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Introduction
Level One participation and recognition in the Kentucky Award for Performance Excellence (KAPE) program is described in the Application Process Overview document, which can be downloaded from the KYCPE web site (www.kycpe.org). This document supplements the overview document by providing the detailed instructions and forms required to submit a Level One Application. 
Level One applicants must complete and submit a Level One Application Package. The completed package includes: 
1)	Level One Application Form
2)	Simplified Organizational Profile
3)	Self-Assessment Questionnaire 
4)	Application Fee 
The Level One application package may be submitted at any time during the year, but must be received by 3/1/12 for recognition at the next annual awards banquet. 
INSTRUCTIONS FOR PREPARING AND SUBMITTING YOUR LEVEL ONE APPLICATION
Preparing your Application 
1)	Complete the Level One application form (instructions and form included below)
2)	Complete the Simplified Organizational Profile (instructions and form (included below)
3)	Complete the Self Assessment (instructions and form (included below)
· Type the Application, Profile and Assessment forms, using a 10 point font size, or greater 
4)	Send 1 copy of the Application, Profile and Self Assessment forms to the address in item 6.
5)	Prepare your application payment 
6)	Email your application package (including the Application, Profile and Self Assessment forms) in PDF format and mail the hard copy with the application fee to: 
Kentucky Center for Performance Excellence
c/o Conley Salyer
444 East Main Street, Suite 101
Lexington, KY 40507

Email address: csalyer@nonprofitattorney.net

For answers to your questions
Please check our Website at www.KYCPE.org or contact Harry Standinger email: hstandin@hotmail.com phone: 859.272.8178. 

INSTRUCTIONS FOR COMPLETING THE 
LEVEL 1 APPLICATION FORM
1.	Applicant 
· Organization Name – enter the official name of your organization as it might appear on any award.
· City, County, Zip – enter the city, county and zip of the organization (generally the location where your senior leadership resides). 
· Total # of Employees – enter the number of full-time equivalent employees working at the organization. 
Note: Full-time equivalent employees are defined as those who regularly work 40 or more hours a week and are entitled to benefits such as paid vacation, sick leave and insurance coverage. Each instance where multiple employees fulfill the responsibilities of a single position that requires 40 or more hours per week, is counted as a full-time equivalent.
· Total # of Sites – enter the number of sites to be included in the application. 
2.	Industry Sector 
· Please check the sector that best describes your organization. 
3.	Industrial Classification (NAICS) Codes 
· Enter the NAICS codes that are most relevant to your organizations’ products and/or services. You may find the NAICS code online at www.census.gov/naics. 
4.	Official Contact 
· Enter the contact information for the person at the organization KYCPE should work with in processing the application. Be sure to use a street address to facilitate courier deliveries. 
5.	Application Fee 
· Indicate the application fee being remitted with the application. Application fees may be paid via check or credit card and are submitted with the application. 
6.	One-Sentence Description of Your Organization  
· Provide a brief description of your organization. This description will be used in conjunction with the Kentucky Award for Performance Excellence Awards Banquet and for publicity purposes. 
7.	Release Statement and Signature 
· The applicant’s highest-ranking official must sign in the space provided to indicate agreement to the terms and conditions outlined in the Release Statement. This signature attests that no untrue statement of a material fact is contained in the Application Package or Organizational Profile and that no omission of a material fact that is legally disclosable and affects organizational ethical and legal practices has occurred. 


INSTRUCTIONS FOR COMPLETING THE 
SIMPLIFIED ORGANIZATIONAL PROFILE 
Level One applicants must complete and submit the Simplified Organizational Profile with their application package. 
The Simplified Organizational Profile consists of 16 questions that are designed to be answered in narrative form to help KYCPE better understand your organization’s key characteristics and challenges. 
The profile template is included with this packet. 

INSTRUCTIONS FOR COMPLETING THE 
SELF ASSESSMENT
Level One applicants must also complete and submit the Level One Self Assessment form with their application package. 
The Level One Self Assessment Form is designed to help you assess your organization’s performance relative to the Criteria for Performance Excellence by simply checking the response that most closely describes your organizations performance level for each item. 
Additional instructions are included on the form itself, which is included with this packet. 
ALL LEVEL-ONE APPLICATION FORMS FOLLOW THIS PAGE
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1.	Applicant 

Organization Name 

City County Zip 
Total # of employees (full-time equivalent) 		___________
Total # of sites		___________
2.	Industry Sector 
Please check the sector that best describes your organization 
(  )	Manufacturing 	(   )	Education 	(   )	Service 
(  )	Government 	(   )	Health Care 	(   )	Nonprofit 
3.	Industrial Classification 
List up to three of the most descriptive 3 or 4 digit NAICS codes
______________      ______________      ______________
4.	Official Contact 

Name 

Title 

Mailing address 

Street address (no PO Box) 

City 	County 	Zip 

Telephone 	Fax 

E-mail 
5.	Application Fee
Enter the application fee being remitted ...…. $ 	
Application fees are determined by organizational size and membership status:
		Member	Non-Member
1-99	Employees	$150	$150
101-249	Employees	$250 	$370
250-499	Employees	$300	$450
500 +	Employees	$350	$525

6.	Enter a one-sentence description of your organization: 







7.	Release Statement and Signature of Highest Ranking Official 

Name 

Title 

Address 

City County Zip 

Telephone Fax 

E-mail 
Please read and sign:
I state and attest that: 
I have reviewed the information supplied in this Application and related Organizational Profile. To the best of my knowledge, no untrue statement or omission of a material fact has been made in this application package. Based on the information herein and the current eligibility requirements for the Kentucky Center for Performance Excellence Award, my organization is eligible to apply. I understand if information is found that disqualifies our organization from participation in the Award Process at any time during the cycle, we will no longer receive consideration for the Award and will only receive a Feedback Report. 

			
 Signature	Date 








Simplified Organizational Profile 


Level One applicants must complete this Simplified Organizational Profile and submit with their Level 1 Application. 
1.	What products and services do you provide to your customers? 

2.	What is your organization's mission or purpose? (Why does your organization exist? What are your vision and values?) 

3.	How many employees do you have in your workforce? 

4.	What are your key employee groups and the key requirements for these groups (Employees might be grouped by roles or functions performed, educational levels, location, etc.)
	Key Workforce Groups
	Key Requirements

	
	

	
	


5.	How do you communicate with your employees? 

6.	Who are your key customers and why do they buy, secure or use your products or services? 

7.	If you group your customers, what are the key customer groups and what are the key customer requirements for these groups? 
	Key Customer Groups
	Key Requirements

	
	

	
	


8. 	How do you communicate with your customers? 

9.	Who are your main competitors and what is your market share relative to them? (Competitors are where your customers would go if your organization did not exist.) 

10.	What are the key factors or reasons why your organization is successful? 

11.	What key processes do you use in conducting your business or operations?  (Processes are those things you do to develop, produce, sell and service your products/services.) 

12.	What are your organization’s key challenges and advantages? 

13.	What are the key changes you are trying to make in the next one to three years? 

14.	What are the key measures your organization uses to monitor progress? Who reviews these measures and takes action based on them? How often are they reviewed? 

15.	What are the ways your organization makes improvements to its processes and activities? 

16.	What are your major facilities, technologies and equipment? 



Level One Self Assessment 



	Organization Name
	

	Completed By
	
	Date Completed
	


Self Assessment Instructions
Please review the category descriptions (gray boxes) before answering the questions in the category. Then, please respond to each question in the category by placing a check in the box that most closely describes your organizations performance. The performance rankings you may select are: 
4 = Always 	– this is a strong organizational capability that is always present and performed well   
3 = Mostly 	– the capability is present most of the time, but not always  
2 = Sometimes 	– the capability is present some of the time, but not reliably
1 = Rarely 	– the capability rarely present 
If you are not able to answer a question, or if you feel the question does not apply to your organization, please check the “NA” box. 
Self Assessment Questions
	1.0	Leadership (2011)
The Leadership Category examines how your organization’s senior leaders guide and sustain your organization. Also examined are your organization’s governance and how your organization addresses its ethical, legal and community responsibilities.


1.1	Senior Leadership (2011)
	
	
	4
	3
	2
	1
	NA

	1.
	Do senior leaders set the organization’s vision and values and deploy them throughout the leadership system, to the workforce, to key suppliers/partners and to customers and stakeholders? 
	|_|
	|_|
	|_|
	|_|
	|_|

	2.
	Do senior leader’s personal actions reflect a commitment to organizational values and promote an environment that fosters, requires and results in legal and ethical behavior? 
	|_|
	|_|
	|_|
	|_|
	|_|

	3.
	Do senior leaders create a sustainable organization and create an environment for organizational performance improvement, innovation, overall learning and agility? 
	|_|
	|_|
	|_|
	|_|
	|_|

	4.
	Do senior leaders personally participate in succession planning and the development  of future leaders?
	|_|
	|_|
	|_|
	|_|
	|_|

	5.
	Do senior leaders communicate with the entire workforce as well encourage two-way communication throughout the organization? Are key decisions communicated and do they take an active role in reward and recognition programs? 
	|_|
	|_|
	|_|
	|_|
	|_|

	6.
	Do senior leaders focus on action to accomplish the organization’s objectives, improve performance and attain its vision? Do senior leaders regularly review performance measures? Do senior leaders create and balance for customers and other stakeholders in their organizations performance expectations?
	|_|
	|_|
	|_|
	|_|
	|_|


1.2	Governance and Social Responsibility (2011)
	
	
	4
	3
	2
	1
	NA

	7.
	Does the organization make efforts to provide effective governance (such as ensuring management, fiscal and other accountability), ensure ethical behavior and to meet its social responsibilities (such as complying with laws and regulations and practicing good citizenship? 
	|_|
	|_|
	|_|
	|_|
	|_|





	2.0	Strategic Planning (2011)
The Strategic Planning Category examines how the organization develops strategic objectives and h action plans. Also examined are how your chosen strategic objectives and action plans are deployed and changed if circumstances require, and how progress is measured.


2.1	Strategy Development (2011)
	
	
	4
	3
	2
	1
	NA

	8.
	Does the organization determine strategic challenges and advantages and develop an overall strategy that addresses these challenges and enhances the advantages? In the strategic development process are strengths, weaknesses, opportunities and threats considered? Are major potential business environment changes, long term organizational sustainability and the ability to execute the strategic plan considered?
	|_|
	|_|
	|_|
	|_|
	|_|

	9.
	Does the organization develop and summarize key strategic objectives and goals for these strategic objectives?
	|_|
	|_|
	|_|
	|_|
	|_|


2.2	Strategy Deployment (2011)
	
	
	4
	3
	2
	1
	NA

	10.
	Do the organization’s action plans include performance requirements, key performance measures and/or indicators; and are plans, resources, and measures developed, communicated and deployed to ensure alignment of goals and actions? Are the financial and other risks associated with these action plans assessed?
	|_|
	|_|
	|_|
	|_|
	|_|

	11.
	Does the organization have short and long term projections of key performance measures and/or indicators from the organization’s action plans? Are activities identified to ensure progress so that the organization will meet projections?
	|_|
	|_|
	|_|
	|_|
	|_|



	3.0	Customer and Market Focus (2011)
The Customer and Market Focus category examines how the organization determines requirements and expectations of customers and markets.  Also examined is how the organization enhances relationships with customers and determines their satisfaction. 


3.1	Customer and Market Knowledge (2011)
	
	
	4
	3
	2
	1
	NA

	12.
	Does the organization have an effective process to determine the relative importance/value to customers of its key products/services?
	|_|
	|_|
	|_|
	|_|
	|_|

	13.
	Is the voice of the customer used to determine key customer requirements, needs, changing expectations and their relative importance to them and do listening methods vary for different customers or markets?
	|_|
	|_|
	|_|
	|_|
	|_|


3.2	Customer Relationship and Satisfaction (2011)
	
	
	4
	3
	2
	1
	NA

	14.
	Does the organization make it easy for customers to seek information, comment, or complain about the organization’s products and/or services
	|_|
	|_|
	|_|
	|_|
	|_|

	15.
	Is a process in place to ensure that complaints are resolved effectively and promptly and that the complaints received are aggregated and analyzed for use throughout the organization and by your partners?
	|_|
	|_|
	|_|
	|_|
	|_|

	16.
	Does the organization have processes in place to follow up with customers on the quality of products, services, and transactions to receive prompt and actionable feedback
	|_|
	|_|
	|_|
	|_|
	|_|

	17.
	Does the organization have other processes and measurements in place to determine customer satisfaction and loyalty?  If yes, do they capture actionable information that reflects the potential for customers’ future business with the organization?
	|_|
	|_|
	|_|
	|_|
	|_|

	18.
	Do methods exist for obtaining objective and reliable information on customer satisfaction relative to the organization’s competitors or others who provide similar products or services?
	|_|
	|_|
	|_|
	|_|
	|_|



	4.0	Measurement, Analysis and Knowledge Management (2011)
This Category examines how your organization selects, gathers, analyzes, manages and improves its data, information and knowledge assets and how it manages its information technology.


4.1	Measurement, Analysis and Improvement of Organizational Performance (2011)
	
	
	4
	3
	2
	1
	NA

	19.
	Does the organization select, collect, and align, information and data, financial and non-financial, which is used to track and improve key processes and organizational  performance
	|_|
	|_|
	|_|
	|_|
	|_|

	20.
	Is performance data from all parts of the organization integrated, reviewed and  analyzed to assess and improve overall organizational performance in key areas, such as customer-related performance, product/service performance, competitive performance and financial performance
	|_|
	|_|
	|_|
	|_|
	|_|

	21.
	Does the organization collect appropriate comparative data on key processes and performance measures (such as customer satisfaction, product/service quality, employee satisfaction)?
	|_|
	|_|
	|_|
	|_|
	|_|

	22.
	Does the organization deploy priorities and opportunity information and data to ensure alignment and to encourage performance improvements within the organization and from its key suppliers, partners and collaborators?
	|_|
	|_|
	|_|
	|_|
	|_|

	23.
	Does the organization systematically evaluate and improve its key processes by incorporating the results of its organizational performance reviews into them?
	|_|
	|_|
	|_|
	|_|
	|_|


4.2	Management of Information, Information Technology and Knowledge (2011)
	
	
	4
	3
	2
	1
	NA

	24.
	Does the organization manage the information and data system  to collect and transfer workplace knowledge, identify/share best practices, and assemble/transfer knowledge for the strategic planning process?
	|_|
	|_|
	|_|
	|_|
	|_|

	25.
	Does the organization ensure that its key information and knowledge is accurate, reliable, timely and secure?
	|_|
	|_|
	|_|
	|_|
	|_|

	26.
	Does the organization manage its’ organizational knowledge to ensure that needed knowledge is transferred from and to customers, suppliers, partners and collaborators as well as workforce changes?
	|_|
	|_|
	|_|
	|_|
	|_|

	27.
	Does the organization share information and data with users to ensure alignment with key organizational goals?
	|_|
	|_|
	|_|
	|_|
	|_|



	5.0	Workforce Focus (2011)
The Workforce Focus Category examines how your organization engages, manages and develops the work force to utilize its full potential in alignment with your organization’s overall mission, strategy and action plans.  The category examines your ability to assess workforce capability and capacity needs and to build a workforce environment conducive to high performance.


5.1	Workforce Engagement (2011)
	
	
	4
	3
	2
	1
	NA

	28.
	Do your workforce engagement systems foster a culture conducive to high performance through cooperation, information flow and two way communications, goal setting and innovation, diversity of ideas, cultures and thinking?
	|_|
	|_|
	|_|
	|_|
	|_|

	29.
	Are work and jobs throughout the organization designed, organized, and managed to ensure effective communications, and knowledge and skill sharing across work functions, units, and locations?
	|_|
	|_|
	|_|
	|_|
	|_|

	30.
	Does your workforce performance management system reinforce customer and business focus achievement of your action plans and consider compensation, reward and recognition practices?
	|_|
	|_|
	|_|
	|_|
	|_|

	31.
	Does your workforce development and learning system (including for leaders) address learning needs, core competencies, strategic challenges, leadership development, and transfer of knowledge from departing or retiring workers?
	|_|
	|_|
	|_|
	|_|
	|_|

	32.
	Do you assess workforce engagement, satisfaction, retention, productivity or safety?
	|_|
	|_|
	|_|
	|_|
	|_|


5.2	Workforce Environment (2011)
	
	
	4
	3
	2
	1
	NA

	33.
	Does the organization have processes for maintaining a safe, secure and healthy workplace climate?
	|_|
	|_|
	|_|
	|_|
	|_|

	34.
	Does the organization have processes in place to build an effective and supportive workforce including managing and organizing the workforce to achieve strategic objectives and action plans
	|_|
	|_|
	|_|
	|_|
	|_|

	35.
	Does the organization assess workforce capability and capacity needs including skills, competencies and staffing levels as well as changing needs?
	|_|
	|_|
	|_|
	|_|
	|_|

	36.
	Does the organization have a process for recruiting, hiring, placing and retaining new employees?
	|_|
	|_|
	|_|
	|_|
	|_|

	37.
	Does the organization support the workforce with appropriate policies, services and benefits
	|_|
	|_|
	|_|
	|_|
	|_|



	6.0	Process Management (2011)
The Process Management Category examines how your organization determines its core competencies and work systems and how it designs, manages and improves its key processes for implementing those work systems to deliver customer value and achieve organizational success and sustainability. Also examined is readiness for emergencies.


6.1	Work System Design (2011)
	
	
	4
	3
	2
	1
	NA

	38.
	Does the organization define its core competencies or areas of greatest expertise that are strategically important and provide marketplace competitive advantage?
	|_|
	|_|
	|_|
	|_|
	|_|

	39.
	Does the organization systematically design its work systems to carry out the work of the organization?
	|_|
	|_|
	|_|
	|_|
	|_|

	40.
	Does the organization have a process to determine which work system processes will be internal systems and which will be external systems?
	|_|
	|_|
	|_|
	|_|
	|_|

	41.
	Does the organization’s key work processes contribute to the delivery of customer value, profitably, organizational success and sustainability?
	|_|
	|_|
	|_|
	|_|
	|_|

	42.
	Does the organization consider inputs from customers and appropriate stakeholders in the determination of key work process requirements?
	|_|
	|_|
	|_|
	|_|
	|_|

	43.
	Has the organization ensured that its work system and workplace preparedness addresses emergency readiness?
	|_|
	|_|
	|_|
	|_|
	|_|


6.2	Work Process Management and Improvement (2011)
	
	
	4
	3
	2
	1
	NA

	44.
	Does the organization implement and manage its key work processes to deliver customer value and achieve organizational success and sustainability?
	|_|
	|_|
	|_|
	|_|
	|_|

	45.
	Are inputs and feedback from customers and other appropriate stakeholders used in the control and improvement of processes?
	|_|
	|_|
	|_|
	|_|
	|_|

	46.
	Does the organization improve key work processes to achieve better value performance, products/services and to keep them current with business needs?
	|_|
	|_|
	|_|
	|_|
	|_|

	47.
	Does the organization have key performance measures in place to use to control and improve its work processes?
	|_|
	|_|
	|_|
	|_|
	|_|
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