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Notes of Guidance

· Lead Reviewer (Coach)

· Second Reviewer

How to become a Reviewer

The first step towards becoming a Reviewer is to have your own Piece of Work reviewed.  (However, we appreciate that in the early days of the SFCT’s existence, while there are few Reviewers available, this may not be practical and so we would advise you to apply even if you haven’t yet been reviewed.)
When you’re ready to apply to become a Reviewer, please contact your Language Review Co-ordinator (the contact details are on the website).
Your first assignment will probably be as Second Reviewer.  Here, your task is to review the material with a beginner’s mind: you will receive the application “cold” – without any prior conversation with the candidate.  You will go through it, consciously looking for SF Clues and noting any questions you may have.  Later, you will join a Resource gossip about the candidate and Piece of Work.  Soon after that, you will send your reflections – what impressed you and what you learned – to the Lead reviewer.
After that, you will be ready to be a Lead Reviewer.  The Lead Reviewer takes a more active role, as coach to the candidate, helping him or her to prepare the submission and then hosting the Resource Gossip.
Welcome letter (from the Language Review Co-ordinator)
Dear x

Thank you for agreeing to become a reviewer of Pieces of Work - we are delighted to welcome you to the SFCT Reviewers Panel. 
Our intention is that conducting a Review will be a rewarding experience in itself.  It offers the opportunity to learn about how other people approach their work and to broaden your own insight into SF thinking and practice.  The “resource gossip” with your fellow reviewer will be another rich learning experience.  In addition, we are pleased to be able to offer €125 to the lead Reviewer and €75 for the second Reviewer as a very modest recognition of the time involved in the process.

I attach Notes of Guidance taking you through the Review process as we currently see it.  Please let me know if you have any suggestions or comments about the process.  We are keen to make the whole experience valuable for all concerned and want to see the Guidance evolve as we gain more experience. 
For the Lead Reviewer (Coach)
1. The Review Co-ordinator will contact you to ask if you are willing to review a PoW submitted by a named individual.   You may choose to decline without giving reasons.  You must decline if you have trained the individual or if you have a commercial relationship with him/her.

2. The Review Co-ordinator will suggest a second reviewer; ask his/her permission to nominate him/her to the candidate.
3. Contact the candidate and describe the process to him/her, offering to act as Coach throughout.
4. Discuss the suitability of the PoW with the candidate.  In deciding this, please be guided by the description of a PoW on the website - http://www.asfct.org/work.php  In particular, check that the work is clearly SF, that it was in an organisational context addressing a particular issue and  that it involved at least 9 hours face-to-face time with the client.
5. Agree what documents you expect the candidate to provide in support of his/her application.  The material should be easy to navigate and include an overview of the process and the templates with the candidate’s and client’s perspectives on the work.  It should also include a commentary justifying the candidate’s claim that the work was SF, by reference to the Clues - http://www.asfct.org/clues.php  Agree the second reviewer and tell him/her to expect the paperwork from the candidate in due course.  Aim to complete the Review within 6 weeks of receiving the material.
6. When the candidate has registered and paid for the Review, he/she will send the paper work to you and the second reviewer.  There is a free facility at www.yousendit.com for individuals to transfer documents up to 100Gb over the internet, so they don’t have to send large attachments to e-mails. 
7. First, check the paperwork to make sure that you have everything you expected/need.  Tell the candidate if anything is missing.

8. Agree a date and time for a telephone conference with the candidate and both reviewers.   Use a teleconference facility which allows the conversation to be recorded, for example via www.conferenceuk.com 
9. Read through the material quickly, noting your first impressions.

10. Some days later, go through the material again, this time consciously looking for SF Clues and recording any questions you may have for the candidate.  Also make a note of things you have learned from the work.
11. A week before the teleconference, send your questions and those of the second reviewer to the candidate.

12. (Optional and subject to the wishes of the candidate and client) Interview the client.

13. At the teleconference, deal with any outstanding questions and allow the candidate to say a few words in support of his/her application if he/she wants to.  Lead a conversation with the second reviewer about what impressed you both and what Clues you spotted.  Make one or two suggestions about what might have made the work even more SF.  If there are not enough visible Clues, tell the candidate what more you need to see.  
14. If the PoW is good enough, tell the candidate and invite him/her to send you a summary of what he/she  has learned from the review. If the candidate so wishes, he/she can also provide a brief summary of the work for inclusion on the website (see Reviewed members pages for examples).
15. Send the recording to the candidate and the second reviewer.
16. Add your own reflections to the candidate’s webpage summary and send the summary to the Review Co-ordinator and the web master. (Kirsten Dierolf).
17. At the conclusion of the review, one point will be added to your ‘review score’ on the website.  If this is the first time you have acted as Lead Reviewer, this will also be added to your SFCT website page. 

For the Second Reviewer (the “Beginner Mind”
1. The Lead Reviewer will contact you to check your willingness to be the second reviewer for a named candidate. 

2. If you and the candidate both agree, you will receive the candidate’s paper work when he/she has registered and paid for the Review.

3. The Lead reviewer will contact you to agree a date and time for a telephone conference with the candidate and both reviewers.   
4. Read through the material quickly, noting your first impressions.

5. Some days later, go through the material again, this time consciously looking for SF Clues and recording any questions you may have for the candidate.  Also make a note of things you have learned from the work.

6. At least a week before the teleconference, send your questions to the lead reviewer.

7. At the teleconference, the Lead reviewer will ask the candidate to deal with any outstanding questions and allow him/her to say a few words in support of his/her application if he/she wants to.  You and the Lead reviewer will have a conversation about what impressed you both and what Clues you spotted.  Make one or two suggestions about what might have made the work even more SF.  If there are not enough visible Clues, the Lead reviewer will tell the candidate what more you need to see.  

8. After the teleconference, send your reflections – what impressed you and what you learned – to the Lead reviewer.
9. At the conclusion of the review, one point will be added to your ‘review score’ on the website.  
