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   Roles & Responsibilities of the Lead Examiner and Lead-Assist

Lead Examiner

The Lead Examiner’s primary function is to guide the team of examiners, recognizing and working with both their strengths and challenges, to successfully complete the award assessment process and produce a high quality product (Feedback Report) for the Applicant.  Areas of responsibility include:

With the Examiner Team

· Conduct independent review, scoring and comment writing for the application

· Provide technical expertise and assistance when needed

· Critique comments and examiner performance 

· Assign and coaching category leads

· Reinforce the identification of themes and linkages throughout the application

· Prepare and finalizing feedback report 
· Lead, coordinate, coach, and facilitate all examiner team interactions, meetings, and consensus activities, including:

· Review status of progress with mentor/monitor on regular bases

· Consensus Meeting

· Site Visit Preparation Meeting

· Site Visit (including interview scheduling – work with the Site Visit Monitor on this)

· Final Feedback Report & Recommendation Meeting (usually done at end of Site Visit and includes mentor/monitor review)

· NOTE: Lead can delegate or share these responsibilities but remains responsible

· Maintain balance and integrity with the criteria and scoring scale

· Feedback should explain the value of a criterion without being prescriptive

· Scoring and comments should be consistent with the intent of the criteria and scale
With the Applicant
· Schedule Site Visit date/times with Examiner Team and Applicant (the earlier the better!)

· Prepare and lead all aspects of Site Visit

· Start the Site Visit by explaining the visit's purpose and to review the agenda for the visit
· Coordinate Site Visit interviews and schedule

· Close the Site Visit with a meeting with organization’s officials
For the Program
· Model the Arizona State Quality Award Program Code of Conduct
· Identify and leading the resolution of potential issues

· Serve as liaison between AQA and the examiner team (includes keeping AQA informed as to the team’s progress)
· Provide (at the end of the process) the AQA Executive Director feedback about the team performance, site visit, and the overall process.
Lead-Assist

The Lead-Assist is responsible for supporting the Lead Examiner with the above listed functions, and will fill in for the Lead Examiner when he/she is not available for one or more of the tasks.  If, for any reason, the Lead Examiner is not able to complete his/her duties, the Lead-Assist will work with AQA to appropriately complete all tasks of the Lead Examiner.
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