Resource – Key Themes Guidelines

The Key Themes provides an overall summary of the key points in the evaluation of the application. A key theme is a strength or opportunity for improvement that addresses a central requirement of the Criteria, is common to more than one Item or Category (cross-cutting), is especially significant in terms of the applicant’s key factors, and/or addresses a Core Value of the Criteria. 

Format Essentials

· A key theme is a strength or an opportunity for improvement (OFI) that is common to more than one Item or Category (cross-cutting), is especially significant in terms of the applicant’s KFs, and/or addresses a Core Value of the Criteria. This worksheet provides an overall summary of the key points in the evaluation of the application and is an assessment of the key themes to be explored if the applicant proceeds to Stage 2, Consensus Review and/or Stage 3, Site Visit Review.

· Organize the key themes into three sections to address the three questions concerning important strengths, significant opportunities, and key results.

· Limit the worksheet to 2–3 pages.

· Write comments that use complete sentences and that meet the Comment Guidelines.

· Delineate comments with bullets.

· Leave two lines between each of the comments.

· Write comments that are “feedback ready.” These comments should consist of 1–3 complete, actionable, and nonprescriptive sentences that address the central requirements of the Criteria; cite specific examples from the application; are tied to the applicant’s KFs and/or the Criteria Core Values, as appropriate; and meet both the content and style requirements of the Comment Guidelines.

· For questions a and b, comments should address the evaluation factors of approach, deployment, learning, and integration.

· For question c, comments should address favorable and unfavorable levels and trends, comparisons, segmentation, linkage, and results that were expected but not reported (gaps).
The Key Themes should respond to the three questions below:

a.
What are the most important strengths or outstanding practices (of potential value to other organizations) identified?

b.
What are the most significant opportunities, concerns, or vulnerabilities identified?

c.
Considering the applicant’s key business/organization factors, what are the most significant strengths, opportunities, vulnerabilities, and/or gaps (related to data, comparisons, linkages) found in its response to Results Items?
