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Peer Review Process- Timeline
Step 1: Determine assignment for each of the 4 sections at the quarterly IAC Meeting. This group will be called the Peer Review Team.
Step 2: At the end of the IAC Meeting, the Peer Review Team should meet to exchange email and phone numbers, and to review the expected timeline of the review.

Step 3: The “Chair Person” of the Peer Review Team, which is the representative from the Vendor Agency being reviewed, should begin scheduling each section of the review within 1 week of the IAC Meeting. It is the Chair Person’s responsibility to email and call all of the Peer Review Team members to schedule each of their reviews.
· Documentation Person- Name:







Email:






Phone:




· Interview Person- Name:








Email:






Phone:





· Observation Person- Name:








Email:






Phone:




***Note- If the Chair Person is unable to get a hold of any member of the Peer Review Team to schedule a review (it’s been at least a week without a response), it is the responsibility of the Chair Person to contact the QA Coordinator for assistance.

Step 4: The Chair Person should complete the Self-Assessment portion of the Peer Review within 2 weeks of the IAC Meeting.

Step 5: The Documentation Review should be completed within 1 month of the IAC Meeting.

Step 6: The Interview should be completed within 6 weeks of the IAC Meeting.

Step 7: The Observation portion of the Review should be completed within 2 months of the IAC Meeting.
Step 8: All members of the Peer Review Team should email their completed portion (typed) to the QA Coordinator by 2 weeks prior to the next IAC Meeting.
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