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11- After the end of the task:
• Keep ready to be contacted by the NCAMC, if needed…
• Keep confidentiality…
• Get ready to the new assignment …

10- Official handling the site visiting report and the

documents to the NCAMC…

9- After the site visit:

• Goodbye meeting…
• Set a schedule to finish the task…
• Update the site visiting report…
• Update the indexing of the documents…
• No further contact with the college…
• Confidentiality…

8- At the site visit:

• Monitor the performance…
• Daily meetings…
• Updating the site visiting report…
• Confirm the schedule of the next day…

7- One day before the site visit:

• Preparation meeting…
• Confirm tasks and time schedule…
• COC...

6- Keep monitoring of:

• Progress of the team tasks…
• Report writing…
• Conflict of interests…
• Updating tasks and schedule, if needed…

5- Contacting the college, through its person in contact, to:

• Ask for supporting documents…
• Agree on the time schedule for the site visit…
• Discuss the required preparations…

4- Start the regular reporting process to the NCAMC,
through the supervisor, to:

• Handle the regular reports of the team’s activity…
• document the schedule and progress…
• Report issues, like poor engagement, inorientation …
• Declare the contact with the college…
• State the college response…

3- Held regular meetings, to:

• Follow progress…
• Facilitate difficulties…
• Record defects in the documents…
• Define gaps and put an action plan…

2- Held the initial meeting with his team, to:

• Explain the task in general considering the COC...
• Confirm the team members’ related interests…
• Explore conflict of interests, if any…
• Handle the documents to the members...
• Specify the tasks…
• Agree on the action plan and the time schedule…

1- The initial step is to:
• Review the related booklets and documents…
• Receive the documents from the NCAMC…
• Initiate contact with the college…
• Ask the team for the initial meeting…



9- After the site visit:

• Confidentiality…
• Complete the report and indexing…
• Be ready to be contacted by the NCAMC, if needed…
• Be ready for the next assignment…

8- At the site visit, on daily bases:

• No feedback to the college…
• Discuss findings…
• Update the report…
• Update the documents…
• Confirm the schedule of the next day…

7- The team must sample ideas and opinions from different

stakeholders. This might be done by questionnaire,

personal, small and large group interviews … etc.

6- Dealing with the documents:

• Indexing is vital…
• Set a new indexing style, other than that of the college…
• Updating the documents before and at the site visit…

5- Writing the site visiting report:

• Must follow the template stated by the NCAMC…
• Must start before the site visit…
• Must be updated on regular bases…
• At the site visit, updated on daily bases…
• After the visit, finalize the report within 2 days…

4- Declare about any Conflict of Interests, if any, at any step
it may arises…

3- All contacts with the NCAMC and with the college must be

done through the team leader …

2- Commitment to:

• Allocate time and efforts...
• Professionalism…
• Follow the COC…
• Confidentiality rules...

1- Comprehensive awareness of:
• NCAMC booklets and documents…
• College documents …
• Tasks and time schedule…
• Job specification…



Thank you


