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FOREWORD
Tēnā koutou

Thank you for agreeing to assess Equity, Diversity and Inclusion Capability Fund proposals 
submitted for 2021 funding.  This funding aims to broaden and strengthen the presence of, 
and support for, our diverse community in Aotearoa New Zealand’s research sector.

These guidelines detail what is involved in the assessment of Equity, Diversity and Inclusion 
Capability Fund proposals and the role that you will play in that process.  Informed 
assessment of proposals is a critical aspect of our investment process, as it forms the basis 
of our funding recommendations.  

We have selected you and other Assessors based on your knowledge and experience.  You 
have not been selected as a ‘representative’ of a particular organisation or sector.  The 
names of all Assessors and their affiliated organisations are published on our website.

The experience and expertise that you bring to the investment process is greatly 
appreciated. Thank you for supporting our science investment processes.
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INTRODUCTION
As an Assessor, you are critical in us identifying the proposals that have the greatest 
potential to meet the investment objectives of the Equity, Diversity and Inclusion Capability 
Fund.  

Mā roto i te Tahua Āheinga EDI, e rapu ana mātou ki te tautoko ā-pūtea i ngā 
kaupapa e tautoko ana i ngā rōpū rangahau e tautuhi ana, e, wāwāhi ana hoki i 
ngā tauāraitanga o te whakapoapoa, te pupuri me te whakatipu i tētahi ohu 
mahi mana taurite, kanorau, whakaurunga hoki .  
 
Through the EDI Capability Fund, we are seeking to fund projects that support 
research organisations to identify and break down barriers to attracting, 
retaining and growing an equitable, diverse and inclusive workforce .

These guidelines detail the assessment process and the key assessment roles and 
responsibilities.  

We recommend that you read this document in conjunction with the Equity, Diversity and 
Inclusion Capability Fund Investment Plan and Call for Proposals 2021 along with other 
relevant information on the Fund’s webpages.

If you have any questions, feel free to contact us.

Email Assessment queries: EDICapabilityFund@mbie.govt.nz
 IMS queries: imssupport@mbie.govt.nz

Phone 0800 693 778 (Monday to Friday, 8:30am to 4:30pm)
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ASSESSMENT ROLES 
AND RESPONSIBILITIES
The following outlines the key roles and responsibilities involved in the assessment of 
Equity, Diversity and Inclusion Capability Fund proposals.  

ASSESSOR
Your role as an assessor is to assess the proposals and contribute to an Assessment Panel 
discussion. Your key responsibilities include:

 ȓ Participating in an online assessor briefing.

 ȓ Declaring any conflicts of interest and adhering to our confidentiality and privacy 
policies.

 ȓ Reading and assessing assigned proposals, allocating assessment scores that reflect 
your assessments (using a 7-point scoring system against the assessment criteria) and 
then recording your scores and supporting comments in our Investment Management 
System (IMS), a secure online portal.

 ȓ Attending a virtual Assessment Panel meeting where:

 ȓ the preliminary scores and comments are reviewed,

 ȓ proposals are scored and ranked, and 

 ȓ advice on the assessment results is recorded by us. 

The Panel does not have delegated authority to make investment decisions.
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ASSESSMENT PANEL CHAIR
The role of the Chair is to: 

 ȓ Prioritise the discussion of the Panel meeting taking into account advice from the Panel 
members and the preliminary ranked assessment scores.

 ȓ Identify and take appropriate action over conflicts of interest.

 ȓ Allow time for informed discussion and equitable decision-making and mediate views if 
required.

 ȓ Ensure that:

 ȓ the Scoring system is followed, and

 ȓ the Panel develops the appropriate commentary on the proposals to inform funding 
recommendations and to enable feedback to applicants.

 ȓ Lead the development of a Panel Meeting Report that provides MBIE with advice 
regarding the Fund; including funding recommendations.

CONFIDENTIALITY AND PRIVACY
To ensure confidentiality, you must:

 ȓ Ensure the safekeeping of all proposals and related documents (e.g., workbooks, notes, etc.).

 ȓ Destroy any remaining documentation or return it to MBIE at the end of the assessment 
process.

 ȓ Not correspond with or discuss the contents or assessment of any proposal with the 
applicant or any other party.  If an applicant contacts you about a proposal:

 ȓ direct them to us, and

 ȓ email us (EDICapabilityFund@mbie.govt.nz) with the details of your contact.

 ȓ Not use any confidential information for any purpose other than assessment.

You must agree to adhere to our confidentiality and privacy policies which apply to all 
personal information collected by us in IMS before you can view your assigned proposals.

Official Information Act 1982

Proposals and their assessments are confidential.  Note however that we are subject to the 
Official Information Act 1982 therefore information relating to an assessment may be 
released if we are requested to do so under the Act.

P
A

G
E

 5
 

E
Q

U
IT

Y
, D

IV
E

R
S

IT
Y

 &
 IN

C
L

U
S

IO
N

 C
A

P
A

B
IL

IT
Y

 F
U

N
D

mailto:EDICapabilityFund%40mbie.govt.nz?subject=


CONFLICTS OF INTEREST
MBIE follows a rigorous process to maintain the credibility of investment decisions and to 
assure applicants that their proposal is fairly and reasonably appraised.   

Before starting to assess, you must check your list of assigned proposals for any conflicts 
of interest and either accept or decline the assignments as appropriate (see page 16 for 
details on how to do this).

What is Considered a Conflict of Interest?

Conflicts of interest may occur on two levels; direct and indirect.

 ȓ A direct conflict of interest would be deemed if you are:

 ȓ directly involved with a proposal (as a participant, manager, mentor, or partner) or 
you have a close personal relationship with the applicant, for example, family 
members, or

 ȓ a collaborator or in some other way involved with an applicant’s proposal.

 ȓ An indirect conflict of interest would be deemed if you:

 ȓ are employed by an organisation involved in a proposal but you are not part of the 
applicant’s proposal. 

 ȓ have a personal and/or professional relationship with one of the applicants, for 
example, an acquaintance.

 ȓ have or had involvement with a proposal that is in direct competition with a proposal 
being assessed or where the impacts proposed by a proposal under discussion may 
compete with your personal business interests.

If you are from a University or Crown Research Institute or other large organisation, you 
may assist in the assessment of a proposal from that institution providing you have no 
direct or limited indirect interest in the proposal. If in doubt, declare and discuss with us.P
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Reporting Identified Conflicts

All conflicts of interest must be declared to MBIE. 

If you identify a direct conflict with a proposal that has been assigned to you, 
you must decline the assignment.  If you identify an indirect conflict, email us at 
EDICapabilityFund@mbie.govt.nz with the details for further discussion before  
accepting or declining the assignment.  

Handling Conflicts of Interest During the Assessment Panel Meeting

If there is a direct conflict of interest with a proposal about to be discussed during the Panel 
meeting, declare the conflict to the Assessment Panel Chair.  You will be required to leave 
the room during the ensuing assessment discussion.  

The actions required for a declared indirect conflict of interest is the discretion of the Chair; 
this could be to:

 ȓ leave the room

 ȓ stay but remain silent unless asked to respond to a direct question

 ȓ contribute to the assessment of the proposal.

Should the Chair declare a conflict of interest with a proposal, a Deputy Chair will be 
appointed for the ensuing assessment discussion. 

All conflict of interest declarations and resulting assessor actions during the Panel meeting 
will be recorded.
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THE ASSESSMENT PROCESS
The key dates and an overview of the assessment process follows.

KEY DATES
Week of 19 April 2021 ........................................................................................ Assessor briefing

By 27 April 2021 ...............................................................................................Proposals assigned

By 12 noon, 4 May 2021 ...................................................................Assessment recorded in IMS

Between 11 and 17 May 2021 ................................................................Virtual Assessment Panel 
meeting sessions of up to four hours. 

Dates to be confirmed depending 
on number of proposals.

June 2021 ....................................................................... MBIE decisions on proposals announced

TIME COMMITMENT
We envisage your involvement in the assessment process to be as follows.

UP TO: TO:

Half a day
Read through these guidelines and background documents, 
and participate in an online assessor briefing.

4 days
Read your assigned proposals, assign scores and enter those 
scores with comment in IMS.

Up to a day, 
across 4 sessions

Attend the virtual Assessment Panel meeting(s) hosted by MBIE.

ASSESSOR BRIEFING
Prior to performing assessments, assessors are required to attend a one hour online 
briefing session.  The purpose of this session is to familiarise you with the:

 ȓ Assessment tools and resources that are available.

 ȓ Content of the Equity, Diversity and Inclusion Capability Fund Call for Proposals 2021 
including the structure of the application form, the assessment criteria, and the scoring 
guide.

Information about this briefing will be sent to you separately.
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HOW AND WHEN PROPOSALS ARE ASSIGNED
We will inform you of your assigned proposals by 27 April 2021.

You use IMS to:

1. Log on to view your assignments, identify and notify us of any conflicts of interest and 
then accept or decline your assignments accordingly.

2. Open (download and/or print) all assigned, accepted proposals.

Refer to page 15 for further instruction on IMS.

HOW AND WHEN ASSESSMENTS ARE RECORDED
Your assessment scores and comments are recorded in IMS.  This must occur on or before  
12 noon, 4 May 2021.  Assessor scores and comments will be collated and used to support 
discussions during the Panel meeting. 

ASSESSMENT PANEL MEETING
The Panel meets in an online secure meeting, with several four hour sessions between 
11 May 2021 and 17 May 2021. We are working separately to confirm these dates with you.  
The purpose of this meeting is to:

 ȓ discuss the preliminary assessment scores and supporting comments, 

 ȓ score and rank the proposals, and 

 ȓ provide consensus commentary and advice on the proposals to be funded.

The Panel’s discussion and moderation may take into account any additional information 
gathered during the assessment process.  We record the discussion, the consensus scores 
and the Panel’s assessment.  Further details on this meeting will be sent to you closer to 
the time.

The Panel does not have delegated authority to make investment decisions.

RECOMMENDATIONS AND FUNDING DECISIONS
The Assessment Panel Chair will provide us with a report with the panel’s advice on which 
proposals should be funded. The final funding decision will be made by the General Manager 
of the Science System Investment and Performance Branch in the Labour, Science and 
Enterprise Group, MBIE.  

Decisions will be publicly announced in June 2021. We will provide applicants with general 
feedback based on the Panel’s comments about the overall quality of proposals.
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PERFORMING ASSESSMENTS
Use the following procedure to assess proposals.  

THE ASSESSMENT STEPS

1. Read and understand the investment goals and signals for the Equity, 
Diversity and Inclusion Capability Fund set out in the Investment Plan and the 
assessment criteria in the Call for Proposals 2021.

Read these guidelines in conjunction with the Equity, Diversity and Inclusion Capability Fund 
Investment Plan and Call for Proposals 2021 available on our website.

Read and understand the assessment criteria and scoring guide on pages 12, 13 and 14.  
This guide provides a common interpretation to clarify and help ensure consistency in 
application and understanding. 

2. Accept (or decline) assigned proposals.

Accept your assigned proposals or decline if you deem a conflict of interest exists 
(see page 16 for details).  

3. Read assigned proposals (see page 17 for details).

4. Select an assessment score and record associated commentary.

Only assess the information presented in the proposal.  Applicants are obliged to present 
the relevant information therefore if a proposal has obvious gaps, reflect this in your score 
and detail the significant issues in your comments.  

As directed in your assignment, independently score each proposal using the assessment criteria.
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For each criterion, select a score ranging from 1 (low quality) to 7 (high quality) from the 
scoring grid that best matches your assessment AND how well the proposal would deliver 
on the objectives and outcomes of this investment opportunity. 

While certain sections of proposals specifically align with the assessment criteria, evaluate 
the proposal as a whole before finalising your assessment.

Record your assessment scores in IMS (see page 14) and comment on why you selected 
those scores. If you have recorded a score of 4 or below your comments should include the 
specific reasons for deficiency.  

Ensure that your comments are accurate, professional, honest, and correlate to the score 
and description associated with the scoring guide.  Do not include names and be mindful 
that if requested to do so, they may be made available under the Official Information Act.

Exercise your knowledge, judgement and expertise to reach clear and soundly based 
assessments that are fair, objective and evidence-based.

Be wary of ‘drift’ in your scoring. It is common for scoring to change as Assessors gain 
experience with the assessment process.  If scoring has drifted you may want to review 
your scores and comments before finalising.

5. Participate in a virtual Assessment Panel meeting.

6. Securely destroy (or return to us) all proposals and supporting 
documentation when the assessment process is complete.
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VIEWING ASSIGNED PROPOSALS 
AND RECORDING ASSESSMENTS 
This section details how to access the proposals assigned to 
you for assessment and how to record your assessment.  Both 
of these actions are performed in IMS. 

Accessing IMS 

 To log in to IMS:

Access IMS using either Chrome or Firefox. 
Five or more failed log in attempts will automatically lock you out of the system. If this occurs, contact 
us and ask for your account to be unlocked. 

For first time Assessors: 

1. You will receive an email containing your portal username and a temporary password.  Click the
portal link in this email. The IMS access agreement displays.  This agreement details the terms and
conditions governing the use of IMS.

Your temporary password will expire in 72 hours and can only be used once. 
The access agreement will only appear once, the first time you log in. 

2. Read and accept this agreement.  Once accepted, an Edit password screen displays.

3. Following the on screen prompts, enter your temporary password and then enter a new permanent
one.

4. Click the Save Changes button.  The IMS Home tab displays.

For existing Assessors: 

1. Click the MBIE IMS Portal link (ims.msi.govt.nz/ ).

2. Type your Username and Password.

3. Click the Login Securely button.  The IMS Home tab displays.

 To log out of IMS:

1. Do one of the following:

> Click the Logout hyperlink (located top right of the Home tab).
> Click the      (where UN is your initials) located top right of assessment Scoring page. 
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For all IMS queries, e-mail or call: 

Email  imssupport@mbie.govt.nz 
Phone  0800 693 778  

(Monday to Friday, 8:30am to 

https://ims.msi.govt.nz/
http://mako.wd.govt.nz/otcsdav/nodes/87532454/imssupport%252540mbie.govt.nz


ACCEPTING/DECLINING ASSIGNED PROPOSALS 

Proposals will be assigned to you for preliminary assessment by 27 April 2021.   

 To accept (or decline) an assignment: 

1. On the Home tab, click the Investment Assessment link > Current tab.   

2. Read and accept the confidentiality agreement.  This agreement details the terms 
and conditions governing the assessment process.   

This agreement will only display when you first access your list of assigned proposals if this is the 
first time you have been engaged by us to perform assessments.  You can revisit this agreement at 
any stage by clicking the Your Confidentiality Agreement button located top right of the 
Investment Assessment link > Current tab. 

3. Once accepted, the list of all proposals assigned to you displays. 

 

4. Scroll down the list to see your assignments. 

The proposals assigned to you are listed under the View Project column, grouped by investment 
process.  If you have performed assessments in the past, your new assignments will be at the top of 
the list under the heading Equity, Diversity and Inclusion Capability Fund (Proposals). 

5. For the first proposal listed, click the link under View Project.  A summary of the 
proposal opens in a new browser tab. 

6. After reading the proposal summary, if: 

> You deem a direct conflict of interest exists: 
1. Select the browser tab displaying IMS. 
2. Click the Decline button adjacent to the proposal. 
3. In the resulting dialog, enter the reason and click the Save button. 

The declined proposal is automatically removed from your assigned list. 
4. Close the summary. 

> You deem an indirect conflict of interest exists, close the proposal’s summary and email us at 
EDICapabilityFund@mbie.govt.nz to discuss further.  

> There is no conflict of interest, close the summary and click the Accept button adjacent to the 
proposal. 

The proposal is allocated an In progress status. 

7. Repeat the above steps for all the proposals in your list. 
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Viewing and Printing Assigned Proposals 

 To view and print a proposal: 

1. Access the Home tab > Investment Assessment page > Current tab. 

2. Click a proposal’s View Project link.  The full proposal (in PDF form) displays in a separate browser 
tab. 

3. From here you can view, print and if required download the proposal to your computer to enable 
access without having to be logged into IMS. 

> The proposal’s identification number is prominently displayed in the header of the proposal.  
> Proposals must be kept confidential.   
> Ensure the safe keeping of all proposals and related documents (e.g., workbooks and notes, 

etc.) during the assessment process. 
> Securely destroy all saved/printed proposals (or return to us) after the assessment process is 

completed. 

Recording Assessments 
Your assessments are due on or before 12 noon, 4 May 2021. 

 To record your assessments: 

1. Access the Home tab > Investment Assessment page > Current tab. 

2. Click a proposal’s View Assessment link.  A Scoring page opens in a separate browser tab. 

 

> View and print the proposal by clicking the printer icon next to the proposal’s number at the 
top left of the Navigation panel.  

> Ensure the safe keeping of all proposals and related documents, e.g., workbooks, notes, etc. 
> Securely destroy all saved/printed proposals once the assessment process is complete. 
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3. Enter your assessment scores and comments into the relevant fields.  The areas you are required to 
respond to are detailed in the Navigation panel on the left hand side of the screen.  You can either scroll 
down the page to view and enter all fields or click on a link in the panel for direct access.  

A Saved and Undo panel  displays (bottom right of the screen) every time an 
automatic save occurs at which time you are given the opportunity to Undo the changes if necessary. 

Ensure that your comments are accurate, professional, honest, and correlate to the score and 
description associated with the scoring guide.  Do not include names and be mindful that if 
requested to do so, they may be made available under the Official Information Act. 
Respond only to what you have been asked to assess. 

4. When your assessment is complete (you have recorded your assessment rating and comment(s) into all 
of the fields), click the Submit button.  

5. A summary dialog displays with your assessment.  If your recorded answers are satisfactory to you, click 
the Save button and then the Submit button.  If not, click the Back button to return to the Scoring page 
and modify your assessment. 

The Submit button is not active until all fields are complete.  
Once submitted, the proposal is automatically assigned the status Submitted. 

6. Close the browser tab displaying the Scoring page and return to the tab displaying your list of 
assignments.   

You may need to refresh the browser page to display the change in status.  

7. For the proposal you have just scored, click the Archive button.  The proposal is automatically removed 
from your list of assignments. 

 

View all archived assignments on the Archived tab.  You can retrieve the proposal at any stage by clicking the 
Unarchive button. 
 
 
Remember to securely destroy all saved/printed proposals after the assessment process is completed. 
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Checking the Status of your Assessments 
Check the completeness of your assessment of a proposal by looking at the left hand Navigation panel. 

THE COLOURED BAR INDICATES YOU HAVE… 

 recorded a response 

 yet to respond 

You can also click the mouse at the top of the Scoring page to view a Progress bar. 
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