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	About the desktop review

At the desktop review stage, the peer reviewers will assess your key organisational documents. The purpose of the desktop review is to help the peer reviewers determine whether your organisation is ready for the site visit. It also helps them prepare for the site visit. All information provided to the peer reviewers will remain secure and confidential. 

It is important that you provide all the desktop review documents requested by the peer reviewers by the deadline given. If you do not provide all documents, or do not provide them on time, the review may be cancelled and you could incur a cancellation charge. (Details of cancellation charges are given in the Peer Review General Terms and Conditions.)

If the desktop review reveals that your organisation is not ready for the site visit, the review may have to be cancelled and you will incur a cancellation charge. (Details of cancellation charges are given in the Peer Review General Terms and Conditions.)


	How to complete the desktop review list

You will need to provide the following documents for the first stage of your organisation’s PQASSO Quality Mark peer review – the desktop review. 

Organisations being reviewed at level 2 of PQASSO are required to produce the desktop review documents for level 1, as well as all the documents for level 2. 

You will need to gather a set of documents for each peer reviewer. You must indicate on the front of each document which evidence requirement on the desktop review list the document corresponds to. Mark the documents clearly with the reference – for example, L1D1. 

A set of these documents should be sent by post or email as requested to each reviewer, together with a copy of the Desktop Review List. This should be marked ‘private and confidential’.

Note that the sources of evidence required do not all have to be separate documents. One document may cover more than one of the requirements.


	Completing this form electronically

· This form has been designed to be completed electronically in Microsoft Word.
· The options each have a tick box ( FORMCHECKBOX 
). To tick the box, simply click onto it. If you tick a box by mistake, click it again and the tick will be removed.

Completing this form by hand

· If you wish to complete this form by hand, ensure it is printed in its entirety.

· Please write clearly in black ink.



	Desktop review documents for Level 1
	Enclosed

	L1D1.
	Peer Review Workbook – Level 1
	 FORMCHECKBOX 


	L1D2.
	The Rules
	 FORMCHECKBOX 


	L1D3.
	Mission statement, and statement of aims and intended outcomes for defined user groups 
	 FORMCHECKBOX 


	L1D4.
	Operational plan for the current year with targets for the most important outputs
	 FORMCHECKBOX 


	L1D5.
	Most recent report to the Board on progress against operational plan
	 FORMCHECKBOX 


	L1D6.
	Example quality self-assessments and action plans.
	 FORMCHECKBOX 


	L1D7.
	A list of Board members and officers (e.g. chair, vice-chair, treasurer), including start dates
	 FORMCHECKBOX 


	L1D8.
	Example of induction information for Board members, and dates of Board member inductions
	 FORMCHECKBOX 


	L1D9.
	Agendas and minutes of the last 4 Board meetings
	 FORMCHECKBOX 


	L1D10.
	Most recent annual report and accounts
	 FORMCHECKBOX 


	L1D11.
	Current budget and most recent financial report to the Board
	 FORMCHECKBOX 


	L1D12.
	Information for users about your organisation and the services it provides, including any promotional leaflets or flyers
	 FORMCHECKBOX 


	L1D13.
	Example of how user feedback is collected
	 FORMCHECKBOX 


	L1D14.
	Example of a staff contract and written terms and conditions of employment
	 FORMCHECKBOX 


	L1D15.
	Details of numbers of staff and volunteers and job titles or role titles, including start dates
	 FORMCHECKBOX 


	L1D16.
	Information showing your organisation’s line management structure and who is accountable to whom, e.g. organisational chart
	 FORMCHECKBOX 


	L1D17.
	List of financial procedures in place
	 FORMCHECKBOX 


	L1D18.
	Examples of collated monitoring or evaluation reports demonstrating achievement of outputs, outcomes and user satisfaction
	 FORMCHECKBOX 


	Additional documents for Level 2
	Enclosed 

	L2D1.
	Peer Review Workbook – Level 2
	 FORMCHECKBOX 


	L2D2.
	Two- to three- year strategic plan based on users’ and other stakeholders’ needs 
	 FORMCHECKBOX 


	L2D3.
	Performance indicators and targets for outputs, outcomes, equality and diversity and user satisfaction
	 FORMCHECKBOX 


	L2D4.
	Example of a project plan (this may or may not involve working in partnership with others)
	 FORMCHECKBOX 


	L2D5.
	Risk assessment and related plan
	 FORMCHECKBOX 


	L2D6.
	List of all policies and procedures in place including equality and diversity policy, environmental sustainability policy, complaints policy, learning and development policy
	 FORMCHECKBOX 


	L2D7.
	Example of how user needs are assessed
	 FORMCHECKBOX 


	L2D8.
	Minutes of the two most recent staff meetings
	 FORMCHECKBOX 


	L2D9.
	Example reports of external evaluations, quality reviews, inspections or audits
	 FORMCHECKBOX 
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