King Abdullah II Award for Excellence In Government Performance and Transparency

Towards Entrenching the Culture of Excellence

Assessors Manual

(Fifth Round – 2009/2010)

The Vision of His Majesty King Abdullah II Bin Al-Hussein

“Administrative development and modernization is a continued activity, that comes in harmony with administrative changes and development. Whilst administrative activities suffer from a clear disparity, economic development should be accompanied by administrative reform, which is based on self generated resources, and our preferential characteristics. Thus an administrative reform that rewards the hard worker, prompts the hesitant and shuns corruption, is imperative”.

King Abdullah II’s letter to H.E. the Prime Minister

July, 20, 2004
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The Assessment Process

Assessors Committee 

· The Assessors Committee is composed of a number of Assessors appointed by a decision of the Board of Trustees. 

· Each evaluator is assigned one of the elements of the Award and the Distinguished Employee category. 

· Assessors convene after preparing their reports to determine the results and the final grades of the participating parties, and to put them in order according to their grades. 

· Once the Assessment report is completed, the Assessors Committee submits the final reports, the applications and documents of the institutions and any other papers relevant to the Assessment to the Award’s administration. 

· The Award’s administration submits the final reports to the Board of Trustees to be reviewed and discussed and then to endorse the results, and once the final results are adopted, a copy of the final report is given to each of the participating parties. 
Assessors Selection 

· The person wishing to join as an evaluator of the King Abdullah II Award for Excellence In Government Performance and Transparency submits an application to the Award’s administration. 

· The Award’s administration, along with the Steering Committee of the Award’s Board of Trustees, screens the applications and devises a list of candidates to be interviewed by the Steering Committee. 

· The Steering Committee makes the selections and presents them to the Board of Trustees so that the Board appoints the Assessors Committee. 
Assessors Tasks 

· Each assessor is commits to attend the Award’s two-day introductory program that is prepared by the Award’s administration to learn about the Award’s elements and the Assessment basics under the supervision of specialized experts. 

· The Award’s administration receives the applications from the participating parties and hands them over to the Assessors Committee to review them and study the provided information in order to formulate a clear picture about the nature of the institutions’ work. 

· An evaluator may use the Mystery Shopper to verify the information provided in reports or during interviews. 

· Each member of the Assessors Committee commits to uphold standards of professional ethics and the confidentiality of information provided in the applications submitted by the said institutions, and pledges not to discuss this information outside of the Assessors Committee. 
Assessment Parties

The Assessment is carried out in line with objective international standards by experts.  The results must reflect the reality that everyone feels.  The Award is supported by workshops, seminars, conferences and qualifying programs for participating parties.  The correctness of information provided in the reports is verified by contracting a neutral party to undertake the role of the Mystery Shopper.

Assessment Methodology

The Assessors Committee is comprised of a number of experts selected on the basis of their experience and their fields of expertise and are appointed by a decision of the Board of Trustees upon the recommendation of the Steering Committee.

Members of the Assessment Committee study the nomination applications for the Award, prepare Assessment reports to be given to the participating parties
 in the Award, and give recommendations for the Award’s winners in each category.  This Committee is comprised of a chairman and members, all of whom are required to attend a training course to qualify them for the Assessment process.

Members of the Assessors Committee must abide by specific rules related to ethical conduct, general conduct and disclosure of any conflict of interest, as well as complete confidentiality throughout the stages of the Award.

The benefits of participating in the Assessors Committee of the King Abdullah II Award for Excellence In Government Performance and Transparency

1. The honor of taking part in the highest ranking award of excellence for the public sector on the national level.

2. Enhancing the ability to use standards of excellence in the Assessment of institutional performance.

3. Communicating with a number of experts on standards of excellence.

4. Learning how leading institutions achieve excellence of performance.

5. Employing expertise to improve Jordan’s competitiveness.

6. Attending the annual ceremony for Awards distribution.

Members of the Assessors Committee and their Tasks

The Assessors Committee is responsible for evaluating nomination applications for the Award in line with Assessment basics adopted by the Award, as well as preparing Assessment reports for participating parties in the Award.

The Assessors Committee is made up of:

A. Chairman of the Assessors Committee who supervises the Assessment process in all its stages, reviews the Assessment reports, and submits the results of the Assessment process to the Board of Trustees.

B. The Assessors who review the written nomination applications, write notes and grade them, then write reports about the participating parties.  The Assessors also participate in group Assessment works, conduct field visits, make observations and give opinions on the Assessment process, the grade system and the Assessment standards to the Award’s administration.

· Assessors’ Qualifications

The evaluator must fulfill the following conditions:

1. Must have an educational degree in comprehensive quality management/strategic planning or one of the modern administration sciences.

2. Must have experience in the area of Assessment and assessment.

3. Must participate in courses related to the Award’s elements/standards.

4. Must have distinguished accomplishments on the professional level.

5. Must have leadership skills and written and verbal communication skills.

6. Must have English and Arabic writing and speaking skills.

7. Must not be an employee of one of the participating ministries or institutions or given technical consultation to one of these parties in the previous three preceding the application.

8. Must be ready to be available on a part-time basis to conduct the Assessment process between June and October of this year.

· Applications to join the Assessors Committee

Those wishing to join the Assessors Committee can submit the Evaluator Accreditation Application Form.  After assessing the applications, qualified applicants are interviewed.  Letters are then sent to the applicants informing them of the results of their applications.  Letters are also sent to successful applicants informing them of the Assessors training course they need to attend.

Assessors who were accepted on the Committee this year and who wish to join again may re-apply every year.  Unsuccessful applicants this year have the right to re-apply next year.

Selected applicants must be ready to reserve three days during the month of May 2005 to attend the Assessors training course and must be ready to be available on a part-time basis between June and October 2005 to conduct the Assessment process of nomination applications for the Award.

Timeline of the Assessors application process

	Date of availability of Assessors applications
	13/4/2005

	Last date for submitting Assessors applications
	21/4/2005

	Date for sending status notifications
	9/5/2005


Selection Standards of Members of the Assessors Committee

The Award’s administration endeavors to form a committee of experts capable of evaluating the participating parties in the Award, where Assessors are selected on the basis of their personal qualifications and who are considered representatives of the institutions they work for.

The assessment of the Assessors Committee depends on several bases, most important of which are: length and diversity of experience, leadership and communications skills, knowledge of quality practices and improvement strategies.

Length of experience means the availability of sufficient expertise in most or all the areas of the Award’s five elements, and this is clarified by current and previous job positions held and responsibilities undertaken by the evaluator.

Leadership and communications skills means the ability to write and document reports, the availability of critical analytical skills that qualify the person to be an effective evaluator, and the availability of interpersonal skills that qualify the person to be a successful team player.  The evaluator must be organized and have the necessary administrative skills for the work.

Knowledge of quality practices and improvement strategies means the availability of previous studies and exceptional accomplishments on the professional level.  These include similar practical expertise, written research or articles, educational certificates that indicate the depth of the person’s contributions, or knowledge of quality concepts and tools and in the field of comprehensive quality management and business and results operations.

Assessors Selection and Work Mechanism

Assessors Committee

1. The Assessors Committee is composed of a number of Assessors appointed by a decision of the Board of Trustees.

2. Each evaluator is assigned one of the elements of the Award and the Distinguished Employee category.

3. Assessors convene after preparing their reports to determine the results and the final grades of the participating parties, and to put them in order according to their grades.

4. Once the Assessment report is completed, the Assessors Committee submits the final reports, the applications and documents of the institutions and any other papers relevant to the Assessment to the Award’s administration.

5. The Award’s administration submits the final reports to the Board of Trustees to be reviewed and discussed and then to endorse the results, and once the final results are adopted, a copy of the final report is given to each of the participating parties.

Assessors Selection

1. The person wishing to join as an evaluator of the King Abdullah II Award for Excellence In Government Performance and Transparency submits an application to the Award’s administration.

2. The Award’s administration, along with the Steering Committee of the Award’s Board of Trustees, screens the applications and devises a list of candidates to be interviewed by the Steering Committee.

3. The Steering Committee makes the selections and presents them to the Board of Trustees so that the Board appoints the Assessors Committee.

Assessors Tasks

1. Each evaluator commits to attend the Award’s two-day introductory program that is prepared by the Award’s administration to learn about the Award’s elements and the Assessment basics under the supervision of specialized experts.

2. The Award’s administration receives the applications from the participating parties and hands them over to the Assessors Committee to review them and study the provided information in order to formulate a clear picture about the nature of the institutions’ work.

3. An evaluator may use the Mystery Shopper to verify the information provided in reports or during interviews.

4. Each member of the Assessors Committee commits to uphold standards of professional ethics and the confidentiality of information provided in the applications submitted by the said institutions, and pledges not to discuss this information outside of the Assessors Committee.

Each member of the Award’s Assessors Committee must fulfill the following conditions:

1. Must have an educational degree in comprehensive quality management/strategic planning or one of the modern administration sciences.

2. Must have experience in the area of Assessment and assessment.

3. Must participate in courses related to the Award’s elements/standards.

4. Must have distinguished accomplishments on the professional level.

5. Must have leadership skills and written and verbal communication skills.

6. Must have English and Arabic writing and speaking skills.

7. Must not be an employee of one of the participating ministries or institutions or given technical consultation to one of these parties in the previous three preceding the application.

8. Must be ready to be available on a part-time basis to conduct the Assessment process between June and October of this year.

Assessors Committee

· The Assessors Committee is composed of a number of Assessors appointed by a decision of the Board of Trustees.

· Each evaluator is assigned one of the elements of the Award and the Distinguished Employee category.

· Assessors convene after preparing their reports to determine the results and the final grades of the participating parties, and put them in order according to their grades.

· Once the Assessment report is completed, the Assessors Committee submits the final reports, the applications and documents of the institutions and any other papers relevant to the Assessment to the Award’s administration.

· The Award’s administrations submits the final reports to the Board of Trustees to be reviewed and discussed and then endorse the results, and once the final results are adopted, a copy of the final report is given to each of the participating parties.

Assessors Selection

· The person wishing to join as an evaluator of the King Abdullah II Award for Excellence In Government Performance and Transparency submits an application to the Award’s administration.

· The Award’s administration, along with the Steering Committee of the Award’s Board of Trustees, screens the applications and devises a list of candidates to be interviewed by the Steering Committee.

· The Steering Committee makes the selections and presents them to the Board of Trustees so that the Board appoints the Assessors Committee.

Assessors Tasks

· Each assessor is commits to attend the Award’s two-day introductory program that is prepared by the Award’s administration to learn about the Award’s elements and the Assessment basics under the supervision of specialized experts.

· The Award’s administration receives the applications from the participating parties and hands them over to the Assessors Committee to review them and study the provided information in order to formulate a clear picture about the nature of the institutions’ work.

· An evaluator may use the Mystery Shopper to verify the information provided in reports or during interviews.

· Each member of the Assessors Committee commits to uphold standards of professional ethics and the confidentiality of information provided in the applications submitted by the said institutions, and pledges not to discuss this information outside of the Assessors Committee.

Conditions for Participating in the Assessors Committee

Duration and Conditions of Assessors Appointment

· Completion of the assessor Application Form

Those wishing to join the Assessors Committee must submit the assessor Application Form   by no later than 21/4/2005.  Letters will be sent to the applicants informing them of the result of their applications before 9/5/2005.  |n the event that a candidate who has been approved is unable to accept the appoint, he must withdraw his application immediately and inform the Award’s administration of that.

· Standards of Ethical Conduct

Members of the Assessors Committee must commit to undertake their duties and responsibilities towards the Award in a manner that is in line with the standards of ethical conduct.

· Disclosure of Conflicts of Interest

Those selected to be members in the Assessors Committee commit to come forth with information on conflicts of interest, which includes the disclosure of the names of their business owners, financial interests and client relations.  This information will be used in the distribution of nomination applications to them and it will be handled in complete confidentiality.

· Duration of Appointment

The appointment of Assessors takes effect from the date of completing the Assessors training course and continues until the date of the Award’s ceremony and the submission of the Assessment reports to participating parties in the Award.

· Assessors Training Course

The attendance of members of the Assessors Committee in the Assessors training course is considered necessary for the success of the Award.  The training course includes a comprehensive review of the Award’s elements, the grading system, the Assessment process, the basis for achieving a consensus agreement, the requirements of field visits and the standards of ethical conduct.  All members of the Assessors Committee are required to attend the course which is held over a period of three days, eight hours a day, starting on 22/5/2005.

· Commitment to the Timeline

Applicants must abide by the timeline in an accurate manner in order to fulfill the terms of the Award, and although the Award’s administration tries to accommodate the various timelines of Assessors, members of the Assessors Committee must be able to abide to the timeline and the Assessment periods of the Award as set hereunder:

	Assessors training course
	22/5/2005

	Last date for submitting participation applications
	31/5/2005

	Assessment process
	5/6/2005

	Distribution of documents to Assessors
	5/6/2005

	Field visits and report writing
	20/6/2005

	Review of Assessment reports
	19/8/2005

	Submitting reports and discussing results
	26/8/2005

	Recommendations and final selection
	29/5/2005

	Award ceremony
	September


· Commitment to Award’s Operations

While conducting the Assessment process, members of the Assessors Committee must abide by all the requirements of fair and efficient Assessment, inclusive of using the Award’s elements, the grading system, field visits, submitting reports and avoiding conflicts of interest.  Sound documentation and written correspondence are considered a necessary part of the comprehensive Assessment process.

· Appointment of Members of the Assessors Committee

The Award’s administration seeks to carry out a fair and honest Assessment of each of the nomination applications of participating parties in the Award.  Therefore, members of the Assessors Committee, in line with their expertise, experience, skills and lack of conflicts of interest, must handle the many applications on equal basis and abide by the agreed upon timeline.  All members of the Assessors Committee are asked to set aside 3-5 days for the Assessment of each participation application individually and collectively and for the field visit.  Assessors are also asked to submit reports about the applications they evaluate.

· Rewards and Appreciation

The Award’s administration gives Assessors a financial reward for their participation in the Assessment process, as well as a certificate of appreciation provided by the Award’s administration indicating their participation in the Assessors Committee.

· Standards of Ethical Conduct

Members of the Assessors Committee abide by professional standards of conduct throughout their execution of duties assigned to them.  Members of the Assessors Committee commit to the following:

1. Professional, honest, accurate and fair conduct.

2. Not to be subject to conflicts of interest and not to place themselves in questionable positions of conflicts of interest or positions that go against the objectives and foundations of the Award’s administration.

3. Upholding the confidence and trust of all participating parties during the Assessment process.

4. Not to accept gifts, commissions or expensive items from the participating parties in the Award or parties interested in the Award in return for divulging information or secrets that could undermine the integrity and the Assessment process of the Award now or in the future.

5. Not to effect any personal gains or special benefits during the work, and so Assessors must recluse themselves from evaluating any participating party in the Award for which they had provided consultative services.

6. Not to intentionally provide incorrect or misleading information, thus undermining the integrity of the Assessment process or later decision-making.

· Rules of Conduct

The following rules are set to uphold the confidentiality of information in the nomination applications to the Awards, inclusive of the identity of participating parties, in order to preserve the fairness of Assessment throughout the stages of the Assessment process:

1. Information provided in the applications of participating parties are handled with confidentiality, and the following measures are adopted to ensure that:

· Information in the applications of participating parties are not discussed with anyone, except with concerned members of the team, the chairperson of the Assessors Committee, the Steering Committee and the representatives of the Award’s administration.

· Copying/photocopying of participation reports is prohibited.

2. Each evaluator is personally and individually responsible for grading the nomination applications assigned to him/her.

3. Assessors are prohibited from communicating with participating parties for the purpose of acquiring documents, information or additional clarifications, and if there are any queries, the Award’s administration must be contacted.

4. Assessors, individually and at all times (during or after the Assessment process), are prohibited from making any comments to participating parties about grades or general performance.

· Disclosure of Conflicts of Interest

Assessors who were selected to work as part of the Assessors Committee fill out a “Conflict of Interest” form during the Assessors training course.  Disclosure requires taking into consideration business relations, client relations, and partnerships and connections that may constitute a conflict of interest or lack of neutrality in the work of other members of the Assessors Committee during the performance of their duties in the Award’s Assessment.  This information will be used for the purpose of appointment members of the Assessors Committee and will be handled in complete confidentiality.
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� The participating party is the ministry or independent institution/department/authority participating in the second round of the King Abdullah II Award for Excellence In  Government Performance and Transparency
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