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Site Visit Preparation Checklist

for 2005 MQA Applicants

This checklist is intended to help you prepare for your upcoming site visit and make it a productive and rewarding experience. If you have questions, please call the Council office at 612-462-3577 or email the MCQ Communications Director, Kathryn Mackin (kathryn.mackin@councilforquality.org).

As soon as your site visit is scheduled:

_____ Block out time on your senior leaders’ schedules. Typically, they will need to be available for a one-hour opening meeting on the first day of the site visit, a one-hour interview (usually on the first day), and a one-hour closing meeting on the last day of the site visit. At the end of each day of the site visit, the Evaluator team will be prepared to discuss their progress and findings to date; senior leaders are welcome to participate if they wish.

_____ Plan how and when you will communicate to your organization about the site visit. Typical topics include site visit dates, what an MQA Evaluator team is, why they are coming, what your organization expects to get out of the experience, and what individual employees can expect during the site visit.

As soon as your site visit planning meeting with your Evaluator team is scheduled:

_____ Start assembling the information you will need to bring to the meeting (see below).

_____ Start preparing updates to the results information submitted in your application, if applicable. These will need to be ready when the team arrives on site.

_____ Start designing your one-hour presentation to the Evaluator team for the opening meeting of the site visit. This should address who you are and what you do as an organization, why you are participating in the MQA, and what you hope to gain from the experience.

Bring the following information to the site visit planning meeting scheduled with your MQA Evaluator team:

1. Organizational information, including:

_____ A current detailed organization chart.  

_____ Changes that have been made in your organization (acquisitions, sales) since the application was submitted.

_____ A list of key managers, work group leaders, category contacts, technical contacts, committee chairs, and others who have information about your self-assessment. The Evaluator team will use this list to plan their agenda for the site visit.

_____ Names and locations of people responsible for support services, such as legal, human resources, treasury, finance, and information services. This should include support from your parent organization if performs these functions entirely or supplements your performance of them.

_____ Names and locations of people responsible for other important activities and the location of these people.

_____ A list of contract employees, if any.

_____ A list of unions or bargaining units.

2. Facilities information, including:

_____ Map(s) showing the location(s) of your facilities. Include engineering, training, data processing, research and development, and customer service facilities with buildings marked with the type of activity, e.g. cafeteria(s), vending machines, and break areas.

_____ Length of time your organization has owned different sites.

_____ Demographics of employees at different sites.

_____ Hours employees are on duty at different sites with times of shift changes.

_____ Level of technology used at your facilities.

_____ Mix of activities at each site (including activities conducted by other organizations or other parts of your parent organization).

_____ Identity of non-participant employees at the various sites (i.e., employees who are not part of the evaluation being conducted) and how to distinguish them from employees who are.

_____ Special safety considerations for which evaluators need to be prepared (e.g. requirements for safety glasses, flat shoes for women, special clothing). Specify which items you will provide and which items the Evaluator team is responsible for.

3. Logistical information, including:

_____ Detail on travel time to various sites (e.g., distance from your primary site, parking, and other travel logistics).

_____ What clothing is appropriate for the team (dress code).

4. Administrative information, including:

_____ Non-disclosure agreements for team members to sign (if you require this).

_____ Special arrangements needed for evaluators who are not U.S. citizens. Please inform the team and the MQA office as soon as possible if this requirement exists.

5. Other information you feel is important for the team to know.

Between the site visit planning meeting and the start of the site visit, you will need to make the following preparations and prepare the following information:

_____ Designate a single point of contact for liaison with the evaluation team and miscellaneous needs during the site visit. (This is usually the applicant representative.)

_____ Reserve a private meeting room for the exclusive use of the evaluation team during the site visit. If the Evaluators will be visiting more than one site, a meeting room at each site may be desirable, depending on how much time the evaluators spend there.

_____ Arrange to have on hand updates of data and reports mentioned in the self-assessment narrative, classified by category and item if possible, at the start of the site visit. It is most helpful to the evaluators if this is in one central location (e.g., their meeting room). If Evaluators will be visiting more than one site, duplicate copies are not necessary at each site.
_____ Arrange for beverages/snacks and noon meals for the evaluation team while they’re on site. 

_____ Arrange for the evaluation team to have access to copiers, printers, and telephones.

_____ Reserve a conference/meeting room at your site for the opening and closing meetings. It is helpful to have a projector and screen available.

_____ Reserve additional meeting spaces for interviews as needed. (For example, interview space might be needed for interviewees who work on assembly lines or in cubicles.)

_____ If your facilities require visitors to be escorted or are difficult to navigate, arrange for escorts to take Evaluators to their interviews.

_____ Make final preparations for your one-hour presentation to the evaluation team during the opening meeting.

_____ Make sure your senior leaders are aware of the meetings during the site visit that they should be present for. These include the opening and closing meetings and the daily progress reviews, as well as individual interviews with the evaluation team. 

_____ Communicate to your employees what they can expect during the site visit.

_____ Before the team arrives on site, review the site visit schedule with the Evaluator team leader.
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