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If you are interested in becoming a registered peer reviewer for the PQASSO Quality Mark please read the Guidance notes carefully and then detach and fill in the Application form which is at the end of this document.  

GUIDANCE NOTES

Background

  1
What is the CES PQASSO Quality Mark?

What is peer review? 

What does a PQASSO Quality Mark peer reviewer do?

Why become a PQASSO Quality Mark peer reviewer? 

How to become a PQASSO Quality Mark peer reviewer

How to make an application 

  4

Stage 1 – Sending in your application


Stage 2 – Booking a place on a peer reviewer course 

Person specification for a PQASSO Quality Mark peer reviewer

  6
PQASSO Quality Mark peer reviewer course 

  7

Role and responsibilities of a PQASSO Quality Mark peer reviewer  
  9
Responsibilities of CES

12

About Charities Evaluation Services  

13

The Application Form is at the end of this document.

If, after reading the Guidance Notes, you have any queries about the application process, please contact the PQASSO Quality Mark Team at pqm@ces-vol.org.uk 
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Background

What is the CES PQASSO Quality Mark? 
PQASSO is the leading ‘off-the-shelf’ quality assurance system used within the voluntary and community sector. It was designed by the sector for the sector. Developed in 1997 as a flexible self-assessment tool, it enables small and medium-sized organisations to work at their own pace in planning and implementing continuous improvement within their organisation. 

Launched in July 2008, the PQASSO Quality Mark has been set up by Charities Evaluation Services (CES) to provide an external assessment process for organisations which have self-assessed using the PQASSO quality assurance standard and are confident that they meet the requirements of the relevant level of PQASSO. The PQASSO Quality Mark involves an external assessment by peer reviewers that will assess whether an organisation does indeed meet the standard.

The PQASSO Quality Mark has been set up in response to requests from users and other stakeholders. CES offers this service as an optional extra, designed to support the process of self-assessment within organisations.

What is ‘peer review’?
The external assessments for the PQASSO Quality Mark are carried out by a process of ‘peer review’. This involves ‘peers’ – people from within the voluntary and community sector who might be staff, trustees, volunteers or consultants - identifying whether an organisation meets the PQASSO requirements or if further improvements may be necessary.

A full description of the PQASSO Quality Mark peer review process is available from CES at www.pqassoqualitymark.org.uk.
What does a PQASSO Quality Mark peer reviewer do?

The role of a PQASSO Quality Mark peer reviewer is to undertake reviews of organisations that wish to be awarded the PQASSO Quality Mark. Charities Evaluation Services will allocate peer reviewers to an organisation wishing to undergo a peer review. Their role in each peer review involves:

· Working in a small team assigned to a specific organisation

· Conducting a desktop review of selected documents (usually 1 day)

· Assessing whether the organisation is ready for a site visit

· Planning and conducting a site visit to gather evidence to demonstrate whether the organisation is meeting the PQASSO standards. This includes interviewing staff, volunteers and trustees (usually 2 days)

· Reaching a conclusion about whether the organisation has met the PQASSO standards and whether to recommend to CES that the PQASSO Quality Mark be awarded to the organisation

· In those cases where the review does not find sufficient evidence for a number of indicators, deferring the recommendation and asking the organisation to undertake some improvement actions 

· Assessing the improvement actions and reaching a conclusion about whether the organisation has met the PQASSO standards.

For more information about the role of the peer reviewer, see Role and responsibilities of a peer reviewer on page 9 of these Guidance notes. 
Please note you do not have to be a CES licensed PQASSO mentor to become a PQASSO Quality Mark peer reviewer.
Why become a PQASSO Quality Mark peer reviewer?

This is an exciting opportunity to become part of an important initiative and help to support the sector in quality improvements. As well as providing an incentive for improving quality of service, the PQASSO Quality Mark has the potential to enhance the credibility, reputation and sustainability of the sector, including within the context of local statutory commissioning processes.

CES is looking for potential PQASSO Quality Mark peer reviewers – people who understand voluntary and community organisations, who have experience of working with PQASSO and self-assessment, and who can maintain an independent and objective perspective when reviewing evidence produced by another, perhaps very different kind of organisation.

The benefits to you
There are many benefits of becoming a peer reviewer. You will:

· develop your understanding of the practical application of PQASSO within an organisation

· increase your understanding of both peer review and quality assurance issues and what works and what doesn’t

· cascade learning on PQASSO and quality to your own organisation, to support it in developing its own quality system and achieving the PQASSO Quality Mark itself

· work with other voluntary and community groups and see how they have developed and implemented systems

· develop skills in planning, reporting, interviewing, communicating with people at all levels, and other audit skills

· gain an understanding of organisational development

· receive comprehensive training, a copy of the Peer Reviewer Guide and support from CES, as well as being part of a network of peer reviewers.

Payment

The organisation employing the PQASSO Quality Mark peer reviewer will receive payment of £200 per day to compensate for the work time of the peer reviewer while undertaking a review. If you are self-employed, alternative arrangements will be made for you to receive the payment directly.

The time allowed for a review will vary according to the size of the organisation being reviewed and whether the reviewer is acting as the lead reviewer or the co-reviewer. For example, the payment for a review of a medium size organisation (6-15 FTE) will be 
· Lead reviewer - £200 per day for 4 days.

· Co-reviewer - £200 per day for 3 days 
Peer reviewers will receive out of pocket expenses for conducting the reviews (for example, travel and subsistence) by the organisation which they are reviewing.  
How to become a PQASSO Quality Mark peer reviewer
In order to become a registered PQASSO Quality Mark peer reviewer, you need to possess the skills, knowledge and experience to the required level. You also need to attend a three-day PQASSO Quality Mark peer reviewer course and successfully complete the course assessment. We explain more about these on the next pages. 
How to make an application

There are two stages to making an application:

· Stage 1 Sending in your application

· Stage 2 Booking a place on a PQASSO Quality Mark peer reviewer course.

Stage 1 Sending in your application

1
Check that you meet the person specification for a PQASSO Quality Mark peer reviewer.

In order to become a registered PQASSO Quality Mark peer reviewer, you need to have the skills, knowledge and experience to the required level.
Applications to become a peer reviewer are assessed against the person specification given on page 6 of these Guidance notes. You should only send in an application to become a PQASSO Quality Mark peer reviewer if you believe that you meet this person specification.
2
Complete and submit the Application form.

If you are confident that you meet the person specification, complete the Application form attached to these Guidance notes. Send your completed application form, by post to:

PQASSO Quality Mark Team

Charities Evaluation Services

4 Coldbath Square

London  EC1R 5HL 

When completing the application form, please note that:
· CES will only accept application forms submitted by post.  Please do not submit an application form by email.

· You, the applicant, should complete the application form yourself. Applications completed by another person on behalf of an applicant will not be accepted.  Where there is more than one applicant applying from the same organisation, each applicant should complete his or her own application form.

· You must complete all parts of the application form in full. The form must be signed by you and by your Chief Executive or equivalent. If you are the senior post holder the form must be signed by a trustee. If you are self-employed, you will need to ask a referee to complete and sign Section 5 of the form. 

· CES will send you an email to acknowledge receipt of your application.

· If your first choice is not available, alternative dates will be offered. 
3
The selection process

CES will select potential peer reviewers by matching applications against the person specification. CES will do its best to assess applications within 15 working days.

If you are selected, a CES staff member will contact you and will let you know if there is a place available on the course you requested. (See page 7 for details of course dates.) CES will then send you a ‘peer reviewer agreement’, which you should sign and return to CES. 
Stage 2 – Booking a place on a PQASSO Quality Mark peer reviewer course

Once CES has approved your application, a CES staff member will contact you to confirm the dates of your course. If there is not a place available on the course you requested, you will be offered alternative course dates. Once the dates of your course have been confirmed, you will receive a confirmation letter, course outline, and an invoice from CES.  

Please note that your approved application will only remain valid for one year. During this time you are eligible to attend a PQASSO Quality Mark peer reviewer course. After this time you will need to make a fresh application.

Person specification for a PQASSO Quality Mark peer reviewer

In order to become a registered PQASSO Quality Mark peer reviewer, you need to have the skills, knowledge and experience to the required level. Applications to become a peer reviewer are assessed against the following person specification. You should only apply to become a PQASSO Quality Mark peer reviewer if you meet this person specification.
	Ref
	Specification
	Assessed by application form
	Assessed on peer reviewer course
	Assessed on ongoing basis during reviews

	1. Experience and understanding of the voluntary and community sector

	1.1
	Recent experience of working in or with the voluntary and community sector 
	(
	
	(

	1.2
	A good understanding of the issues that voluntary and community organisations face in the current working climate
	(
	
	(

	1.3
	Understanding of how voluntary and community organisations are governed and managed, and the key processes or techniques they use to ensure they are meeting their stated objectives
	(
	
	(

	2. Good working knowledge of PQASSO and the self-assessment process

	2.1
	Personal experience of implementing PQASSO in your own or another organisation within the last two years
	(
	
	

	2.2
	Prior completion of the two-day Implementing PQASSO course delivered by CES
	(
	
	

	2.3
	Access to a PQASSO work pack
	(
	
	

	2.4
	Good understanding of PQASSO 
	
	(
	(

	3. Interviewing skills and experience

	3.1
	Experience of interviewing, questioning or similar methods to gather information
	(
	
	

	3.2
	Good interview skills including ability to prepare relevant questions, control the interview, put interviewees at ease, probe for information, challenge where necessary, and manage the timing of interviews 
	
	(
	(

	4. Presenting information

	4.1
	Ability to present information and explain complex processes clearly
	(
	(
	

	4.2
	Ability to respond well to questions and challenges confidently
	
	(
	(

	5. Analysing and assessment skills

	5.1
	Experience of analysing and assessing information relating to organisational practices or performance
	(
	
	


	5.2
	Ability to understand and interpret complex information, identify, sort and classify relevant data and make judgements
	
	(
	(

	6. Report writing skills

	6.1
	Writing skills including ability to write in clear, concise and correct English, identify key points, summarise information, and write legibly and/or word process documents
	(
	(
	(

	7. Ability to undertake the role of peer reviewer

	7.1
	Ability to carry out one PQASSO peer review within 12 months of the training course, and at least two reviews within two years of becoming a registered peer reviewer
	(
	(
	(

	7.2
	Understanding of peer review process and role of peer reviewer
	
	(
	(

	8. Personal and professional abilities

	8.1
	Committed to the principles and practice of equality and diversity 
	(
	(
	(

	8.2
	Good verbal communication and listening skills
	
	(
	(

	8.3
	Demonstrates sensitivity to the needs of others
	
	(
	(

	8.4
	Ability to work well in a team
	
	(
	(

	8.5
	Ability to plan effectively and work to tight deadlines
	
	(
	(

	8.6
	Ability to maintain neutrality and be aware of your own potential for bias
	
	(
	(

	8.7
	Understanding of the need for and ability to maintain confidentiality 
	
	(
	(


The PQASSO Quality Mark peer reviewer course

The PQASSO Quality Mark peer reviewer training is a three-day course.  This course will develop participants’ understanding of how to peer review an organisation’s achievement against the PQASSO standards. It provides detailed guidance on how to conduct a peer review and provides opportunities for participants to practise various skills and techniques.  
In order to become a registered PQASSO Quality Mark peer reviewer, participants must successfully complete all three full days of the training and pass the course assessment.  

Before the course, participants will receive a publication called PQASSO in Practice. This must be read before day 1 of the course.
By the end of the three days, participants will have:
· understood the PQASSO Quality Mark peer review process 

· a clear understanding of how to prepare, plan for and carry out a PQASSO peer review

· prepared interview questions and conducted simulated peer review interviews

· used and be familiar with the Guide for peer reviewers

· explored the peer reviewer role and shared expectations, hopes and anxieties with other prospective peer reviewers 
· understood the responsibilities of becoming  a peer reviewer.

Participants will receive the following while on the training course:

· Peer reviewer course training materials 

· a copy of the comprehensive Guide for peer reviewers. 
Course dates 

The following PQASSO Quality Mark peer reviewer courses are being offered in 2010:

	Dates
	Location
	Deadline for applications

	Monday 13, Tuesday 14, Wednesday 15

September 2010
	London
	20 August


Course prices

General course cost
£250

Subsidised course cost 
£125

The subsidised rate is available to voluntary or community organisations which are:

· very small organisations (1-5 full-time equivalent paid staff members)

· locally based organisations working exclusively with black and minority ethnic communities

· locally based refugee community organisations.
Participants are required to pay for the training course before attending the course.  In the event of a participant failing to complete the course or course assessment successfully, they will not be registered as a peer reviewer. The fee they have paid will not be refunded.

Please note:

· There is no reduction in the training fee for more than one person attending a training course from the same organisation.  

· There is a maximum of three participants from the same organisation per course (unless agreed in advance with CES).

· Due to the application process, if an applicant is unable to attend the course, we are unable to accept substitute colleagues.  
Cancellation policy

Bookings cancelled less than two weeks (14 calendar days) before the course start date unfortunately cannot be refunded. Cancellations with two weeks or more notice will be refunded, subject to an administration charge of 10% of the total cost of the course.

Cancellations must be made in writing and cancellation charges will apply whether or not payment has been received. We recommend that you contact us by phone or email to confirm that we have received your cancellation notice. Non-arrival at a course, with or without notice, counts as a cancellation. 

If you wish to change your booking to a course on another date, you can do this, provided that you notify CES more than two weeks before the start date of your original course. The change will be subject to an administration charge of 10% of the total cost of the course. 
On rare occasions CES may need to cancel or alter the timing, date, speakers or venue of a course due to reasons beyond our control. CES reserves the right to cancel a course or change any of the details of the course without liability. In these circumstances, participants will be offered an alternative date, a credit note or a full refund.

Responsibilities of a PQASSO Quality Mark peer reviewer

Your role:

· Working alone or as a part of a small team plan and carry out a PQASSO Quality Mark peer review

· Review an organisation’s evidence against the PQASSO standards at the requested level.
· As part of a team, to decide, based on evidence, whether to recommend to CES that the organisation be awarded the PQASSO Quality Mark

· Provide feedback to the organisation in the form of a written report

· Undertake a limited amount of follow-up work if improvement actions are identified. 

· Follow the agreed procedure for carrying out a peer review. 
Activities:
· Read and be familiar with the Guide for peer reviewers before attending the PQASSO Quality Mark peer reviewer course
· Attending the three-day PQASSO Quality Mark peer reviewer course and successfully complete the course assessment 

· Undertake a PQASSO Quality Mark review organised by CES which will include 
· Agreeing to act as either a lead reviewer or a co-reviewer

· Carrying out a desk-top review, and planning and preparing for a site visit

· Carrying out a site visit, including identifying relevant evidence and interviewing staff, trustees, volunteers and users 

· Reporting on the outcome of the peer review both orally and in writing

· Where appropriate, approving specific improvement actions the organisation needs to take to fully meet all of the PQASSO criteria

· Checking that the improvement actions have been completed satisfactorily

· Submitting the reports to CES during and at the end of the process.

· Co-operate with any moderation activities during reviews
Commitments:

· Sign a Peer reviewer agreement with CES before the training to become a peer reviewer 

· Undertaking at least one PQASSO peer review within 12 months of training, and at least one review per 12 month period (subject to demand)
· Carrying out reviews within the agreed procedure and timescales identified for each stage of the process

· Respecting the confidentiality of the organisation being reviewed, and agreeing to work within the PQASSO Quality Mark service’s policies and procedures 

· Maintaining a position of impartiality while conducting PQASSO Quality Mark reviews

· Considering the diversity and ethical values of the sector when conducting a peer review

· Abiding by the terms and conditions of the peer reviewer agreement at all times

· Keeping up to date with PQASSO developments and keeping the Peer Reviewer Guide updated with additions and information provided by CES

· Making every effort to attend any events held for peer reviewers

· Informing CES of any changes to your name, employing organisation (where appropriate), contact details and/or area of operation

· Sharing learning experiences with other peer reviewers and CES 

· Providing feedback on your experience of peer review to CES

· Representing CES’ products and related services in a professional manner

The peer reviewer’s employing organisation* will need to: 

· buy a copy of the PQASSO work pack 

· give the peer reviewer time to attend the training and to undertake PQASSO Quality Mark peer reviews within the agreed timescales. 
*
This applies to peer reviewers who are employed by a voluntary and community organisation. Reviewers who are self-employed or working as freelance consultants will need to make similar commitments for their own business.
Responsibilities of CES

CES will undertake to: 

· Train all peer reviewers on how to conduct a PQASSO Quality Mark peer review 

· Support them throughout the PQASSO Quality Mark peer reviewer course, providing materials and resources

· Provide feedback on the course assessment, and guidance on the appeal process if the individual does not pass the assessment

· Provide peer reviewers with a certificate confirming that the reviewer has successfully completed the training course and is eligible to undertake work for CES as a registered PQASSO Quality Mark peer reviewer

· Maintain a database of trained peer reviewers and match reviewers to organisations in a transparent process

· Try to match each peer reviewer with at least one organisation per 12 month period (subject to demand)

· Provide updated revisions to the Peer Reviewer Guide 
· Quality control the peer reviewer process to ensure that the process of peer review has been followed correctly

· Randomly select and assess a sample of PQASSO Quality Mark peer reviews, including carrying out spot checks and shadowing peer reviewers

· Collect feedback from peer reviewers and organisations about their experience of the peer review and use this information to develop and improve the service

· Provide opportunities by which peer reviewers may share experiences and develop their practice in relation to undertaking PQASSO peer reviews, including the PQASSO Quality Mark peer reviewer email network group. 

· Provide support to peer reviewers by phone or email on PQASSO and topics related to the PQASSO Quality Mark

· Provide regular updates and news reports via email, to keep peer reviewers up to date on relevant PQASSO developments

· Help peer reviewers resolve any difficulties they come across in the course of carrying out peer reviews 

About Charities Evaluation Services

CES is a registered charity and a company limited by guarantee which was established to help strengthen the voluntary and community sector. CES does this through helping members of voluntary and community organisations develop their own approaches to enhancing the quality of their services, establishing self-evaluation and quality systems and improving the management of their organisations.

CES provides advice, information and training in self-evaluation and quality assurance; gives technical assistance to organisations so that they may build their capacity and implement evaluation and quality systems; conducts research; carries out external evaluations; and produces publications. For further details, see www.ces-vol.org.uk.
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PQASSO Quality Mark Peer Reviewer
Application Form
This is the application form for people who wish to train to become a PQASSO Quality Mark peer reviewer.  
Before completing this form, please make sure that you meet the Person specification on pages 6 and 7, and that you have read and understood the Guidance Notes.

Completing this form electronically
· This form has been designed to be completed electronically in Microsoft Word

· You will only be able to enter text into a grey box. (     ) Click onto the grey 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

· The spaces for answers are surrounded by a light border. Please do not continue typing beyond the limits of the light border, as this will not be visible when the form is printed. Therefore, you should try to keep your answers brief, while still addressing the question in full. 

· Some questions do not require a written response, but require you to choose an answer from a number of options. 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.
· Where a descriptive answer is required, a light border will print around the answer area. Please try to keep to the allocated space.
General guidance

· Please answer all the questions on the form.
· Please make sure that you sign the form at the end of Section 1.  
· Your line manager or CEO of your employing organisation (or, if you are self-employed, a referee) must complete and sign Section 5.

· Please do not attach CVs or additional pages to this form, as they will not be read.
· Unfortunately, we cannot give detailed feedback on unsuccessful applications received by CES.

· CES will endeavour to respond to your application within 15 working days.

When you have completed this form, detach it from the Guidance notes, and send it by post to:

PQASSO Quality Mark Team

Charities Evaluation Services

4 Coldbath Square

London 
EC1R 5HL

Please note that applications by email cannot be accepted.

  
PQASSO Quality Mark Peer Reviewer
Application Form
Section 1: Personal information

	First name
	     

	Surname
	     

	Current job title
	     

	Employing organisation (if applicable)
	     

	Address 

     


	Phone 
	     
	Fax 
	     

	Email 
	     

	Registered charity?
	Yes  FORMCHECKBOX 
     No  FORMCHECKBOX 

	Charity Number
	     


	For the purpose of my role as a PQASSO Quality Mark peer reviewer, I am:

	self-employed    FORMCHECKBOX 

	a paid staff member    FORMCHECKBOX 

	a volunteer    FORMCHECKBOX 

	a trustee    FORMCHECKBOX 


	

	Please indicate if you are also any of the following:

This is for CES’ information only, and is not a requirement of becoming a PQASSO Quality Mark peer reviewer

	a CES licensed PQASSO mentor   FORMCHECKBOX 

	a CES Outcomes Champion   FORMCHECKBOX 


	

	In line with our pricing structure, please tell us if the voluntary and/or community organisation you are employed by is: (if applicable)

	A very small organisation

(0-5 full-time equivalent paid staff members)
	 FORMCHECKBOX 


	A locally based organisation working exclusively with black and minority ethnic communities
	 FORMCHECKBOX 


	A locally based refugee community organisation
	 FORMCHECKBOX 



	To help CES match peer reviewers with organisations that are being reviewed, please tell us:

	How many people work for the organisation that employs you (full-time equivalent paid staff)? (If applicable)

	0 – 5    FORMCHECKBOX 

	6 – 15    FORMCHECKBOX 

	16 +    FORMCHECKBOX 


	

	Which region are you based in?

	North East 
	 FORMCHECKBOX 

	North West 
	 FORMCHECKBOX 

	Yorkshire and Humber
	 FORMCHECKBOX 


	East Midlands 
	 FORMCHECKBOX 

	West Midlands 
	 FORMCHECKBOX 

	South East
	 FORMCHECKBOX 


	London 
	 FORMCHECKBOX 

	Eastern
	 FORMCHECKBOX 

	South West
	 FORMCHECKBOX 


	

	When undertaking a review, are you prepared to travel:

	(a) within your own region(s) only    FORMCHECKBOX 


	(b) to other regions (please specify)

	North East 
	 FORMCHECKBOX 

	North West 
	 FORMCHECKBOX 

	Yorkshire and Humber
	 FORMCHECKBOX 


	East Midlands 
	 FORMCHECKBOX 

	West Midlands 
	 FORMCHECKBOX 

	South East
	 FORMCHECKBOX 


	London 
	 FORMCHECKBOX 

	Eastern
	 FORMCHECKBOX 

	South West
	 FORMCHECKBOX 


	

	What type of work does your organisation do?

	General Charitable Purpose
	 FORMCHECKBOX 

	Religious activity
	 FORMCHECKBOX 


	Education/training
	 FORMCHECKBOX 

	Arts/culture
	 FORMCHECKBOX 


	Medical/health/sickness
	 FORMCHECKBOX 

	Sport/recreation
	 FORMCHECKBOX 


	Disability
	 FORMCHECKBOX 

	Animals
	 FORMCHECKBOX 


	Relief of poverty
	 FORMCHECKBOX 

	Environment/conservation/heritage
	 FORMCHECKBOX 


	Overseas aid/famine
	 FORMCHECKBOX 

	Accommodation/housing
	 FORMCHECKBOX 


	Economic/community development/employment
	 FORMCHECKBOX 

	Other or none of these
	 FORMCHECKBOX 


	If other, please specify      


Section 2: 
Training course availability

The following course dates and locations are being offered in 2010. Please indicate which course you would like to attend. Tick one box only.
	Dates
	Location
	Selection

	Monday 13, Tuesday 14, Wednesday 15

September 2010
	London
	 FORMCHECKBOX 



If your first choice of course is not available, CES will contact you and offer alternative course dates.

Cancellation policy

Bookings cancelled less than two weeks (14 calendar days) before the course start date unfortunately cannot be refunded. Cancellations with two weeks or more notice will be refunded, subject to an administration charge of 10% of the total cost of the course.

Cancellations must be made in writing and cancellation charges will apply whether or not payment has been received. We recommend that you contact us by phone or email to confirm that we have received your cancellation notice. Non-arrival at a course, with or without notice, counts as a cancellation. 

If you wish to change your booking to a course on another date, you can do this, provided that you notify CES more than two weeks before the start date of your original course. The change will be subject to an administration charge of 10% of the total cost of the course. 
On rare occasions CES may need to cancel or alter the timing, date, speakers or venue of a course due to reasons beyond our control. CES reserves the right to cancel a course or change any of the details of the course without liability. In these circumstances, participants will be offered an alternative date, a credit note or a full refund.

Section 3: Reasons for applying

Please use this space to tell us why you wish to apply to become a PQASSO Quality Mark peer reviewer.
	     


Section 4: Suitability for the role
Please explain why you would be suitable for the role of PQASSO Quality Mark peer reviewer, giving one or more examples of how or when you have demonstrated the skills, knowledge, and experience required. 
1.
Experience and understanding of the voluntary and community sector

1.1
Recent experience of working in or with the voluntary and community sector

	     



1.2 
A good understanding of the issues that voluntary and community organisations face in the current working climate
	     


1.3
Understanding of how voluntary and community organisations are governed and managed, and the key processes or techniques they use to ensure they are meeting their stated objectives
	     


2.
Good working knowledge of PQASSO and the self-assessment process 

2.1
Personal experience of implementing PQASSO in your own or another organisation within the last two years  

NB This is a pre-requisite for the peer reviewer training
	     



2.2 
Prior completion of the two-day Implementing PQASSO course delivered by CES NB This is a pre-requisite for the peer reviewer training

(Please state where and when you attended the training)
	Where      
	When      


2.3
Access to a copy of the PQASSO work pack (please tick):
Yes
 FORMCHECKBOX 

 No
 FORMCHECKBOX 

2.4 What edition(s) of PQASSO have you worked with? (please tick all that apply)
1st edition
 FORMCHECKBOX 

2nd edition
 FORMCHECKBOX 

3rd edition
 FORMCHECKBOX 

3.
Interviewing skills and experience
3.1
Experience of interviewing, questioning or similar methods to gather information
	     


4.
Presenting information
4.1
Ability to present information and explain complex processes clearly 


	     


5.
Analysing and assessment skills
5.1
Experience of analysing and assessing information relating to organisational practices or performance
	     


6.
Report writing skills
6.1
Writing skills including ability to write in clear, concise and correct English, identify key points, summarise information, and write legibly and/or word process documents
	     


7. 
Ability to undertake the role of peer reviewer
7.1
Ability to carry out one PQASSO Quality Mark review within 12 months of the training course, and at least two reviews within two years of becoming a registered peer reviewer
Yes
 FORMCHECKBOX 

 No
 FORMCHECKBOX 

How many PQASSO Quality Mark reviews could you carry out per 12 month 
period? Please note this is for our information only and will not be used to assess your suitability 
for the role
	1 per year 
	 FORMCHECKBOX 

	2 per year
	 FORMCHECKBOX 


	3 - 4 per year
	 FORMCHECKBOX 

	5+ per year
	 FORMCHECKBOX 



8. 
Personal and professional skills

8.1
Commitment to the principles and practice of equal opportunities

	     


Declaration

“I have read and understood the Guidance Notes, and agree with the terms and conditions contained in them, including the Cancellation policy. I declare that all the information contained in this application form is, to the best of my knowledge, true.

	
	
	

	Signature
	
	Date


Section 5: To be completed by the employing organisation

This section should be completed by the Chief Executive Officer (or equivalent senior post holder) of your employing organisation. If the applicant is the senior post holder, then a trustee should complete this section. If the applicant is self-employed, this section should be completed by someone who has contracted with the applicant to carry out relevant work. 
Please tell us why you think the applicant has the knowledge, skills and experience to undertake the role of PQASSO Quality Mark peer reviewer. In doing so, please refer to the person specification in Section 4 of this application form.  
	     


	Name of applicant 
	     

	Your name
	     

	Job title 
	     

	Organisation 

(If different from applicant’s organisation)
	     

	Phone 
	     
	Fax 
	     

	Email 
	     


“I consider the applicant to have the necessary knowledge, skills and experience to carry out the role of PQASSO Quality Mark peer reviewer.”

	
	
	

	Signature
	
	Date


Section 6:  Equal opportunities monitoring
CES has an equal opportunities policy that aims to ensure that no applicant, employee or similar receives less favourable treatment on the grounds of sex, age, disability status, race, colour, nationality, ethnic or national origins, marital status, sexual orientation, family responsibility, trade union activity, political or religious belief. Selection criteria and procedures will be kept under review to ensure that individuals are treated on the basis of their relevant merits and abilities. Applications are welcomed from people with disabilities who have the necessary attributes. CES is committed to a programme of action to make this policy fully effective.

This form provides us with certain personal information that is needed for monitoring our equal opportunities policies. Some of this information will be held on computer and, in accordance with the Data Protection Act, individuals have the right to check the computerised information held about them.

This sheet will be detached from the application form and will not be used to select peer reviewers. This form only relates to the person applying to be a peer reviewer. 
	Surname:      
	First name:      

	Gender:           Male  FORMCHECKBOX 
       Female  FORMCHECKBOX 

	Date of birth:           /       /      
                          Date     Month   Year

	Ethnic origin (please tick the most relevant box)

	
	Black African
	 FORMCHECKBOX 

	
	Bangladeshi
	 FORMCHECKBOX 


	
	Black British
	 FORMCHECKBOX 

	
	Black Caribbean
	 FORMCHECKBOX 


	
	Chinese
	 FORMCHECKBOX 

	
	Indian
	 FORMCHECKBOX 


	
	Irish
	 FORMCHECKBOX 

	
	Pakistani
	 FORMCHECKBOX 


	
	White British
	 FORMCHECKBOX 

	
	Other (please specify)      


	Have you a disability or condition that you would like us to know about?

	YES  FORMCHECKBOX 
               NO  FORMCHECKBOX 


	If YES, would you like CES to provide any special help to help you perform this role?

	     


	Are you registered disabled?

	YES  FORMCHECKBOX 
               NO  FORMCHECKBOX 



Where did you hear about the opportunity to train as a peer reviewer?
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