Site Visit Worksheet – Category 1 (Sample)
	Item#

Strength or OFI

Site Visit Issue to be Addressed
	Strategy to Address Site Visit Issue

(Person to interview, documents to review, walk-around questions)
	Site Visit Findings/Revisions to Original Comment

	Item 1.1 - Strength
-Verify the communications processes through which the vision, mission and values are shared with both employees and volunteers  
	 - Talk with Executive Director to hear how the vision, mission and values are shared with different workforce segments, customers and key stakeholders.
-Walk-around question – Tell me how you hear from leaders about the organization’s vision, mission and values? How often? How do these affect how you do your job?
	- Most but not all employees recalled discussion led by leaders as well as e-mail communication of the vision, et al, in the last year.

- No volunteers could recall any discussion/e-mail.

- Some could relate the vision, etc. to the work they do on a day-to-day basis
Modify the Strength

	Item 1.3 – OFI

-Clarify if there is a system or process through which the applicant determines the key factors that lead to employee/volunteer satisfaction.
	-Meet with the Executive Director/individual responsible for HR function and have them explain how these factors are identified.
- Ask to see a summary of the findings from the process
-Meet with a long term employee/volunteer and ask them about the process
	- No formal or consistent process was identified by anyone spoken with. 
Keep the OFI

	
	
	

	
	
	


Site Visit Worksheet – Results Item (Sample)
	Item#

Strength or OFI

Site Visit Issue to be Addressed
	Strategy to Address Site Visit Issue

(Person to interview, documents to review, walk-around questions)
	Site Visit Findings/Revisions to Original Comment

	Item 1.5 – Strength – Increase in Contributions
- Verify the levels of revenue received broken down by private and other categories – review actual dollar amounts rather than just percentage calculations for the past four years
- Verify total revenue figures per audited financials for the past four years


	- Meet with CFO/Treasurer to review revenue data - segments
- Review audited financial statements for revenue numbers

- Review records of major private gifts  and fund raising events to verify dollar amounts 
	- The applicant received a large one-time gift in 2010 that accomplished both the change in the percentage of revenue in 2010 and was responsible for most of the overall revenue growth. This is a non-recurring gift.

Eliminate the Strength, Consider new OFI re lack of sustainable progress toward their goal 

	Item 1.5 – OFI
- Clarify whether or not actual data exist for ethics/ethical behavior. If so, assess those results for potential comment.
- Clarify if any third party assessment has taken place and ask for those results in writing.


	- Discuss directly with Executive Director/Senior Executive
- Review any data (not systems or “Code of Ethics” document) for levels, trends or comparisons

- Review any third party results, recognition for ethics – documentation required

 
	- The applicant was recognized by the Better Business Bureau for its outstanding practices in terms of ethical conduct of its business.
- No other data were available.

- Eliminate OFI, add a Strength for the BBB recognition

	Item 3.4 – OFI
- Clarify the data that supports the applicant’s error level, and how those data are collected – ask for actual raw numbers rather than just totals/percentages

	- Discuss with individual who has overall responsibility for service delivery to understand measurement process and to understand what circumstances may have led to the apparent increase.  
	- The applicant has experienced this increase due to the fact that most experienced people retired and the new crew is finally getting results back to where they were in previous years.
- Confirm the OFI – the delivery data are accurate and reflect actual performance. The inexperience factor is not an excuse; it may actually reflect a level of failure in planning and training.
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