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Process Map

	 
	Pre meeting
	During meeting
	Post meeting 

	SPPC will 
	· Provide cluster & RPB identification/ rep guidance, working with DPCCs and RPB Leads
· Provide information packs, which will include:
· Cluster peer review overview document
· Timeline overview chart
· Cluster Development Framework (reference doc)
· Briefings for Chair; participants; appraisers
· Meeting schedule (agenda; reflective questions; outcome allocation)
· Appoint review Chair 
· Arrange meetings via Teams
· Provide outcome & response letter templates (incld. cc’d recipients)
	Providing note taker for virtual meetings*
Provide a national lead observer, who can signpost to support resources if needed

	· Write up notes and send to Chair within 5 days
· Collate feedback on peer review experience, per region (via MS Forms)
 
 
 

	DPCCs will
	· Use guidance to identify & confirm cluster representation to SPPC (with individual names & contact details)
· Circulate information packs to cluster participants/ appraisers
	
	

	RPB Leads will
	· Use guidance to identify & confirm RPB representation to SPPC (with individual names & contact details)
· Circulate information packs to RPB participants/ appraisers
	
	

	Chair will
	· As per tasks outlined in Chair brief
	As per tasks outlined in Chair brief
	· Share draft notes/ actions with participants + appraisers for agreement
· Summarise agreed notes + actions into template outcome letter and send to agreed recipients

	Participants will
(those being reviewed)  
	· Respond to the virtual meeting invite
· As per tasks outlined in participant brief 
	As per tasks outlined in participant brief
	· Comment on draft meeting notes/ suggest amends to Chair
· Receive & share final outcome & response letters for local action/ reflection/ learning

	Appraisers will
(those undertaking the review/ serving as panel members)  
	· Respond to the virtual meeting invite
· As per tasks outlined in appraiser brief 
	As per tasks outlined in appraiser brief
	· Comment on draft meeting notes/ suggest amends to Chair
· Receive & share final outcome & response letters for local action/ reflection/ learning
 

	Receiving Execs will
	
	
	· Receive and respond to the Chair’s outcome letter


*  If meeting is to be face to face the DPCHM are responsible for finding a suitable note taker.



image1.png
FOR PRIMARY




