Quality Partnership Builder Wizard Instructions

Getting Started

· From the “My Partnerships” home page, click “Create New”.  
· Select a name for the agreement, the type of partnership and the user’s role in the partnership.
· A search screen will then appear which will help the user find or create an account for their partner.
· Enter the search criteria and find the individual, or select “None of the above” to create a new record.
· The user will then be redirected to the Quality Partnership Builder Wizard.
Selecting the Guidelines

There are 29 general guidelines that have been identified as relevant to the quality of a partnership in the commercial insurance industry.  To build a performance expectations agreement, the Wizard steps the user through each of the guidelines relevant to a particular partnership.  The agreement must be initiated by a RIMS member.
· For each guideline chosen, select an importance level (expected, important or critical).  An importance level for each guideline must be selected – the level is used to determine the value of the scoring metrics for that guideline in the evaluation period of the agreement.
· Select the suggested requirements or create a list of custom requirements by clicking the “Add to List” button under the “Additional Performance Expectations” section, as appropriate.
· If the guideline is not relevant to the agreement, click “Not Applicable” for the importance level in that guideline.
Helpful Wizard Tip:

· To navigate through the Wizard, use the “Next” and “Previous” buttons at the bottom of the page, or select the guiding principle category and click the QUALITY PARTNERSHIP BUILDER number of the guideline to jump directly to it.
Securing Partner Agreement
Each partner must agree to all guidelines before there is a binding agreement.  If one partner has set up or made a change to one of the guidelines, the other partner must approve it.
· If there are outstanding guidelines to be approved, there will be an “Approve/Print” link for that agreement on the “My Partnerships” home page.  This link sends the user to a printable page listing all of the guidelines.
· If a guideline needs to be approved, it will be marked as “Not Approved”.  These guidelines can be approved individually by clicking the “Approve” button next to the guideline, or all guidelines can be approved at once by clicking the “Approve All” button.
· To make a change to a guideline, click the “Edit” button next to that guideline.  Keep in mind that guidelines accessed for editing will need to be approved by the other partner.
· Once all guidelines have been approved by both parties, the creation phase of the agreement is complete.

Helpful Wizard Tips:

· Keep in mind that guidelines accessed for editing will need to be approved by the other partner.
· To easily determine whether the user or partner needs to approve any guidelines, click the “Not Approved” link for that agreement on the “My Partnerships” home page.  The user will either be directed to the approval page or offered an editable page, which can be e-mailed to the partner informing them that they must access the agreement and approve the changes or make some of their own.
· The link under the “Status” column on the “My Partnerships” home page may be clicked on at any time to help the user determine the next step in the agreement process.

Evaluating the partnership:
In the evaluation phase, which is typically completed annually, each partner rates the performance of the other, as well as themselves.
· If the user has not completed the evaluation of the agreement, there will be an “Evaluate/Print” link for that agreement on the “My Partnerships” home page.  This link sends the user to a printable page, listing all of the guidelines and drop-down fields, as well as rating options for each.
· Select a performance evaluation rating (below, partially met, met, exceeded, far exceeded) for each guideline.
· Once both partners have completed rating all of the guidelines, the status of the agreement is considered “Complete”.

Helpful Wizard Tips:

· “Partner / Point of Contact”, “Services Provided”, “Term” and overall comments can be specified, as well.
· If a guideline is not relevant to one of the partners, select “Not Applicable” for the rating of that partner in that guideline.
· To easily determine whether the user or their partner needs to approve any guidelines, click the “Not Evaluated” link for that agreement on the “My Partnerships” home page.  The user will either be directed to the evaluation page or offered an editable page, which can be e-mailed to the partner informing them that they must access the agreement and complete their evaluation.

Reviewing a completed agreement:
Once complete, the parties will want to view and/or print the final agreement.  

· For completed agreements, there will be a “View/Print” link for that agreement on the “My Partnerships” home page.  This link sends the user to a printable page, showing the details of that agreement, the partners’ evaluations and an aggregated summary of the performance results.
· To save the agreement as a PDF file, click the “Convert to PDF” button at the top of the page of a completed agreement.
Helpful Wizard Tip:

· The overall point value of each rating is determined by multiplying the value of the importance level of the guideline by the value of the rating selected, as follows:
	Weighting Criteria:
	
	Description:

	Expected (EXP)
	1
	Guideline is expected to be performed well on a consistent basis.

	Important (IMP)
	2
	Guideline is important to the successful execution of risk manager’s company mission.

	Critical (CRI)
	3
	Guideline is critical to Company and there can be little tolerance for not meeting expectations.

	
	
	

	
	
	

	Performance Criteria:
	
	Description:

	(BE) Below Expectations 
	1
	Did not meet expectations.  Significant improvement is needed.

	(PM) Partially Met Expectations
	2
	Performed at a level that may have been satisfactory in some, but not all assigned areas.

	(ME) Met Expectations
	3
	Met and occasionally exceeded expectations. Demonstrated solid performance.

	(EE) Exceeded Expectations 
	4
	Performed regularly at a level that exceeded expectations.

	(FE) Far Exceeded Expectations
	5
	Performed consistently at a level far above expectations. Accomplishments reflect the highest level of contribution.


