6

[image: image1.jpg]CHAMBER OF MINES OF SOUTH AFRICA
Putting South Africa First






THE LEARNING HUB INTERNAL PEER REVIEW PROCESS
1. Purpose

The purpose of this document is to outline the process that should be followed within the Learning Hub to ensure that the Learning Hub produced documents are reviewed to ascertain quality.
2. Overview

Quality Assurance is a critical part of any project. It involves the monitoring and evaluation of the quality program, practice, activity or processes taking place within an organization. It makes sure right things are done the right way. It further ensures that standards and processes are in place, and ensures that recommendations are being made to implement improvements. 

In an effort to ensure the quality of documents, the Learning Hub intends putting in place a peer review process, which will serve as a means for quality assurance and improvement. The review process will assist in maintaining and enhancing the quality of documents produced within the Hub. The implementation of this mechanism will further assist the Hub in verifying whether the outputs produced satisfy specifications for review and identify any deviations from the standards and provide suggestions for improvement
The Learning Hub Secretariat will function as a Peer Review Mechanism / Committee. Proposed change: Members of the MOSH Adoption team will participate in the review process and this will be on a rotational basis. 
2. 
Criteria

All major documents produced by the Learning Hub shall undergo the review process. These include but are not limited to the following: 

1) T14
Expert model 
2) T19
Credibility of leading practice
3) T47
Value case report 
4) T56
Source mine report
5) T59
Source investigations summary report
6) T62 
Draft LPAG for first adoption mine
7) T91 
Report on adoption at first adoption mine
8) T93
Final LPAG – Preliminary assessment by Mine & Adoption team
9) T94
Final LPAG 
Proposed Change:
There was a proposal to extend the scope of documents that should be included in the review process. Specific examples of documents to consider include the following:
a) Generic BC and LB Plans
b) M&E Framework
c) Learning Hub Strategy
d) The Learning Hub performance review process
e) The Learning Hub Annual Plan
f) Annual Plans for the Teams
The original intention was to only review documents as required by the M&E Framework. The Secretariat needs to make a call on whether such an extension of scope should be granted. If so, what specific documents should be added to the scope?.
3. 
Process: Minimum Requirements for Peer reviews

It is the responsibility of every Learning Hub team member to ensure the quality of produced documents by complying  with the standard and the following applicable peer review process as set below: 

a) The document originator / author submits document(s) when complete to the Specialist: M&E for review.

b) The Specialist: M&E checks the documents for compliance to the recommended criteria and prepare a circular with accompanying documentation for consideration by the peer review panel.
c) It was suggested during the Adoption Team meeting of 14 March that: a) The Head of Hub (HoH) should select the three (3) best people that would make best contributions to participate in the review panel. b) Another suggestion was that a review should be conducted by at least 2 reviewers for Adoption team outputs. At least one reviewer must have a good understanding of the topic and function as a “specialist”. The writer should be able to propose the reviewers in conjunction with the review coordinator. Based on the two suggestions made, the Secretariat is requested to decide on way forward.
 The Specialist: M&E circulates the documentation to the review panel a week before the review meeting. 

d) Each member of the panel evaluates and returns their feedback forms (see attached template 1) to the Specialist: M&E one day before the panel meeting.  

e) The Specialist: M&E consolidates the comments and prepares a summary report with the assessment score for consideration by the document originator /author, with copy to HoH for information. 

f) Originator takes appropriate action, completes action taken column and returns assessment form and final document to Monitoring Specialist. If necessary, the author will engage with the individual reviewers. 
g) Monitoring Specialist discusses any residual difficulties with HoH before circulating the document.

h) The Head of the Learning Hub (HoH) signs off the Final document for wide circulation.

4. 
Monitoring

The Learning Hub must keep a record of all documents that have been through the review process.

Template 1: Criteria for assessing Documents 
This template is applicable for assessing documents, in Section 2 above.  This checklist is intended to be used for peer reviews. 

	Author:
	Reviewer:

	Document title:

	

	Rating scale: 1 = Very poor ;      2 = Poor ;      3 = Fair ;      4 = Good ;      5 = Very good

	No.
	Assessment elements
	Rating
1 to 5
	Reviewers comment
	Action taken by Author

	A
	Clarity of purpose

· Appropriate and clearly stated
· Clear indication of intended end user/s
	
	
	

	B
	Document content

· Appropriately covers applicable key elements of MOSH process
· Clearly meets stated purpose of document
	
	
	

	C
	Clarity of writing

· Simple clear writing
· Clear figures / charts / tables
	
	
	

	D
	Presentation

· Uncluttered
· User friendly
	
	
	

	E
	Completeness

· MOSH style cover page
· Executive summary
· Table of contents
· Body of report
· Appendices
	
	
	

	

	Overall assessment score calculated as [Ax2 + Bx3 + Cx2 + Dx2 +E] / 5 =
 (This will deliver a score of between 0 and 10)


Template 2: Criteria for assessing Expert models 

	Author:
	Reviewer:

	Document title:

	

	Rating scale: 1 = Very poor ;      2 = Poor ;      3 = Fair ;      4 = Good ;      5 = Very good

	No.
	Assessment elements 
	Rating

1 to 5
	Reviewers comment
	Action taken by Author

	
	Causal Chain Risk Summary

	A
	Clear indication of the scope of the risk situation under investigation
	
	
	

	B
	Logic of causal chain clearly evident / presented
	
	
	

	C
	Comprehensive treatment of the risk situation
	
	
	

	D
	Elements in causal chain table clearly stated

	
	
	

	E
	Uncluttered presentation

	
	
	

	
	User-friendly presentation

	
	
	

	
	Causal chain Influence diagram

	F
	Clear indication of the scope of the risk situation under investigation
	
	
	

	G
	Logic of causal chain clearly evident / presented
	
	
	

	H
	Comprehensive treatment of the risk situation
	
	
	

	I
	Elements in causal chain table clearly stated

	
	
	

	J
	Uncluttered presentation

	
	
	

	K
	User-friendly presentation

	
	
	

	

	Overall scoring = [(A+F) + (B+G)x3 + (C+H)x4 + (D+I)x2 + (E+J)x2 + (F+K)x2]/14 (This will give a score between 0 and 10)



Template 4: Criteria for assessing the credibility of the selected leading practice 

	Name of Participant:

	Workshop Name:

	Guidance to Participants: Objectively evaluate the workshop by completing this form. Each element to be rated on a scale of 1 to 5.

	Rating scale: 1 = Very poor ;      2 = Poor ;      3 = Fair ;      4 = Good ;      5 = Very good

	No.
	Assessment elements
	Rating

1 to 5
	Participant’s comment

	A
	Involvement of Industry key players / experts


	
	

	B
	Input received from key players at or before the workshop


	
	

	C
	Level of input from workshop participants



	
	

	D
	Appropriateness of identified selection criteria



	
	

	E
	Quality of workshop dialogue


	
	

	F
	Degree of consensus achieved


	
	

	G
	Full application of the identified selection criteria



	
	

	H
	Quality of the selection process



	
	

	I
	Expected acceptance of selected leading practice by peers


	
	

	J
	Expected benefit of the selected leading practice


	
	

	

	Overall scoring = Possible scoring = [(Ax3) + (Bx3) + (Cx2) + (Dx2) + (Ex2) + (Fx2) + (Gx2) + (Hx2) + (Ix3) + (Jx3)]/12
(This should yield an assessment score between 0 and 10) 


THE LEARNING HUB’S INTERNAL PEER REVIEW: FLOWCHART 
(This section will be refined once agreement on process is reached and criteria)
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The document originator / author submits document(s) when complete to the Specialist: M&E for review





The Head of the Learning Hub (HoH) signs off the document for wide circulation





Monitoring Specialist discusses any residual difficulties with HoH before circulating the document





Originator takes appropriate action, completes action taken column and returns assessment form and final document to Specialist: M&E 





The Specialist: M&E consolidates the comments and prepares a summary report with the assessment score for consideration by the document originator /author, with copy to HoH for information





Each member of the Secretariat evaluates and returnreturns their feedback forms to the Specialist: M&E at the end of the Secretariat meeting 





The Specialist: M&E circulates the documentation to the Secretariat a week before the Secretariat meeting.








The Specialist: M&E checks the documents for compliance to the recommended structure / format and prepare a circular with accompanying documentation for consideration at the Learning Hub Secretariat meeting.











The Specialist: M&E circulates the documentation to the Secretariat a week before the Secretariat meetingHead of Hub selects the three best people to participate in the review process.
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