	
	SQA Category Leads & Backups (SHOWCASE Applicant Primary and backups) develop/prepare proposed comments and site visit issues for their assignment 
(Remember – at the end of each comment, in parentheses, put the initials of the contributing examiners.  All comments by all examiners need to be acknowledged.)

	
	Team Lead - Send out reminder to Examiner Team of the date/time/location of consensus mtg)


During the Meeting

	
	Review agenda

	
	Review goals and objectives

	
	Set ground rules and guidelines for the meeting

	
	Clarify roles:  Time keeper; Scribe, Facilitator (optional); Category Leads

	
	Review Scoring Guidelines 

	
	Discuss category approach

	
	Review each category and develop consensus on comments, site visit issues and scoring

	
	Review all site visit issues and ensure all are appropriate, essential and not redundant

	
	Verify the scoring band descriptor for applicant is appropriate

	
	Begin to prepare consensus scorebook to be submitted to AQA

	
	Lead Examiner to review remainder of evaluation process including site visits


After the Meeting (Team Lead Examiner)

	
	Review the consensus report for themes, linkages, and Site Visit issues

	
	Document the results in the final form

	
	Review for consistency in scores and comments

	
	Make copies for the rest of the team in preparation for Site Visit

	
	Complete consensus scorebook and submit electronic copy to AQA

	
	Retain copy of the report until the award process is complete


