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	How to complete the peer review workbook
This is the PQASSO Quality Mark peer review workbook for organisations preparing for a PQASSO Quality Mark peer review at level 3. Organisations must log the evidence they have identified to demonstrate that they meet all the indicators of PQASSO at this level. PQASSO Quality Mark peer reviewers will use the peer review workbook to record the evidence they identify during the course of the peer review. 

The workbook is in 12 sections, following the 12 quality areas of PQASSO. For each quality area the workbook sets out the following:
· Indicator – The first column numbers the PQASSO indicators by quality area, level, and indicator number. For example, quality area 4, level 3, indicator 1 would appear 4.3.1.
· Organisation’s evidence – The organisation should use this column to log all the evidence which they have identified to demonstrate that they meet each indicator. Organisations are encouraged to read Guidance on PQASSO Indicators and the suggested evidence contained in the PQASSO workpack before completing this column. 
· Peer reviewer’s notes – This column will be completed by the peer reviewer(s) during the course of the peer review.
	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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	Name of organisation: 


	Quality area 1
	Planning 
	Level 3


The organisation uses a systematic planning and review cycle. It focuses all its people and resources on achieving a shared long-term vision. 
	Indicator
	Organisation’s evidence
	Peer reviewer’s notes

	1.3.1

	
	

	1.3.2


	
	

	1.3.3


	
	

	1.3.4


	
	

	1.3.5


	
	

	1.3.6


	
	


	Quality area 2
	Governance
	Level 3


The Board is forward thinking, provides visible and effective leadership, engages with staff and other stakeholders to develop a high-quality organisation, and actively works to promote the organisation’s achievements. 
	Indicator
	Organisation’s evidence
	Peer reviewer’s notes

	2.3.1

	
	

	2.3.2

	
	

	2.3.3

	
	

	2.3.4

	
	

	2.3.5

	
	

	2.3.6


	
	

	2.3.7


	
	

	2.3.8


	
	

	Quality area 3
	Leadership and management
	Level 3


The organisation builds leadership at all levels, and leaders inspire people inside and outside the organisation. The organisation uses diverse perspectives creatively. Managers lead and facilitate the organisation’s learning, its long-term development and its process of continuous improvement.
	Indicator
	Organisation’s evidence
	Peer reviewer’s notes

	3.3.1

	
	

	3.3.2


	
	

	3.3.3


	
	

	3.3.4


	
	

	3.3.5


	
	

	3.3.6


	
	

	3.3.7


	
	


	Quality area 4
	User-centred service
	Level 3


The organisation has a strategic approach to involving users in service planning and review. Research and evaluation are used to improve outcomes.
	Indicator
	Organisation’s evidence
	Peer reviewer’s notes

	4.3.1


	
	

	4.3.2


	
	

	4.3.3


	
	

	4.3.4


	
	

	4.3.5


	
	

	4.3.6


	
	

	4.3.7


	
	


	Quality area 5
	Managing people
	Level 3


Human resource needs are planned in advance and staff benefits, policies and procedures are regularly reviewed. The contribution of staff and volunteers to the organisation is valued. 
	Indicator
	Organisation’s evidence
	Peer reviewer’s notes

	5.3.1

	
	

	5.3.2


	
	

	5.3.3


	
	

	5.3.4


	
	

	5.3.5


	
	

	5.3.6


	
	

	5.3.7


	
	


	Quality area 6
	Learning and development
	Level 3


There is a well-established culture of learning and continuous improvement, and learning is shared with other organisations.
	Indicator
	Organisation’s evidence
	Peer reviewer’s notes

	6.3.1

	
	

	6.3.2


	
	

	6.3.3


	
	

	6.3.4


	
	

	6.3.5


	
	

	6.3.6


	
	

	6.3.7


	
	

	6.3.8


	
	


	Quality area 7
	Managing money
	Level 3


The organisation accurately forecasts its finances, and plans its income generation, investment and spending priorities effectively for the longer term.
	Indicator
	Organisation’s evidence
	Peer reviewer’s notes

	7.3.1

	
	

	7.3.2


	
	

	7.3.3


	
	

	7.3.4


	
	

	7.3.5


	
	

	7.3.6


	
	

	7.3.7


	
	


	Quality area 8
	Managing resources
	Level 3


The use of resources and assets supports the organisation’s policy and strategy. The organisation takes action to limit any negative environmental impact. 
	Indicator
	Organisation’s evidence
	Peer reviewer’s notes

	8.3.1


	
	

	8.3.2


	
	

	8.3.3


	
	

	8.3.4


	
	

	8.3.5


	
	

	8.3.6


	
	

	8.3.7


	
	

	8.3.8


	
	


	Quality area 9
	Communications and promotion
	Level 3


The organisation is known among key external stakeholders, and all external communications clearly support the organisation’s strategy.
	Indicator
	Organisation’s evidence
	Peer reviewer’s notes

	9.3.1


	
	

	9.3.2


	
	

	9.3.3


	
	

	9.3.4


	
	

	9.3.5


	
	

	9.3.6


	
	

	9.3.7


	
	


	Quality area 10
	Working with others
	Level 3


Partnerships are developed for strategic benefit, enhancing the sustainability of the organisation and the effectiveness of services for users. 
	Indicator
	Organisation’s evidence
	Peer reviewer’s notes

	10.3.1


	
	

	10.3.2


	
	

	10.3.3


	
	

	10.3.4


	
	

	10.3.5


	
	


	Quality area 11
	Monitoring and evaluation
	Level 3


Monitoring and evaluation are carried out systematically and are integral to all aspects of the organisation’s work. The organisation evaluates its contribution to wider impacts and welcomes greater openness and objectivity in evaluating its performance.
	Indicator
	Organisation’s evidence
	Peer reviewer’s notes

	11.3.1


	
	

	11.3.2


	
	

	11.3.3


	
	

	11.3.4


	
	

	11.3.5


	
	

	11.3.6


	
	

	11.3.7


	
	


	Quality area 12
	Results
	Level 3


The organisation’s performance and outcomes improve over time and individual satisfaction and performance levels are high. The organisation is sustainable, and shows continuous improvements. It has a high profile and can demonstrate its contribution to wider positive social, economic and environmental impacts. 
	
	Organisation’s evidence
	Peer reviewer’s notes

	User results

	12.3.1


	
	

	12.3.2


	
	

	12.3.3


	
	

	People results

	12.3.1


	
	

	12.3.2


	
	

	12.3.3


	
	

	Organisational results

	12.3.1


	
	

	12.3.2


	
	

	12.3.3


	
	

	12.3.4


	
	

	12.3.5


	
	

	12.3.6


	
	

	Community results

	12.3.1


	
	

	12.3.2


	
	

	12.3.3
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