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	Description
	Means
	Resp.
	Output

	1.  Membership

In order to become a full member of the SFCT, associate members can apply to have a piece of work (POW) reviewed.
	Information on website
	Candidate / C
	

	2.  Contact 

· Candidate contacts the review coordinator of his/her language of choice (http://www.asfct.org/languages.php) for assignment of an appropriate lead reviewer (not anyone with whom the candidate trained with or has a commercial relationship with)

· Candidate contacts the lead reviewer 

· Lead Reviewer suggests a second reviewer who is also a reviewed member of the sfct
· Candidate and Lead Reviewer agree on a reviewable POW and a second reviewer
	Contact data on website


	C /

Lead Reviewer
	

	3.  Payment and Registration

Candidate registers and pays for the review online at www.asfct.org and waits for confirmation of payment by asfct. He or she sends the confirmation to the lead reviewer
	Form on website
	C / Lead Reviewer
	Confirmation of payment

	4.  Documents

Candidate documents the POW in an easy to follow way and sends the following documents to reviewers:

· Own perspective (template)

· Clients perspective (template) and contact data

· Overview of the Process

· A list of all the documents the candidate supplies with a one-sentence description of what is in it 

The Candidate should try and make it easy for the Reviewers to navigate through the material.
	Templates downloadable on website

Clues list


	C
	POW documents

	5.  First check

Reviewers check the documents and agree by mail if the documents are complete and ready for reviewing

· Complete, go on with 5

· Incomplete, go back to candidate and ask for more information
	
	Reviewers / R
	

	6.  Preparation for review

Reviewers 

· agree on a date and time for a telephone conference with the Candidate

· review the documents and find clues for sf work
· have a preliminary discussion if necessary
 Interview customer (optional)
· Reviewers can interview a customer and ask how the POW was useful and to what extent the original goal was achieved and which other goals were achieved.
	Clues list
	R
	

	7.  Telephone conference 

Reviewers and Candidate meet in a telephone conference

Reviewers ask Candidate to answer additional questions 

Have a “resource gossip” conversation about the clues they found and what an n + 1 could be. 

· Assess: Are there already enough visible SF clues, yes / no? 

·  if yes go to 8

· If no 7

· Record the call via skype / bridgeline or via loudspeaker

· Send the recording to candidate and / or have candidate listen in live
	
	R
	mp3 document

	8.  Not enough clues visible

In case of a POW not having enough visible clues, the reviewers give an assessment point on a scale of 1 to 10, 10 meaning we would have seen enough clues. 

Pause of review process – pending (possibilities: demonstration of more clues or new application for another piece of work at a reduced price)
	
	R
	

	9.  Reflection candidate

Candidate writes a summary of what he or she got from the review and his or her learning (part 1), and what he or she wants to be published on the website (part 2) and sends it to reviewers. 
	
	C
	reflections part 1 and 2

	10.  Reflection reviewers

Reviewers check candidate’s reflections and add a “testimonial” e.g. “what impressed us most was …” (part 3)
	
	R
	reflections part 3

	11. Publication

Reflections on the POW are published on the website

End of review process - passed
	
	webmaster
	website – members personal profile
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