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	How to complete the desktop review list
You will need to provide specific documents for the first stage of your organisation’s PQASSO Quality Mark peer review – the desktop review. The following table lists the documents required for desktop review at each level of PQASSO, and the evidence which reviewers will be looking for within each document.

Organisations being reviewed at Level 3 of PQASSO are required to produce the desktop review documents for Levels 1 and 2, as well as all the documents for Level 3.
You will need to gather a set of documents for each peer reviewer. You must clearly number the document with the reference from the Desktop Review List, for example, D1.
A set of these documents should be sent by post or email as requested to each reviewer, together with a copy of this 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.
	Please note:
· References to PQASSO Indicator are in the format ‘Quality area, Level, Indicator number’. For example, Quality area 7, Level 3, Indicator 2 would appear 7.3.2. Letters are used to denote the different sub-sections of Results, for example Quality area 12, Level 3, User results Indicator 4 would appear 12.3.U4.
· Organisation’s evidence – The organisation should use this column to log all the sources of evidence which you have provided to the peer reviewers to demonstrate that you meet the requirements. Please number each piece of evidence to correspond with the relevant document number.
· Documents submitted for review at Level 3 should also provide the evidence required for Levels 1 and 2.
· We have used “may” to indicate elements of the evidence which are desirable but not essential.


	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.)

	Completing this form electronically

· This form has been designed to be completed electronically in Microsoft Word.
· Click onto the box you wish to enter text into and begin typing. The box will expand as you type into it. You can also move between boxes using the tab key.
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.



	Copyright 

Unless otherwise indicated, no part of this publication may be stored in a retrieval system or reproduced in any form without prior written permission from CES.

To comply with copyright regulations, you must use the materials in this document only for the purposes intended, that is, in the course of an organisation’s PQASSO Quality Mark peer review. These materials should not be changed and CES must be credited as the copyright owner. 
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	PQASSO Requirements
	

	Ref
	Document type
	Level 1
	Level 2
	Level 3
	Organisation’s evidence

	D1
	Peer review workbook
	· Completed Level 1 peer review workbook 
	· Completed Level 2 peer review workbook
	· Completed Level 3 peer review workbook
	

	D2
	Organisational statement which may include mission, values, aims, outcomes or impact 
	· Clear mission, values and aims in line with the governing document (1.1.1)
· Target user groups and intended outcomes are defined (1.1.3 and 4.1.1)
	· There is a range of specific aims and intended outcomes (1.2.3)
	· Long-term vision and wider, longer-term intended impacts are articulated (1.3.2) and (3.3.1)

· Date of document may provide evidence of recent review (1.3.6)
	

	D3
	Organisational plans which may include operational, business and strategic plans
	· Operational plan for the current year with targets for the most important outputs (1.1.5)

· Plans reflect the identified needs of service users including disadvantaged groups (4.1.2)

· Plans may include identified risks and reference to working with other organisations (1.1.6) and (10.1.1)
	· Two to three year strategic plan setting out values and priorities, based on an assessment of users’ and other stakeholders’ needs. Key resource needs linked to planned activities (1.2.2) and (8.2.1)

· The strategic plan should include plans for building cash reserves and priorities for working with others (7.2.7) and (10.2.1)
· Operational plan is clearly based on overall strategy including quality improvements (1.2.5) and (1.2.8) 

· Plans should include performance indicators and targets for outputs, outcomes, equality and diversity, and user satisfaction (11.2.3) and (12.2.3)
· Included in or alongside the operational plan should be plans for learning and development, environmental sustainability, external communications and monitoring and evaluation (6.2.1), (8.2.7), (9.2.1) and (11.2.1)
	· Two to three year plan including analysis of the organisation’s operating environment and overall strategy together with strategies for income generation, investment, long-term sustainability, human resource needs and accommodation needs required to achieve strategic aims (1.3.1), (2.3.2), (5.3.1),  (7.3.2), (7.3.3) and (8.3.3)

· Included in or alongside the business plan should be detailed two to three year plans for external communication, internal communication and consultation, user involvement, learning and development, reducing negative environmental impacts and a comprehensive evaluation strategy (3.3.3), (4.3.1), (6.3.1), (8.3.7), (9.3.1) and (11.3.1)
	

	D4
	Organisational budget 
	· The budget is realistic and affordable within available reserves as shown on the most recent accounts (7.1.4) and (12.1.O1)
	· The budget shows income from a variety of sources and is cost-centred, identifying the full costs of each activity or service (7.2.2), (7.2.3) and (7.2.4) 

· Learning and development and promotion are itemised in the budget (6.2.1) and (9.2.1)  

· The budget enables cash reserves to be maintained or developed in line with the reserves policy (12.2.O2)
	· The budget covers a two to three year period and includes provision for learning and development over that period (6.3.1) and (7.3.2)

· The budget includes longer-term or repeat funding and indicates that the organisation is financially sustainable (2.3.2), (7.3.1), (7.3.2) and (12.3.O1)


	

	D5
	Project plans
	· Not required at Level 1
	· Project plans show full costs of the project and how these will be recovered (1.2.6) and (7.2.3)

· Project plans show how the project will be monitored and evaluated (11.2.2)
· Project plans may involve working in partnership with others (10.2.4)
	· Project plans may be examples of strategic partnership planning (10.3.1)
	

	D6
	Risk assessment system, eg example risk assessments and related plans
	· Major risks are identified (1.1.6)
	· Risks and related action plans are identified and include plans to maintain or build reserves (1.2.7) and (7.2.7)
	· Two or more internal audit reports including risk assessments, action plans and progress reports to show that risk assessment is done systematically and risks are well managed (1.3.5), (7.3.6) and (12.3.O5)
· Risk assessments and action plans include contingency planning and exit strategies from all partnership arrangements (1.3.5) and (10.3.4)
	

	D7
	Governing document 
	· The organisation’s mission, values and aims are in line with its governing document (1.1.1)
· Decision making processes, eg for AGMs and Board meetings are reflected in minutes of those meetings (2.1.7)
	· No additional requirements at Level 2
	· Date of document may provide evidence of recent review (2.3.7)
	

	D8
	List of Board members and officers including Chair, Vice-Chair and Treasurer
	· List shows number of Board members and start (and reappointment) dates for all Board members in line with the governing document (2.1.1)


	· No additional requirements at Level 2
	· Start or reappointment dates of Board members show a mix of recently appointed and longer serving members, indicating steady renewal of Board membership (2.3.1)
	

	D9
	Induction information for Board members, eg induction pack
	· Example of induction information including induction dates of Board members (2.1.2)
	· No additional requirements at Level 2
	· No additional requirements at Level 3
	

	D10
	Agendas and minutes of the last four Board meetings
	· Agendas and minutes show there are regular, quorate meetings and that decisions and action points are recorded (1.2.5)

· Minutes show the Board oversees work on quality and risk, approves the annual plan and budget, receives regular reports against these, approves annual reports and accounts, and considers the use of monitoring findings (2.1.4), (2.1.6), (2.1.8) and (11.1.6)
· Minutes may show declarations of conflict of interest (2.1.3)
	· Minutes record discussion of the strategy, quality plans, new developments and contracts, and raising the organisation’s profile (1.2.1), (2.2.7), (7.2.6) and (9.2.5)

· Agendas include reports from any sub-committees (2.2.4)
	· Minutes record discussion of the longer-term financial sustainability and longer-term impact, and developments in and responses to the external environment. There may also be reviews of policies, procedures and systems and discussions around sub-contracting and mergers (1.3.3), (2.3.2), (3.3.2), (9.3.7), (5.3.7), (7.3.7), (10.3.3) and (11.3.2)
	

	D11
	Most recent report to the Board of progress against organisational plans
	· The report refers to the operational plan and is dated within the last quarter (1.1.7) and (2.1.8)

· The report shows that income is coming in as projected and that main activities have been or are on course to be delivered as planned (12.1.O2) and (12.1.O4)
	· The report demonstrates how the Board holds the senior managers accountable and indicates that the organisation is generating income, maintaining cash reserves, and achieving a range of outputs in accordance with its plans (2.2.6), (12.2.O1) and (12.2.O4)
	· The report monitors performance against strategy including delivery of longer-term outcomes and impacts and shows changes to plans in light of experience (1.3.3), (2.3.5), (2.3.6) and (3.3.6)
· The report may include a review of joint working arrangements and the use of environmental resources (10.3.5) and (12.3.C2)
	

	D12
	Most recent financial report to the Board
	· The report shows current performance against the budget and shows income and expenditure are reasonably on target (2.1.8), (3.1.5), (7.1.6), (12.1.O2) and (12.1.O3)
	· No additional requirements at Level 2
	· The report includes cost centre analysis, with overhead costs allocated across different cost centres (11.3.3)
	

	D13
	Most recent annual report and accounts
	· The published report clearly describes the mission, values and aims and records outputs and outcomes achieved (1.1.1), (2.1.6) and (2.1.8)
· The accounts have been audited or externally examined, are in line with the current SORP and the governing document, and show a solvent position (2.1.4), (2.1.8), (7.1.3) and (12.1.O1)
	· The report includes the reserves policy and records that target groups are using services (7.2.7) and (12.2.U1)

· The report shows that the organisation has achieved a range of outputs and outcomes, has met its targets for user satisfaction, and has benefited from some successful partnerships (12.2.U3), (12.2.U4), (12.2.O4) and (12.2.O5)
	· The report records longer-term outcomes and value for money, and wider social, economic and environmental impacts (2.3.5), (2.3.6) and (12.3.C3)
	     

	D14
	List of organisational policies and procedures
	· List of financial procedures includes procedures for handling and banking income, authorising payments, signing cheques, petty cash, salaries, and staff and volunteer expenses. Organisations with five or more staff are also required by law to have a written Health and Safety policy (2.1.7), (7.1.5) and  (8.1.3)
	· List of all policies and procedures includes policies for equality and diversity, environmental sustainability, complaints, human resources, learning and development and any service specific policies (4.2.2), (4.2.5), (4.2.7) (5.2.5), (6.2.1) and (8.2.7)

· There are procedures for purchasing, invoicing, credit control and service specific procedures (4.2.5) and (7.2.5)
	· List of all policies and procedures includes policies for user involvement, customer care, volunteer support, disposal and depreciation of assets and purchasing (4.3.1), (4.3.6), (5.3.3), (8.3.1) and (8.3.8)

	

	D15
	Monitoring and reviewing user needs, eg user needs assessment
	· Example of how user needs are monitored (4.1.5)
	· Documented assessment of users’ needs or records of recent meetings with users to discuss needs (1.2.2) and (4.2.1) 
	· Information about user needs assessment includes reference to research and information on social, political and economic trends affecting users (4.3.2)
	

	D16
	Service information for users
	· Service information explains the organisation’s mission and aims, provides detailed information about services and activities and clearly shows the organisation’s identity, legal status and contact details (1.1.1), (4.1.3), (4.1.6), (9.1.3), (9.1.5), (9.1.6) and (12.1.U1)
	· Service information for users is in different formats according to the needs of different target groups and is accessible and user friendly (4.2.6), (8.2.4) and (9.2.2)

· Service information features an identifiable logo or consistent house style or colours (9.2.3)
	· Service information sets out the case for support, includes the organisation’s unique selling points, and may include some comparisons with other organisations (9.3.5) and (12.3.U2)
	

	D17
	User feedback system
	· Example of how user feedback is collected and recorded (4.1.7) and (11.1.3)


	· Two or more examples showing a range of methods used to gather feedback (4.2.3)
	· No additional requirements at Level 3
	

	D18
	Information showing staff details, the  organisation’s line management structure and who is accountable to whom, eg organisational chart
	· Information showing individual job or role titles (names optional), start dates and who is accountable to whom (5.1.4) and (12.1.C1)
	· There is an organisational chart showing the line management structure (5.2.3)
	· Information showing the grades of all staff. Start dates include some medium and long-serving staff and volunteers, indicating that retention is high (5.3.2) and (12.3.P1)
	

	D19
	Staff contract and written terms and conditions of employment
	· An anonymous or blank example (5.1.2)
	· No additional requirements at Level 2
	· No additional requirements at Level 3
	

	D20
	Minutes of the two most recent staff meetings
	· Not required at Level 1
	· Minutes show that regular staff meetings are held and that agreed decisions have been acted on (5.2.8)

· Minutes may record discussions about strategy or plans, the sharing of information, raising the organisation’s profile, feedback from users and other stakeholders, and potential partnerships (1.2.1), (6.2.2), (10.2.1) and (11.2.4)
	· Minutes show that staff are systematically consulted and there are notes recording different perspectives, challenges and new ideas (3.3.3), (3.3.4) and (5.3.5) 

· Minutes may record reviews of systems, policies and procedures (5.3.7), (6.3.5), (7.3.7) and (11.3.2)
· Minutes may record discussions about public policy and trends affecting users (4.3.2) 
	

	D21
	Staff and volunteer satisfaction surveys
	· Not required at Level 1
	· Not required at Level 2
	· Results are shown over at least two years and indicate that staff and volunteer satisfaction remains high or is improving (5.3.6) (12.3.P3)
	

	D22
	Quality self-assessment, action plan and progress report
	· Action plan and progress report show that there are identifiable improvements related to the action plan, and that a range of people are involved (3.1.8), (6.1.6) and (12.1.O6)
	· Example self-assessment includes assessment of the working environment. (8.2.2)

· Action plans shows some actions which have now been incorporated into current operational plan and budget (1.2.8) and (2.2.7)

· Two or more progress reports showing that the quality implementation process is established and that a range of improvements has been achieved (6.2.7) and (12.2.O6)
	· No additional requirements at Level 3
	

	D23
	Report of external review, inspection or audit
	· Not required at Level 1
	· An example of a recent external review, inspection or audit report (11.2.6)
· The findings record no major concerns and support other evidence about the organisation’s results (all Quality area 12 indicators)
	· Evaluation and quality assurance reviews demonstrate consistent improvements over more than one year (12.3.6)
	

	D24
	Collated monitoring and evaluation report
	· Recent example report includes collated information about outputs, outcomes and user feedback, including complaints and suggestions. (11.1.2), (11.1.3) and (11.1.4)
· The report shows overall user satisfaction with the service (12.1.U3)
	· Recent example report includes information about user profile and access to services (4.2.2) and (4.2.4)
· The report includes feedback from users and other key stakeholders, outputs and outcomes against targets and has been produced using IT (11.2.7), (11.2.4) and (11.2.5)
· The report may include evaluation of partnerships or joint initiatives (10.2.7) 

· The report shows that target user groups are accessing services, targets for satisfaction and a range of outputs have been achieved, and includes quantitative and qualitative information showing achievement of a range of planned outcomes (12.2.U1), (12.2.U3) and (12.2.U4)
	· Reports covering at least two years show improvements in outcomes, user satisfaction and value for money (12.3.U1), (12.3.U3) and (12.3.O4)
· Information is also included on longer-term outcomes and impacts (2.3.5) (2.3.6), (4.3.5), (11.3.4) and (12.3.C3)
· The reports may show how joint working contributes to the mission and aims and helps achieve better value for money (10.3.5)
· Reports include benchmarking information on outcomes, user satisfaction and value for money, and show good performance compared with other organisations (1.3.4), (4.3.7), (6.3.7) (11.3.5), (12.3.U2) and (12.3.O3)

· Feedback from stakeholders indicates that the organisation is well regarded (12.3.O2)
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