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Roles & Responsibilities of the Lead Examiner Mentor/ Site Visit Monitor

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

Before and After Site Visit Mentoring 

· Inform AQA immediately if there are any personal conflict of interests

· Read and be prepared to discuss the application

· Make contact with the Lead Examiner at least once every two weeks, and prior to milestone elements of the process

· Consensus Meeting

· Site Visit Preparation Meeting

· Site Visit 

· Final Feedback Report and Recommendation Meeting 

· Review the following documents before they are submitted to AQA:

· Consensus Report

· Final Feedback Report

· Provide technical/criteria-based expertise and advice when needed

· Provide logistical expertise and advice when needed

· Provide “lessons learned” or “pitfalls” to be avoided

· Clarify examination team role

During Site Visit (Site Visit Monitor)

· Be present at the opening meeting of the Site Visit to explain the visit's purpose and to review the agenda for the visit
· Be present at the closing meeting of the Site Visit with the organization’s officials
· Be available throughout the site visit

· Via phone at all times at a minimum

· As much time on-site as feasible

· Resolve integrity issues should they arise

· Resolve any issues between Team and Applicant

· Provide assistance to the Lead Examiner to ensure they are able to most effectively complete their responsibilities:

· Coordinate site visit interviews and schedules

· Set the tone with the applicant

· Ensure all issues requiring clarification are addressed 

· Coach the examiner team to write clear and concise comments for the feedback report

· Guide the examiner team to consolidate findings from the site visit with initial comments -- refine content and phrasing

For the Program

· Model the Arizona State Quality Award Program Code of Ethical Standards

· Identify and assist the resolution of potential issues

· Keep AQA informed as to the Lead Examiner’s progress
· Provide (at the end of the process) the AQA Executive Director with an evaluation of the skills of the lead examiner, in addition to feedback about the site visit and the overall process.
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