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Spirit of Service Awards – Assessor Guide 

IPAA ACT’s Spirit of Service Awards recognise and celebrate public sector initiatives that 
drive positive change for the Australian community.  

Assessor Role 

Thank you for agreeing to be an Assessor for the Spirit of Service Awards. You play an 
essential role in ensuring the success of the annual IPAA ACT Spirit of Service Awards. 
Your role involves assessing and scoring the nominations, ensuring a consistent and fair 
evaluation process.  

Assessors are current public sector employees, typically with a background in 
evaluation, audit, review, and/or assessment. They apply their skills, knowledge, and 
experience to assess the nominations. 

Key Dates 

• 25 June 2026 – assessment commences 
• 29 June 2026 2:00pm-2.30pm – optional drop-in assessor Q&A session 
• 1 July 2026 10am-10.30am – optional drop-in assessor Q&A session 
• 8 July 2026 – assessment submission deadline  
• 5 November 2026 – Spirit of Service Awards Gala Dinner  

Questions? Contact awards@act.ipaa.org.au  
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Section 1: Setting up your Awards Force account 
All assessments will be done in the Awards Force platform. 

CHECK YOUR EMAIL FOR AN 
AWARDS FORCE ACCOUNT SETUP 
NOTIFICATION.  
 
You will receive an email notification 
from Awards Force with a link to set 
up your account.  
 
Click on the link.  
 
Please check your spam/junk folder if 
you do not see this email. You can 
also contact awards@act.ipaa.org.au 
to have this link reissued.  
 

 
CREATE YOUR ACCOUNT. 
 
Enter your first and last name and 
create a password.  
 
You will also need to check both 
boxes to agree to the terms and 
conditions and to receive notifications 
from Awards Force during the 
assessment process.  
 
Then click ‘complete registration.’ 
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VIEW YOUR ASSESSOR 
DASHBOARD.  
 
Please note: your nominations will be 
assigned on 25 June, so if you log in 
before that, you will not see any 
assignments yet.  

 

Section 2: Viewing your assigned nominations  
SIGN THE CONFIDENTIALITY 
AGREEMENT  
 
The assessment period runs from 25 
June – 8 July. 
 
When you log in after 25 June to 
begin your assessments, you will first 
need to sign the confidentiality 
agreement.  
 
This will be the first thing to appear 
on your dashboard. You will not be 
able to view your assigned 
nominations until you sign the form.  
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VIEW YOUR ASSIGNED 
NOMINATIONS 
 
Now your dashboard will show a list 
of your assigned nominations.  
 
At a glance, you can see the entry 
name, award category, and your 
reviewing status (to be scored, in 
progress, or complete).  
 
To open and read a nomination, 
either click on the ID number or the 
entry name. 

 

 

Section 3: Scoring a nomination  

Scoring Criteria 
All nominations will be scored on the following criteria.  

1. Relevance to Category (0-5 points) 
How well does the nomination fit the specific 
category? 
 
5 = Perfect fit, 0 = Not relevant at all 
 

3. Creativity & Originality (0-5 points)  
How innovative, unique, or fresh is the 
nomination?  
 
5 = Exceptionally original, 0 = Completely 
unoriginal  

2. Impact & Significance (0-5 points) 
How meaningful or influential is the nomination in 
its field? 
 
5 = Major impact, 0 = Minimal or no impact 

4. Evidence (0-5 points)  
Does the nomination include evidence of 
outcomes?   
 
5 = Strong links to evidence, 0 = Lacks evidence     
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Scoring Instructions 
REVIEW THE NOMINATING 
AGENCIES, AND IF NECESSARY, 
REPORT A CONFLICT OF INTEREST. 
 
If within the past 3 years, you have 
worked or are affiliated with an 
agency listed on the nomination, 
please check the box to abstain from 
judging (assessing) the nomination.  
 
Then, contact the awards team 
(awards@act.ipaa.org.au) to let them 
know, and they will reissue you a new 
nomination to review.  

 

READ THROUGH THE NOMINATION 
RESPONSES. 
 
Thoroughly review each field in the 
nomination form. 

 

 
BE SURE TO REVIEW THE 
ATTACHMENTS CONTAINING 
SUPPORTING EVIDENCE. 
 
To view the attachments, you will 
need to scroll to the very bottom of 
the page (underneath the score 
sheet) where you can then click to 
expand and view the nomination’s 
supporting documents.  
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BEGIN SCORING. 
 
For scoring criteria #1-4, use the drop-
down menu to select your score.  
 
Optional: you may also choose to 
write a comment about why you 
selected that score. We recommend 
you do, as these are helpful in 
providing context to the judges in the 
next phase.  

 
WRITE COMMENTS FOR THE OPEN-
ENDED CRITERIA.  
 
For the next three scoring questions 
(key strength, key improvement 
opportunity, and nomination hint), you 
must select “1” from the drop-down 
menu. 
 
Then write a response in each 
comment box.  
 
Please note that responses in these 
fields may be used to provide 
feedback to the nominees (upon 
request). Please use full sentences.  
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ADD A FINAL OVERALL COMMENT. 
At the end of the page, you may also 
submit an overall comment on the 
entry.  
 
SUBMIT YOUR REVIEW. 
When you have finished, click “save 
and next” to move on to your next 
nomination.  
 
Or click "save and close” to return to 
your dashboard.  

 

Section 4: Completing your assessments 
All assessments must be completed by 5pm Wednesday 8 July 2026.  

 
CONFIRM ALL YOUR 
ASSESSMENTS ARE COMPLETE. 
 
To confirm that all your assessments 
have been completed, return to your 
dashboard and check that the 
“Status” column lists “Complete” next 
to each of your assigned nominations. 
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