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GUIDELINES ON THE COMPLETION OF A PEER REVIEW & DEVELOPMENT (PRD) REPORT FOR USE BY PRD TEAM LEADERS
Two possible formats are available for the host to choose from:

1. A short summative PRD Report

or

2. A detailed PRD Report (for wider circulation) – this is the preferred option but the host  has the final choice 
Short Summative PRD Report

The short summative PRD Report has less contextual information.  Apart from feeding back the strengths and areas for improvement relating to the SAR/QIP, the short report will focus on listing the action points and way forward.  Detailed notes relating to the strengths and areas for improvement for each key theme will not be listed.  This will have been done verbally at the Review Feedback meeting at the end of the Peer Review.  
Detailed PRD Report – Example 1 attached:
This Report format includes guidance notes.  

Guidance notes on the completion of Report sections are highlighted in blue italics. 

Text in bold red italics identifies sections that need to be in both types of PRD Reports.  
Also, included are two contents page styles for a (1) Short Summative Report and (2) a Detailed Report.
As a minimum in either Report, there should be feedback on the rigour of the SAR/QIP plus a clear Action Plan to take forward the recommendations from the Review where it’s been agreed by both parties. 

Example 1 provides a framework which you can amend to meet your needs.  

Example 1

NOTTINGHAMSHIRE PEER REVIEW AND DEVELOPMENT (PRD) PROJECT
Date of the PRD: Insert dates of PRD
Host: Insert host details
Conducted by the Peer Review Team:

Insert names


           Where from
Contents Page – Detailed PRD Report

(Reflects Example Report attached)
1. Introduction and Focus for the Review


2. The Peer Review Process


3. Context


4. Key Themes for the Review – Findings
a) Robustness of the Self Assessment Report (SAR) and quality improvement plan (QIP)
b) Etc…


5. Recommendations on the Way Forward


Appendices:

A   -  Memorandum of Agreement

B   -  PRD Action Plan 
OR
Contents Page – Short Summative Report
1. Introduction and Focus for the Review


2. Robustness of the Self Assessment Report (SAR) and quality improvement plan (QIP)


3. Recommendations on the Way Forward


Appendices:

A   -  Memorandum of Agreement
B   -  PRD Action Plan 
1. Introduction/focus of the PRD:

The aims and objectives of the PRD were based on the national and Nottinghamshire agendas and focused on the following areas:

· Self regulation. Evaluation of the effectiveness of the self assessment process; the validation of self assessment judgements; the robustness of the QIP.
· Integration of the Framework for Excellence as part of the self assessment processs.
· Integration of the ECM Agenda with a focus on Staying Safe.
· The effectiveness of subcontracting procedures where appropriate.
In addition, (Insert host name) identified key areas that it would like feedback on:
· (Insert details)
See further details in Appendix A attached – Memorandum of Agreement agreed with … (Insert host name)
A PRD was undertaken at (Insert host name) on (Insert date). It is important to note that during the undertaking of the PRD, all aspects of the confidentiality agreement were adhered to.

2. The process:

The PRD team of four reviewers was assembled through the Nottinghamshire Quality Group with each reviewer representing organisations directly involved in WBL provision in Nottinghamshire. The review team consisted of …. (Insert name) (Peer Review Team Leader) ….. (Insert team member names)……. 

Earlier planning included the PRD team leader tasking each member to devise robust sets of pertinent questions relating to the focus areas to be reviewed. The underlying principles behind the questions were based on agreed good practice in WBL provision.
It was previously agreed that the focus area relating to Every Child Matters would be reviewed by cross referencing specific questions to the ECM agenda.

The methodology for completing the PRD process had been previously planned and agreed through a series of team meetings. 

The methodology included:

(Examples shown below – please revise to reflect your specific PRD)
· Interviews and focus groups with staff

· Interviews and focus groups with learners

· Session Observations

· Data and file checks

During the PRD process the individual team members reported back to the team leader at frequent intervals; including planned feedback sessions at the end of each review day. Following these, the PRD team leader would evaluate and then feed back to the host organisation, culminating in the planned formal feedback session at the end of day two.

During the PRD, session observations were carried out with the reviewer using the agreed observation protocols.  (Example – use if appropriate to the specific PRD)
Linking PRD findings to (Insert host name)’s SAR and QIP
As part of the commitment to ongoing improvement, it was agreed between …. (Insert host name) and the PRD team leader that the key strengths and areas for improvement discussed and agreed would be incorporated into (Insert host name)’s SAR and QIP where appropriate.
Appreciation to:

Both the PRD team and the team leader would like to thank all the staff at (Insert host name) for their openness, honesty, assistance, support and hospitality during the 2 days. This ensured that the PRD process flowed smoothly.

Finally the PRD team leader would like to thank the PRD team for performing their roles in a professional and competent manner.

3. Context:

This is general information about the organisation in a couple of paragraphs. The host organisation should provide you with this or you could extract this from the host’s SAR. 
4. Key Themes from the Review – Findings:

For the short summary PRD report, you could exclude the “Hindering Progress and Impact” heading if this is covered in the PRD Action Plan – see Appendix B which should be attached to the PRD Report.
a) Robustness of the Self Assessment Report (SAR) & Quality Improvement Plan (QIP); Validation 
Guidelines on the completion of sections relating to the key themes:
Use of Language – it is important that you are careful about how you present your findings.  Avoid using the words “I thought”; “poor” etc.

Try to select language that is less personalised e.g.
· “The evidence indicates or suggests ……………….”
· “Evidence from the 2 days indicated that this may be a key area for improvement.” (Instead of “poor”)
For each key theme, the following headings can be used:

· What is effective and why

· What is hindering progress and why; the impact.

 For the Short Report, only one key theme is required i.e. “The Robustness of the SAR and QIP; Validation”.  
For the Detailed Report (this example), you would use these headings for each of the key themes listed in the Memorandum of Agreement (This should be attached as Appendix A to the PRD Report).

What is effective and why?

The PRD team leader should be validating the SAR and QIP in terms of robustness. You may want to comment upon the following:
· The range of evidence to inform SAR judgements

· The SAR and QIP process

· The format of the SAR Report and the QIP Plan

· The rigour of judgements made/CIF grades given based on evidence
· The effectiveness of progress reviews to improve services

Refer to SAR/QIP Training course notes for more guidance if required. You would expect some reference to ECM and FfE in the SAR.
Try and give examples or quotes to support judgements e.g.
The SAR and QIP process:

· “Staff are actively involved in self assessment, by regularly feeding into the SAR process through a series of planned self assessment activities in the form of team buzz groups and individual questionnaires with questions based on the Common Inspection Framework (CIF). Staff have a clear understanding of the Quality Improvement Plan and the processes involved.” 

Data to inform the SAR:
· “The SAR is both learner and feedback focussed by plainly drawing together and evaluating evidence in the form of feedback from learners and their achievements, staff and others, with the facts and data used as a basis to inform robust judgements.” 

What is hindering progress and why; the impact? 

You are identifying potential areas for improvement here. Provide details on the key ones which are higher risk.

It is useful for you to reflect on the potential negative impact on the organisation if areas for improvement are not addressed. 
You may want to comment on impact by each area for improvement. 
Examples of Impact:
· “AFI: Although the SAR incorporates and uses of data, the robustness of the SAR would be improved by including more comparisons on performance to local and regional benchmarks e.g. progression rates and ethnicity profiles. Certain valuable data is excluded e.g. lesson observation records2.

The impact of this could be:-

· “Missed opportunities by not declaring key strengths in provision e.g. teaching and learning or provision performance, resulting in a weaker SAR by not completely capturing these obvious fortes. In addition by not including data related judgements together with ‘soft’ SAR statements may hinder future developments relating to self regulation as a strong and robust SAR is one of the foundations of this potential future quality process.”
b) Key Theme 2 – etc (Contd) for the detailed PRD Report
5. Recommendations on the way forward 

The PRD Team leader and (Insert host name) agreed on key strengths and areas for improvement to be incorporated in to the SAR and QIP. To support this, a detailed Action Plan was agreed prioritising areas for improvement to be progressed that will have an immediate impact on the quality of provision and the learner’s journey. See Appendix B attached. 
A formal ‘buddy’ system is set up between (Insert PRD leader name) and (Insert host name) to provide support with the Action Plan from the PRD. 
A planned meeting schedule is to be developed to ensure each party meets at frequent intervals to discuss progress against the Action Plan and amends the Action Plan accordingly. 
Also, additional support required from other providers is identified to support the Action Plan.
Following the agreement of the PRD Report, both parties will agree on what strengths identified through the review process will be highlighted and shared within the Quality Group and wider WBL network where appropriate.
Peer Review Team Leader – signature:

Host – signature: 

Date: 


Appendix A

NOTTINGHAMSHIRE PEER REVIEW PROJECT
PEER REVIEW MEMORANDUM OF AGREEMENT

HOST ORGANISATION: 

1.
OVERALL AIMS AND OBJECTIVES OF THE REVIEW

1.1
From the host organisation perspective, the subject of the review will be:

1.2
General themes in the peer review based on the national and Nottinghamshire agendas:

2.
DATE AND TIMES OF THE REVIEW:

a)
The peer review at (Insert host name) will begin on: (Insert date)

The peer review will be completed by: (Insert date)
b)
The times that the review team will undertake the review on each of the review dates i.e.:

· Day 1


· Day 2


3.
KEY DATA REQUIRED ON ARRIVAL

4.
OUTCOME OF THE REVIEW

The peer review team leader will present to the host organisation on behalf of the review team:

· Validation of the Self Assessment Report and Quality Improvement Plan…………………………………………………………………………

· Identification of strengths……………………………………………….

· Possible areas for improvement……………………………………….

· Agreeing the way forward
5.
PEER REVIEW TEAM LEADER

a)
The team leader for the review of the (Insert host name) will be:


From:
b)
The team leader will provide the host organisation with a summative report by (Insert date)
Appendix B

Guidance on the completion of the PRD Action Plan to be incorporated in to the host’s QIP
Amend as appropriate to the needs of the host. Always bear in mind that the final QIP must be:
Specific, Measurable, Achievable, Realistic and Timebound
The following are the main headings to consider for a SMART QIP:
· Action

· Target for Improvement – outcomes/ impact

· Timescales

· Responsibility

· Monitoring, Evaluation and Reporting

Guidance – building impact measures in to the PRD Action Plan:

LSIS are keen to start to show the impact that PRDs are having on the quality of provision delivered by providers. 
A useful definition of impact is:
“impact is seen not as the inputs (activity) or outputs (achievements) brought about by participating in PRD, but as the effects and consequences i.e. outcomes of PRD activity on participating organisations “
Essentially impact and outcome measurement can be viewed as the same thing. 

Examples of impact/outcomes might include, for example:

· higher levels of learner recruitment, attainment or retention

· measurable improvements in leadership and quality management

· measurable enhancements in self-assessment.

The other significant consideration identified is to differentiate between direct and indirect impacts:
· A direct impact/outcome  is a direct consequence of a specific PRD group output or a combination of these.  This may include specific changes made to provider planning, capacity, or delivery following review and feedback. 

· An indirect impact/outcome is usually an unplanned consequence of PRD activity.  They may fall outside a PRD’s planned scope or improvement focus but is important in showing added value. An example – collaboration across providers on key developments.
Proposed (Insert host name) PRD Action Plan - Example








Appendix B (Contd)
	QIP Ref
	Arising from SAR ref or other AFI
	Priority, High, Medium, Low
	Area for Improvement - action
	Measurable Outcomes/ Impact
	Due Date
	Action Owner
	Progress

	
	
	
	Increased references to the data that informs SAR judgements. 
	Robust SAR evidencing strengths in provision.
	
	
	

	
	
	
	Cross reference QI indicators directly to SAR and/or other drivers and identify lead responsibility.
	Recognisable SAR related actions. 
	
	
	

	
	
	
	SAR format amended to include Framework for Excellence and incorporate ECM. 
	Improved SAR robustness / provision recognisably responsive to learner and employer need.
	
	
	

	
	
	
	Ensure staff contributions are reflected in SAR judgements.
	Staff ownership of and engagement with SAR actions
	
	
	

	
	
	
	Benchmarks identified and illustrated in reports to enable systematic scrutiny.

	More clearly defined targets for improvement to which staff can relate and contribute.
	
	
	

	
	
	
	Raise the awareness and effectiveness of E-Learning as a curriculum tool through Sharing Practice and Staff Development Activities.
	Increased staff confidence. 

Maximised opportunities.
E-learning used routinely to enhance curriculum.
	
	
	

	
	
	
	Develop mechanisms to ensure student views contribute to all service planning. 
	Student feedback clearly reflected in SAR judgements, service and QIP.
	
	
	

	
	
	
	Robust review of engagement and achievement data to ensure that future practice and delivery addresses under representation and/or under achievement.
	Learner profile reflects the community it serves.
Distance travelled and achievement data reflects positive outcomes for under-achieving groups.
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