
RNFOO Orientation for 

2024 Reviewers

Introduction to the new
Application System



Agenda:

Introductions

Overview of Review Process

System



February 5th or 6th: Messages from the office will “e-introduce” team members 

to each other; login details and rubrics will be distributed.  You may wish to 

arrange the time when you will meet to review scores at this point.

February 7th or 8th: Lists of applicants in your team will be circulated.

PLEASE review this list as soon as possible. If there is someone in 

the group that you know well, inform the office right away.

Step 1: Reviewers score each applicant independently

Step 2: Team members meet to review scores, arrive at a score that will be 

submitted for each applicant.

Step 3: Team members consider top scoring applicants, decide which awards 

these ‘contenders’ are most suited to.  Person attending the Review Panel 

meeting should take notes and be able to present contenders to the Panel.

Step 4: Score sheet provided by office is completed and submitted to the office 

by noon on Wednesday, February 28th.

Overview of Review Process



System: Confidentiality of Applicants’ Information

All reviewers are asked to read and accept RNFOO’s 

Confidentiality Policy.  Location of the document, and 

method of acceptance are not yet determined. 



System: Home Page

From the RNFOO homepage (www.rnfoo.org), go to the Awards 

menu and click Annual Awards.  



System: Getting to the Login

Click on the ‘Continue your application’ button.



System: Logging In The Confidentiality Policy



System: Logging In

Your Username and 

Password will be 

emailed to you.  If 

you have any 

difficulty logging in, 

please contact 

Heather right away.  



System: Team Lists
When you click “Login”, you will 

be taken to the list of applicants 

you will be reviewing: 



Reviewing your Assignment 

It is important that you review the list of 

applicants who are assigned to your team as 

soon as you can.  If there are people you 

know well, they will need to be moved.  If you 

wait until other reviewers are well under way, it 

makes it difficult to move applicants to another 

team.



Click on the Entry ID number to view the application. 

System: The way in



If you find information in the body of the application that contradicts 

the Academic Program identified, please contact Heather as soon 

as possible.  We will try to reassign that applicant to the correct 

review team. 

The new application 

is organized in 

pages – keep 

scrolling down to 

find the information 

you need.  

Organization of information 



Getting Started

As you prepare to score applications, you may find it helpful 

to print or have the RNFOO 2024 Awards & Scholarships 

Brochure and one scoring rubric per applicant in your group 
(it will be helpful to make notes on these documents)

While doing your scoring, please remember to keep applications and 

scoring sheets secure for confidentiality and privacy purposes.  When 

you are finished, please permanently delete all files, and securely 

destroy all papers.



Rubrics
All applications are scored on the same topics; rubrics have 

been adjusted to expectations reasonable for the various 

academic programs.

Rubrics are available in Word or Excel. 



Documents

Supplementary documents 

are found at the bottom of the 

application



An important note about documents

Any application that has been assigned to a judge has been 

determined to have all required documents:

• at least one transcript

• confirmation of enrollment

• two reference letters

If you find anything unexpected in the uploaded documents 

(perhaps the same reference letter uploaded twice, or a 

different student’s transcript on an application) please contact 

the RNFOO office.  Among the hundreds of documents we 

upload, we may have selected the wrong one – that doesn’t 

necessarily mean that we don’t have the right one.



References

Applicants are encouraged to provide the RNFOO instructions for 

reference letters to their referees.

However, not all applicants have provided this information to their 

referees, and even when they have, not all referees have followed 

these instructions.  Often clinical instructors don’t have access to 

letterhead.  If you are concerned about the authenticity of a 

reference letter, please consult with your reviewing partner and 

contact the RNFOO office as soon as possible.



Additional Comments

Please check the ‘Additional Comment’ field at the end of the Academic Information 

section. Applicants are encouraged to used it to explain special circumstances or 

provide additional information.



Selection of  Awards

After you have scored the applications, you should consider the 

statements made by stronger applicants to determine whether or not 

they are good candidates for any particular award. 

NEW this year: Applicants did not have opportunity to apply for 

awards where the criteria did not meet their academic program. 



Eligibility for Awards

This is the stage at which 

familiarity with the criteria of 

available awards is important. The 

Awards Brochure describes all of 

the Awards and Scholarships that 

are available for this year. 

The 2024 Awards Brochure is 

accessible from the



If you are not familiar with the 

awards available, reading about 

the backgrounds can help you to 

notice the best fits between 

strong applicants and particular 

awards.

Award Backgrounds



Finding the best ‘fit’:

We recently introduced a guide to facilitate discussion of 

the best applicants for each award. The reviewer(s) who 

will attend the Review Panel Meeting should bring detailed 

notes with them.



Sample Scoresheet using Best Fit guide 



Switch to sharing website to show website

Demonstration

heather.jones@rnfoo.org
905-752-0700 ext 261

mailto:heather.jones@rnfoo.org


Reviewers score each applicant independently, according to 

the rubric provided.

Teams meet to:

• discuss their scores for each applicant 

• through negotiation and/or averaging, determine one set 

of scores 

• identify your strongest applicants 

• suggest which awards those strong applicants should 

be considered for (There is no need to discuss applicants 

who score less than 36/48)

Review Summary



• Final scores must be submitted to the office by noon, 

Wednesday, February 28/24.

• Team representative(s) attending the Review Panel meeting on 

March 5 should be prepared to provide further details about the 

strengths of the strongest applicants relevant to the award(s) 

for which they are best suited. 

• When you have finished scoring your applicants and submitted 

your scores, please remember to permanently delete the files 

from your computer and shred any documents that you have 

printed.

Dates



If you have any questions about any of the 
information presented here, please contact 

Heather.  If she can’t answer your questions, she 
will connect you with a  committee member 

who can.

Discussion

heather.jones@rnfoo.org
905-752-0700 ext 261

mailto:heather.jones@rnfoo.org
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