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SYNOPSIS
Goal

To provide a resource for APWA trained evaluators for accreditation site visits.

Individuals are selected to serve on APWA evaluation teams based on their academic,
administrative and/or practical experience and expertise. All APWA evaluators must have
undergone formal training by APWA prior to participating on an evaluation team. The APWA
seeks evaluators who are competent by virtue of experience and training; sensitive to the

uniqueness of the institutional mission; and impartial, objective, and without conflict of interest.

The primary goals of the APWA Evaluator Training Program are to

Familiarize evaluators with current APWA policies, procedures and standards;
Provide evaluators with practical examples;

Promote collegial relationships among individuals;

Encourage dialogue about the interpretation of APWA accreditation standards;
Ensure consistency in the application of accreditation standards; and

Communicate to prospective on-site evaluators how to participate appropriately and
effectively as representatives of APWA.
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l. Introduction

1.1 Purpose of the Evaluator Reference Guide

This guide orients evaluators to the use of the APWA Public Works Management Practices
Manual; the APWA Accreditation Council Procedures; and the APWA Management Practices
Self-Assessment Software during self-assessment, peer review, and the voluntary accreditation
site visits.

The site visit is essential to engage agency staff and to inspect facilities and equipment. Using
interviews and field tours, evaluators form judgments about the compliance with Public Works
Management Practices. The agency receives objective feedback and consultation from the site
visit team.

Since site visit teams are assembled from evaluators with different backgrounds and
experience, the standards of observation, reporting, and verification must demonstrate
fairness, thoroughness, and consistency both during the site visit, and during visits to other
communities. The Evaluator Reference Guide provides a common framework in which to apply
APWA procedures and references on self-assessment, peer review, and voluntary accreditation.

Il. Self-Assessment and Accreditation Structure

2.1 Accreditation Council

The Accreditation Council (The Council) is appointed by the APWA President to determine

the policies and criteria for accreditation, grants agency accreditation and re-accreditation,
and approves revisions to the Public Works Management Practices Manual. The Council is
comprised of public works professionals and members of allied professions such as city/county
management, government finance, law, public administration, human resource management,
planning, and others involved in administration of local, regional, state, provincial, and federal
government agencies.

2.2 APWA Program Manager

The APWA Program Manager manages inquiries and application processing; selection and
training of evaluators; site visits including travel and expense administration; and direction of
the self-assessment, peer review, and voluntary accreditation processes. The APWA Program
Manager is responsible for the updating of the Public Works Management Practices Manual,
Self-Assessment Software and related accreditation publications including process handbooks,
forms, and applications.

2.3 Accreditation Site Visit Team

The accreditation site visit team is comprised of volunteer evaluators who assess the practices
of agencies that apply for Voluntary Accreditation. The site visit team gathers evidence on the
candidate agency’s compliance with applicable Public Works Management Practices and makes
a recommendation to The Council regarding accreditation.

Evaluators for a site visit are selected by the APWA Program Manager, who is responsible for
the logistics of the site visit. The conduct of the site visit team is the responsibility of the team
leader. The APWA Program Manager accompanies the site visit team on accreditation site visits
to monitor the process and to assist the team leader.

Re-Accreditation site visits occur every four years. There are two forms of re-accreditation visits:
staff-led and evaluator-led. Staff-Led visits provide an APWA Program Manager to accompany
the site visit team. This type of site visit will typically occur for an agency having their first re-
accreditation review.
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The evaluator-led site visit consists of a team leader and one evaluator. The APWA Program
Manager is still involved in the site visit through monitoring of the progress back at APWA
headquarters. The APWA Program Manager is available throughout the site visit to answer any
questions or address any concerns from either the team or the agency.

Re-Accreditation site visits are evaluated to determine if they meet the criteria to be evaluator-
led (EL) or require an APWA Program Manager. If selected as an evaluator-led site visit, the
APWA Program Manager will be assisting the team remotely.

lll. Evaluator Selection

3.1 Evaluator Motivation

Evaluators are encouraged to volunteer for reasons of advancement in their profession,
knowledge, travel, observation, and contribution to the public image of the profession.
Evaluators must have approval from their employers to participate.

3.2 Number of Assignments

Since the work of evaluators extends before and after the site visit, there is a practical limit to
the number of site visits that can be accommodated by an evaluator and his/her supporting
agency and his/her personal time. As a guideline, evaluators are requested to participate in
one site visit per year.

3.3 Evaluator Employment

Potential evaluators must be from an accredited agency and should have at least five or more
years of experience in responsible positions with a public works agency. Ideally, evaluators
should have significant experience as a mid-level manager; and site visit team leaders should
have five or more years of experience as a public works agency or utilities director or deputy, or
experience as an accreditation manager for an accredited agency.

3.4 Personal Suitability

Potential evaluators should be diplomatic, subjective, and empathetic to cope successfully with
agency and personal stress during site visits. The ability to communicate verbally in writing and
via internet is a key factor.

3.5 Evaluator Availability

Potential evaluators need support from their agencies to be available at relatively short notice
for assignment to site visits. Ideally, employers will consider APWA site visits as important job
training for professional employees. With potential caseloads of one or more visits per year,
agency support is an important consideration.

An Agency prepares for its site visit, to gauge the degree of readiness, an Agency is
encouraged by the APWA Program Manager to have peer review. The APWA Program
Manager will recommend an evaluator or staff from an Accredited agency to perform a peer
review. The peer review will provide the agency an opportunity to have their management
practices examined with more objectivity than can be achieved in an internal review.

3.6 Conflict of Interest

Potential evaluators will be expected to voluntarily sign a “Conflict of Interest” statement
which affirms the evaluator has not been, nor is now, paid as a consultant for self-assessment or
accreditation by any agency applying for self-assessment or accreditation.
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A non-governmental self-regulation organization that fails to provide “fair procedure” may
be held liable for damages under the common law. “Fair Procedure” requires notice and an
opportunity to be heard. It also requires a process free from unlawful conflicts of interest.

The basic conflicts rules are simple enough. No actual conflict can be tolerated. Thus, potential
official participants who are in fact biased must be excluded. Therefore, no appearance of
conflict, as defined, may be allowed. Specifically, refusal is mandated for

* persons with a tangible pecuniary interest in the

outcome of the matter.

(€4 )
* persons who have been the target of personal abuse by If)’0u aren’t sure

any party directly concerned. ifa COT’lﬂiCt exists,

* persons “enmeshed” in other matters with any party. ask the APWA

* persons who have previously been involved in the 5
process in another capacity. Program Manager.

* Persons with actual bias must be disqualified from any
official involvement in the matter being resolved.

* No person may serve in more than one capacity (i.e., staff member, Council member, or
appeals panelist) in connection with any matter being reviewed.

* Any person not otherwise required by these rules to excuse him/herself, but who feels for
other reasons incapable of adequately performing his/her responsibilities, should disqualify
him/herself.

* The fact that the application of these rules would prevent investigation or adjudication of a
particular matter shall not result in the waiver or disregard of these requirements.

e Refusal should be formally noted in the record as to where not to do so would raise an
inference that the individual in issue did participate.

IV. Evaluator Training

4.1 Objectives
A trained Evaluator will demonstrate

* aknowledge of Public Works Management Practice Manual chapters and practices;

* the capability to enter, retrieve and manipulate data using the APWA Self-Assessment
Software;

e familiarity with the candidate agency jurisdictional responsibilities as gained from
explanatory material;

* the ability to conduct focused interviews regarding compliance with practice statements;
* the aptitude to develop rapport with agency personnel;

® consistency in evaluations.
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4.2 Resources
Evaluators will be furnished with

e the Public Works Management Practices Manual,
* Samples of agency reports and findings;

e Access to the APWA Self-Assessment Software;
e  APWA Accreditation Evaluator Reference Guide.

4.3 Sessions
Evaluators are required to attend a one-day introductory training seminar. Evaluators must
participate in a refresher training course at least every three years.

4.4 Evaluator Profile in Self-Assessment Software
Intentionally left blank. Instructions to be included after software testing is completed.

V. Site Visit Team Selection, Accountability & Logistics

5.1 Contact with Agency Director
Contact with the candidate agency will be made by the APWA Program Manager.

5.2 Site Visit Planning

The APWA Program Manager coordinates the site visit planning with the host agency.
However, since the outcome of the voluntary accreditation process is public, there is a need for
documentation of initial findings as well as an overview of the objectives and methodology of
the accreditation process.

5.3 Site Visit Team Selection
The APWA Program Manager will review the agency’s application to determine if specific areas
of expertise in an evaluator would benefit the site visit.

Evaluators are selected based on the region where they are from. Evaluators will not participate
in a site visit within their state.

The selection of the team leader and evaluators is based on availability and areas of expertise.
The APWA Program Manager will send an email to selected evaluators extending the
opportunity to participate in the site visit. This process will continue until all slots for the team
are confirmed. It is the preference to confirm the team at least 30-45 days prior to the site visit.

5.4 Team Leader Required Qualifications

Team leaders are normally drawn from the pool of experienced evaluators or have comparable
experience related to public works. A team leader must have significant successful experience
in dealing with elected officials, senior appointed officials, regulatory agencies, and the media
in the context of public works.

APWA Accreditation — 2019 Evaluator Reference Guide
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Team leaders will normally have served as agency Director or Deputy Director for a public
works agency; served as a division manager for a public works department, or as an
accreditation manager of a public works department. Team leaders will normally have at least
four site visits as an Evaluator.

Team leaders will exhibit the necessary interpersonal skills, including effective communication,
delegation, task orientation and personal commitment that are associated with effective
leadership under difficult or complex circumstances.

5.5 Managing the Site Visit

The site visit team leader reviews interview process, production and quality continuously
throughout the site visit. The team leader may adjust interview assignments to meet target
timelines.

5.6 Opening & Closing Remarks
The site visit team leader conducts the entry and exit interviews of the agency.

5.7 Contact with the Media

The role of the media in the site visit will be determined by the candidate agency. Where
necessary, the site visit team leader acts as spokesperson for the site visit team, the
accreditation process and the APWA.

5.8 Evaluator Evaluation

The site visit team leader should complete an exit interview with each evaluator; and complete
an evaluator assessment report for review by the APWA Program Manager. This report is
focused on the observed skills of evaluators in reviewing their assigned chapters.

5.9 Recommendation

The APWA Program Manager will draft a letter of recommendation and send it to the site visit
team leader for review and signature. It is then returned to the APWA Program Manager for
submission to the Accreditation Council within forty-five days of completion of the site visit.

5.10 APWA Travel Policy

Evaluators are subject to APWA travel guidelines and a current copy of APWA travel
instructions will be provided with each evaluator package. In general, APWA will pay for the
airfare expenses and the host agency will pay for the hotel for the site visit. There may be out
of pocket expenses during the site visit. APWA will pay for authorized expenses upon receipt
of a completed expense reimbursement request using Expensify (www.expensify.com) and
itemized receipts. All reimbursement requests MUST be submitted within 30 days of the site
visit. Requests submitted later may not be approved for reimbursement.

APWA does not reimburse for alcohol or entertainment of any type. Those items are the sole
responsibility of the evaluator.
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5.11 Travel Arrangements

Evaluators will receive a travel authorization number from travel@apwa.net and instructions

on how to make their travel reservations using Egencia (www.egencia.com). All travel
arrangements must be made through Egencia. Prior to making travel arrangements, evaluators
will be directed to create a profile on Egencia. Egencia also has an app which can be
downloaded from the iTunes or Google Play store for your convenience. The APWA Program
Manager will provide travel arrival times parameters in order to minimize the wait time for any
of the evaluation team; however, there is no guarantee you may have to wait at the airport for
the rest of the team to arrive. No deviations from these arrangements are authorized without
prior staff approval.

When making your travel arrangements, the Egencia system knows the details of the
accreditation travel policy so items outside of the policy will be flagged and require approval
from the APWA Program Manager.

The APWA Program Manager will reserve the rental car. If the site visit is for a re-accreditation
and is identified as an evaluator-led, the team leader will be responsible for reserving the car,
paying for it and the fuel. Those expenses should be submitted for reimbursement with the
applicable receipts.

When the car is rented by the team leader, APWA strongly encourages you to purchase the
rental car insurance and to conduct a pre and post-inspection of the rental car. A quick walk-
around video or pictures on your phone is suggested. APWA will reimburse for the rental car
cost and insurance. APWA WILL NOT be responsible for or reimburse you for any damages to
the rental car or any related charges from the rental car company.

5.12 Site Visit Materials
The following information is provided to the evaluators via email prior to the site visit:

Site Visit Schedule: The schedule includes a detailed layout of the day-to-day activities
including chapter review responsibilities.

Overview Report: A detailed report reflecting the agency’s responses to the practices within
the Self-Assessment Software.

Mid-Term Report: For re-accreditation site visits only, the report provides an organizational and
department update to staffing or structure change and progress on any identified substantial
compliance practices from the previous site visit.

Access to the Self-Assessment Software for Evaluator Scoring: Available through a web-
based link, allows for automatic tabulation of all results and comments entered by the
evaluators.

Expense Reimbursement Link, Guidelines & Instructions: Used for the intent to request
reimbursement for allowed expenses incurred as a result of the site visit.

Team Leader Opening Script: Comments intended to provide guidance during the opening
comments of the site visit.

Team Leader Closing Remarks: Wrap up comments including review of the site visit results.

APWA Accreditation — 2019 Evaluator Reference Guide
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5.13 Accident Reporting
When traveling or working for APWA as an evaluator, it is important to timely report any
accident or injury.

e First, go to the nearest medical facility if emergency
treatment is needed.

e Second, notify the team leader and the APWA Program “Safety First —
Manager within 24 hours of the accident or injury. Be aware ofyour

* Third, the APWA Program Manager will report the . .
situation to the APWA HR/Office Services department. surroundmgs.
If a follow-up statement is needed, APWA HR/Office
Services will contact the injured individual directly to file
a report with the appropriate insurance parties.

VI. Public Works Management Practices

6.1 Purpose of the Management Practices Manual
The Public Works Management Practices Manual is reviewed every three (3) years by a
subcommittee of public works professionals from accredited agencies.

The management practices contained in the Public Works Management Practices Manual are
statements which provide general guidelines on what a public works agency should be doing—
not how it should be done.

6.2 Elements of a Management Practice
Each management practice consists of two elements: a formal practice statement (in bold, blue
font), followed by a commentary (suggested methods of compliance). For example;

2.12 Training Goals
The training goals of the agency are established and periodically reviewed.

Training goals should be consistent with the agency’s mission, vision, and value statements.
These goals provide the basis for developing all training programs, choosing teaching methods
and evaluating performance.

The practice statement is a declarative sentence or paragraph that places one or more clear-
cut requirements on an agency. For instance, the development and implementation of written
directives, orders, policies, plans, or procedures. Other statements require an activity, a report,
or other action or observable condition. The commentary supports the practice statement

but is not binding. It is a prompt for guidance to clarify the intent of the practice. It can be

an example of one possible way to comply with the practice. An agency has the latitude to
determine "how" it will comply with applicable practices.
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6.3 Applicability of Management Practices
Agencies may have different mandates, responsibilities, or functions.

For a given agency, management practices are either applicable, not applicable, or granted a
waiver by APWA.

Applicable practices are those in which the agency assumes the lead role or has jurisdictional
responsibility. Applicable practices may include services which are a contracted duty.

If the practice is not applicable, the agency must provide justification.

The first nine chapters of the manual are applicable to ALL agencies because they cover the
administrative functions critical to the successful and safe operation of every agency regardless
of size or functional responsibilities.

Waivers for specific practices may be requested for agencies that cannot comply due to
legislation, labor agreement, court orders, case law, or other legitimate reasons. The agency
must submit the request for the waivers in writing, citing the extenuating circumstances that
preclude the agency from complying with the recommended practice to the APWA Program
Manager prior to the site visit. Simply not having funding or staff resources will not be
considered a valid reason for non-compliance.

6.4 Documentation of Management Practices

Most public works management practices are supported by a written directive to comply with
a rule, regulation, general or special order, policy, or procedure. Often, an ordinance, bylaw
regulation, or statute can serve as a written directive.

A policy is a broad statement of agency principle (the why).

A procedure is a step-by-step guideline for activities (the how).
A plan is a detailed proposal for doing or achieving something.
6.5 Management Practices with Multiple Requirements

Multiple requirements may exist for a single practice. Each requirement must individually
demonstrate proof of compliance for the entire practice to be considered compliant.

1.5 Code of Ethics

The agency has developed, adopted, and distributed a copy of ethics or standards of
professional conduct and ethics training is conducted periodically.

Requirements: The agency must show the ethics statement and provide proof of employee
training for ethics.

6.6 Additional Acceptable Documentation

Management practices compliance may be met through agency-developed policies or
acknowledgement of following guidelines established by outside resources, i.e. federal, state
or professional standards. E.g. Adoption of the MUTCD or APWA Color Code and Utility
Marking Guidelines.

APWA Accreditation — 2019 Evaluator Reference Guide



VII. Self-Assessment, Peer Review and (Re)-Accreditation Process

7.1 Strategic Goals
The Self-Assessment and Accreditation Processes support the strategic goals of APWA:

* Define the value of public works and enhance its visibility/awareness
* Be the voice of public works to government leaders and media
e Ensure excellence in education and credentialing

* Create a dynamic membership and chapter model

7.2 Purpose of Self-Assessment

Self-Assessment is a powerful technique to improve program delivery, to encourage effective
management, and to develop analytical skills among public works professionals. The self-
assessment process is conducted by and within the agency and may not result in public
accountability reporting. However, the process of self-assessment is expected to reflect
excellence in education and credentialing, in accordance with the APWA Strategic Goals. As a
result, the self-assessment is supported by advice from The APWA Program Manager and by
“agency to agency” cooperation and information exchange. The self-assessment process is
also a first step towards APWA Voluntary Accreditation.

7.3 Determining Compliance
The agency determines if its practices meet the recommended compliance requirements.
Levels of compliance are

* Full Compliance (FC) - Fully complies with the practice, without exception.

* Substantial Compliance (SC) — Indicates the agency consistently meets all major provisions
of the practice. However, it may be lacking in one area or the practice may not have been
implemented so that success is unable to be demonstrated at the review.

* Partial Compliance (PC) — Indicates the agency meets some of the provisions of the
practice; additional work needs to be completed to achieve accreditation.

* Non-Compliance (NC) - Indicates the agency fails to meet the provision of the practice.
* Non-Applicable (NA) — The practice does not apply to the agency.

*  Waiver (W) - The practice has been waived by the APWA Program Manager. A request for
the waiver must be submitted by the agency prior to the site visit with approval granted.

7.4 Site Visit Outline

Prior to a site visit, evaluators are provided with the detailed site visit schedule which includes
the assignment of practices, access to the Self-Assessment Software, the Agency Overview
Report, and any agency provided information. Each Evaluator is expected to familiarize
themselves with their assigned practices and the self-assessment of the agency for each
practice prior to the site visit.

On the first day of the site visit review, the agency should introduce key staff to the evaluators.
The team leader will present opening remarks and remind agency staff and the site visit team
of the importance to staying on schedule. After a brief introductory presentation and tour of
the facilities and/or community, the site visit team begins interviews with agency staff.

10 APWA Accreditation — 2019 Evaluator Reference Guide



Evaluators, as representatives of APWA, have a two-fold mission:

* To ensure the agency has management practices, policies, directives and/or procedures
in place (and adopted if necessary) that fully or substantially comply with the applicable
practice statements in the Public Works Management Practices Manual, and

* To ensure the agency implements the management practices, policies, directives, and/or
procedures as written.

7.5 Evaluator Access to Self-Assessment Software
Intentionally left blank. Instructions and details will be provided after testing is completed.

7.6 Re-Accreditation Site Visits
An on-site evaluation team will visit the agency and conduct a re-accreditation review in much
the same manner as the initial accreditation review.

Agencies will be required to demonstrate that full or substantial compliance has been achieved
for all practices included in the edition of the Public Works Management Practices Manual
applicable to them.

All applicable practices must be in either full or substantial compliance, with no more than 5
percent of the practices being in substantial compliance.

7.7 Overview of Review Process

Evaluators will be required to review all practices new to the agency in the updated issue of
the Public Works Management Practices Manual, all practices in substantial compliance during
the last visit, and a random one-third of the practices in each applicable chapter. The evaluator
needs to review the prepared information to feel certain the practices are being met.

Evaluators are expected to provide an objective review of agency compliance during the
on-site assessment. Evaluators should refrain from making quality judgments and making
comparisons with the evaluator’s own agency.

Prior to the site visit, the evaluator should be prepared to review all applicable public works
management practices. Questions may be developed in advance to elicit information on how
the practice is being accomplished.

Evaluators should not rely on interviews as the sole proof of compliance. Most practices
lend themselves to documentation, and the evaluator should insist on placing relevant
documentation in the file.

Evaluators will normally have a master list of key interview persons for the agency. However,
additional personnel may be called upon to provide further clarification.

Every practice requires written documentation. Proof(s) of compliance may include
documentation, such as meeting agendas, attendance sheets, reports, forms, log entries,
photographs, etc.

Evaluators may find the initial review of files to reveal one of several conditions. First, it may
completely substantiate agency compliance with the practice. However, sometimes proofs of
compliance will completely miss the point or intent in the practice. In some case, the evidence
indicates compliance but needs to be enhanced with additional documentation.

Finally, the file may contain wet-ink documentation. These are documents that have been
recently developed and remain untested.
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The burden of proving compliance remains with the agency, but the evaluator should always be
helpful to the agency in arriving at a solution to any deficient files.

Evaluator Consensus on Practice Compliance — For resolving questions related to compliance,
an evaluator(s) should utilize a team approach by consulting with the team leader or APWA
Program Manager.

Between Evaluators and Agency — The site visit leader and/or the APWA Program Manager,
with the agency’s accreditation manager, will act as the arbitrators of disputes or problems. The
site visit team will make every effort to address concerns of the agency at that level.

7.8 Evaluator-Led Re-Accreditation Site Visits
Evaluator-Led (EL) visits are re-accreditation site visits where no APWA staff person is physically
present. Frequently asked questions about EL visits are:

EL visits are a relatively standard industry practice. They help keep down administrative costs
and provide a direct cost savings to the agency by not having to pay for staff travel. In the 20+
years since the program began, improvements in communications, computer systems and
software have made physical travel unnecessary in certain circumstances.

Agencies that have demonstrated top performance, have an experienced staff and are
amenable to an EL visit, will be provided with an experienced team leader and evaluator for
the site visit.

First time accreditations will always be led by an APWA staff person.

Only evaluators with at least three site visits worth of experience and with a desire to go on an
EL visit will be selected. Team leaders on EL visits will have at least two staff-led visits as a team
leader before being selected to lead an EL visit. No one will be selected without the requisite
experience or against their wishes.

7.9 Council Decision <«
Within 30 days after the site visit, the APWA Program Evaluator-Led
Manager forwards a prepared report to the Council site visits provide

recommending a finding for the Agency.

The Council reviews the recommendation which includes a a cost savmgs to
summary of the site visit, results and outcome. The Council those agencies
considers the findings of the site visit in determining an h t th
award, renewal, or denial of accreditation. who mee €
criteria.”
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VIII. Site Visit Reporting

8.1 Site Visit Results

Following the completion of the agency site visit, the results are tallied. All applicable practices
must be in either full or substantial compliance, with no more than 5 percent of the applicable
practices being in substantial compliance. If an agency has met these minimum requirements
for accreditation, the APWA Program Manager will submit a prepared recommendation to the
Accreditation Council regarding the findings of the site visit.

8.2 Site Visit Report Outline

If an agency has not met the minimum requirements, they shall have up to 45 days following
the site visit to address those deficiencies by providing additional documentation. The
assigned evaluator will be responsible for determining the achievement and notifying the
APWA Program Manager. When satisfactorily meeting the requirements for Accreditation, a
letter will be sent to the Accreditation Council recommending accreditation be awarded to the
agency.

The site visit report will be organized under the following:

* Overview: This section provides the context for the site visit, with a description of the
community, a more detailed description of the agency, and cites significant dates and
milestones in the process.

* Findings: This summarizes the findings of the site visit in terms of practices and the
category of compliance. The team leader may also wish to identify additional elements
including

* Model Practices: Identified practices which serve as models for other agencies.

* Recommendations: The Site Visit Report will recommend approval or denial of
Accreditation to the Accreditation Council.

APWA Accreditation — 2019 Evaluator Reference Guide
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IX. Evaluator Quick Look

9.1 Compliance Levels

The evaluator will review the practice and determine if the agency has complied with the
requirements. Proof of compliance must be demonstrated by review of written records,
interviews and field observations during the on-site evaluation.

The level of compliance must be classified as one of the following:

* Full Compliance (FC) — The agency fully complies with the requirements of the practice
without exception.

o Examples: All documents are properly identified and dated. Forms are filled out and
procedures include proof of implementation.

e Substantial Compliance (SC) — The agency meets major provisions of the practice, but
some minor areas of non-compliance exist.

o Examples: Forms are not filled out, master plans have not been approved, documents
have not been reviewed in the required timeframe or inventory is incomplete.

* Partial Compliance (PC) - The agency meets some of the provisions of the practice.

o Examples: There is proof of implementation, but no procedure, training is held but not
documented (no sign-in sheets or meeting announcement), or no dates on supporting
documents.

* Non-Compliance (NC) — The agency fails to meet the provisions of the practice.

o Examples: The required documentation (policy, procedure, plan or inventory) is not

provided.
* Non-Applicable (NA) - The practice does not apply to the agency.
* Waived (WV) - The practice has been approved by the APWA Program Manager

9.2 Policy vs. Procedure
Correctly recognizing the difference between a policy and a procedure can be easily ensured
when you know what to look for in the supporting documentation.

A POLICY covers what to do and why. It may be a rule, standard, guideline or objective.
Policies serve many purposes including

e |dentifying organization rules,

e Explaining why the rules exist,

* Advising when the rule applies,

e Describing who it applies to, and
e |dentifying the consequences.

It is recommended policy documents be signed by the department director or authorized staff,
although some organizations do not have this requirement. An agency cannot be required to
produce signed policies - only encouraged to do so.
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A PROCEDURE directs when and how. It provides the steps, workflow, or instruction. A
procedure can be written without the existence of a policy. Procedures are intended to

* |dentify specific actions or steps,
* Explain when to take action,

¢ Include warnings and cautions, and

“All documents
should be dated.”

* Show how to complete forms.

Any practice requiring a procedure must show for

supporting documentation the procedure and how it is
implemented. This may be through

e Sign-in sheets and
e Work orders.

e Completed forms

9.3 Suggestions vs. Requirements

A suggestion is intended to provide guidance to the agency in how they can improve their
process. It is not mandatory for the agency to implement the suggestion. The suggestion
should have no impact on the compliance level of the practice.

A requirement should identify improvement or inclusion of documents to a practice which can
affect the compliance level for the practice.

Be specific and detailed in any suggestions or requirements you make on any practice. These
comments may not be reviewed until a later date and vagueness will not benefit the agency.

9.4 Dates are important

All policies and procedures must be dated. Dates should include when it was created and
implemented and when it was reviewed. Unless the practice indicates otherwise, all supporting
documentation should be reviewed every three (3) years.

9.5 Model Practices

A MODEL PRACTICE is identified during the site visit by the evaluator reviewing applicable
practices. A model practice will be decided based on the documentation, process, or effort
by the agency. It may be identified as unique, thinking outside the box or innovative. The
evaluator may wish to discuss with the site visit team to obtain their opinion and consensus on
the selection, but it is not required.

When identifying a model practice, provide a detailed explanation as to why it was selected.
Explanations like, “Outstanding,” “Never seen this before,” or “Great idea” do not provide
specifics which may help in deciding if the model practice could benefit another agency.

9.6 Rental Car

Purchasing the rental car insurance is a reimbursable expense. If you are renting the car for
a site visit, APWA strongly suggests purchasing the insurance. If you do not purchase the
insurance and the rental car sustains damage, those costs are no