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The following action plan was devised by colleagues at the Nottinghamshire Training Network, who have kindly agreed to let other organisations have sight of the document.  Some of the actions are specific to this PRD group, but it is a comprehensive check-list of activities. The group use it as a ‘live’ document and update it regularly. 

MQC = Main QIA Contact point

PM = Project Manager

RF = Peer Review Team Leader

	Action
	Timescales/
Milestones
	Success Criteria/Target
	Responsibility
	Evaluation/ Monitoring
	Achieved
(Date)

	1. Building on existing planning (Peer Review) based on previous  Improvement Group meetings ie:
· Acting upon advice re peer reviews from “Expert” ie (Keith Dennis)

· Identifying Lead Reviewer; Peer Review Team from existing list of nominated review staff. 

	30/11/07 - completed
	· Relevant sections built into QIA Action Plan
	MQC/PM
	· Previous minutes of meetings checked
	28/11/07


	2.  Group confirms:

· Pilot  peer review by end of March 2008

· Host organisation for peer review 
· Commitment to remaining peer reviews

	20/11/07 Meeting
	· Confirmation of key action points as listed
	MQC/PM
	
	20/11/07

	3. Establishment of Project Manager for Project
	20/11/07
	· Named Project Manager (PM)
	MQC/PM
	· Approved by  MQC and PRD group
	20/11/07



	4. Articles of memorandum of understanding signed and sent to QIA  


	27/11/07
	· Signed memorandum of understanding
	MQC
	
	27/11/07

	5. Draft QIA Action Plan completed and forwarded to QIA Regional rep.
	By 3/12/07
	· Completed draft QIA Action Plan


	PM – Preparation of Action Plan for MQC
MQC – link to QIA


	
	3/12/07

	6. Simple baseline assessment (indicating current PRD level of experience and expertise) on general huddle e-space

	10/12/07
	· Online Baseline Assessment completed
	MQC/PM
	
	

	7. Confirmation of Peer Review Team Leader and role defined/agreed (based on QIA Guidance)

	By 6/12/07
	· Named Peer Review Team Leader (RF)
	MQC
	· Approved by Janet Charlton
	28/11/07

	8. Amendments to draft QIA action if required


	10/12/07
	· Meet QIA requirements
	PM/MQC
	
	

	9. Booking of Project Manager/Peer Review Team Leader on January QIA course

	Booking made by 10/12/07
	· 2 places on January QIA course
	MQC
	
	

	10. Agree links with  SFE Regional Representatives e by Project Manager 

	20/12/07 Meeting
	· In terms of links, roles/ responsibilities of MQC/PM 

	MQC/PM
	
	

	11. Agree timings of review of QIA Action Plan  and build into QIA Action Plan


	20/12/07 Meeting
	· Review dates agreed between MQC/PM
	MQC/PM
	· Ongoing as part of regular reviews
	

	12. Link into E-space and huddle space on an ongoing basis.
	Commence from 10/12/07; ongoing through plan

	· Effective use of existing resources
· Sharing approaches
	MQC/PM
	· Regular use by Project Manager (PM); key others
	

	13. Provisionally book other peer review teams on February course
	Book when QIA course details available
	· Places for peer review teams booked
	MQC
	
	

	14. At  Improvement Group meeting:

· Confirm Peer Review Team (March) including the role of Connexions
· Discuss key points in QIA Action Plan

· Agree Peer Review feedback/reporting mechanisms between providers  based on QIA guidance

· Agree how best practice to be shared between providers in region
                      Contd next page

 14.  Contd
· Agree a monitoring process to follow the implementation/impact of improvement plans on organisations prior to future peer reviews
· Agree how relevant elements of improvement plans link back to the capacity building programme focused on leadership and culture change
· Agree roll-out of peer reviews with other identified  providers.
	9/1/08 Meeting
	· Agenda discussed and points agreed
	MQC/PM
	· To be built into QIA Action Plan and reviewed through:
· One to one meetings (MQC/PM)
and

·  Improvement Group meetings.
	

	15. Utilisation of budget for QIA peer review project includes:
a) Management fee

b)Project Management costs

       c)Peer Review Team Leader costs 

d)Peer Review Team costs 

e)Host organisation costs 

f)Breakdown of costs to be confirmed.
	Confirmed by 9/1/08 and monitored throughout project
	· Effective use of budget
	MQC
	· Reviewed with QIA on regular basis
	

	16. Scoping.  Based on QIA January course and QIA Guidance  online, establish focus of peer review in March i.e.
a) Whole organisational approach including:
· Evaluating the effectiveness of the self assessment process; supporting the validation of self assessment judgements; robustness of action plan

· Supporting the integration and development of appropriate elements of the framework for excellence as part of the self assessment process

           Contd next page
16. Contd

· Organisation’s capacity to improve including meeting the minimum LSC floor targets.

b) Local specifics agreed by  Improvement Group:
· Monitoring of good practice checklist

· Specifics identified by host organisation.

	Completed by 28/1/08
	· Very clear scoping of peer review
	PM/RF
	· Monitored by PM to ensure deadlines met.
	

	17. Start planning of further peer reviews, mirroring approach with the March peer review (as listed in this QIA action plan) plus learning from the March peer review.
First Key Decisions:



a) Establishing peer review teams
b) Method of training/briefing to be confirmed.  (Either QIA February course already provisionally booked or local customised training building on QIA January course.  Further key steps added into QIA action plan as required for further peer reviews

	28/1/08 through to May 2008
	· Further providers – peer review teams established/trained and reviews undertaken as defined by March peer review standards
	PM
	· Key milestones added into QIA action plan
· Regular reviews (PM/MQC)
	

	18. Based on QIA course and QIA guidance online, memorandum of agreement scoped out with host organisation (March peer review).  This will include:
· What will be reviewed
· Date of review
· Documents required
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18. Contd

· How the review will be conducted
· How feedback will be given to Senior Managers, including impact on quality systems/processes and agreeing way forward
· Record of peer review incorporated into organisation’s self assessment report
· Systems for monitoring of progress as a result of peer review agreed


	11/2/08
	· Host organisation clear about the peer review process
	RF/PM
	· Regular contact with host organisation up till March peer review.
	

	19. Based on QIA course, online QIA guidance and the memorandum of agreement with host organisation, prepare resources to support Peer Review Team Leader, Peer Review Team and Host Organisation.

	Completed by 11/2/08
	· Resources in place for March peer review
	PM
	
	

	20. Establishment of peer review resource pack as March Peer Review is implemented (building upon QIA materials) – linked into QIA provider practitioner group where appropriate


	By end of March 2008
	· Resource pack in place to ensure effective peer review and development in group
	PM
	
	

	21. 2 levels of briefing for the Peer Review Team prior to review:
a) Attendance on QIA course or customised QIA training cascaded by Project Manager 
AND
b) Pre-review meeting focusing on specifics relating to the March peer review (linked to QIA guidance).

	By 25/2/08
	· Peer Review Team effectively trained/briefed with the right materials.
	PM/RF/MQC
	· Feedback from evaluation of training/briefings.
	

	22. Based on QIA course and QIA guidance, establishing measures for evaluating the March peer review from various perspectives:
· Host organisation
· Peer Reviewer team Leader
· Peer Review Team
· Project Manager
· QIA requirements

	By 25/2/08
	· Impact measures in place (approved by QIA) and key staff briefed re use when participating in the March peer review
	PM/MQC/RF
	
	

	23. Undertaking of March peer review and feedback (implemented as defined in QIA guidance)  
Feedback to include:
· Evaluation of self assessment judgements made

· Identifying good practice/key strengths
· Identifying/addressing weaknesses
· Robustness/relevance of improvement plan based on SAR

· Agreeing a way forward

	By 14/3/08
	· March peer review undertaken and feedback provided to organisation
	PM/RF
	· Monitor timescale/approach.
	

	24. Impact measures agreed earlier – key staff evaluate March peer review

	By 25/3/08
	· Collation of evaluation report
	PM
	
	

	25. QIA Evaluation Report completed
	By 31/3/08
	· Report completed meeting QIA requirements

	PM/MQC
	
	

	26. Continue implementation of remaining peer reviews based on evaluation of March  peer review (Updated QIA action plan)

	Ongoing
	· Further peer reviews implemented to the required QIA standard
	PM
	· Details in revised QIA action plan monitored.
	

	27. Sharing Good Practice learnt from March  peer review:

· The process

· Good practice within  provision

· Sharing methods to improve quality
Above via:

· Improvement group

· Sharing within other departments within provider organisations.
· Information on QIA website
· LSC locally and regionally

	April – May 2008; ongoing
	· Good Practice shared/ improvement support agreed
	MQC/PM
	
	

	28. Implement agreed monitoring process to follow-up implementation of improvement plan as a result of the March peer review.

	April onwards (For one year)
	· Monitoring process in place and being applied
	MQC/PM
	· Regular checks by MQC or nominated  person.
	

	29. QIA Evaluation report 
	By 31/5/08
	· QIA report completed meeting QIA requirements

	PM/MQC
	
	

	30. Continue roll out of further peer reviews

	Ongoing
	
	PM/MQC
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