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1. For whom is the Peer Review Guideline?

This document is outlining the process of peer-review which is foreseen as an

important step for those organisations who are interested to obtain the label

“Open ECBCheck quality certified?”. The Ope
community based mutual peer-review process. It involves all organisations

interested in obtaining the label to undergo a peer-review as well as to serve as
peer-reviewers themselves.

The Open ECBCheck label is targeted at those organisations that are providing
e-learning programmes or courses. They can evaluate their offerings on basis
of the Open ECBCheck Quality Framework and can ask for a peer-review.
Peer-reviewers can be members from all those organisations who themselves
have conducted a self-assessment or who are otherwise permitted to be part of
the pool of peer-reviewers by the Open ECBCheck Secretariat.

The document is targeted to those individuals who want to carry out a peer-
review. It will
- clarify the role of a peer reviewer
- help them to check if they fulfill all the necessary criteria of being a
peer reviewer
- introduces them to the role and tasks of a peer reviewer
- give them hints and examples of a good peer review.

All peer-reviews are based on the principles of being anonymous, unbiased and
objective.

2. Some Background: What is Open ECBCheck?

Open ECBCheck is a new accreditation and quality improvement scheme for E-
Learning programmes and courses in international Capacity Building.
ECBCheck supports capacity building organizations to measure how successful
their e-learning programmes are and allows for continuous improvement though
peer collaboration and benchlearning. ECBCheck has been developed through
an international effort of numerous organisations and experts from the field of
international capacity building, higher education and vocational education and
training in an innovative and participative process: InWent gGmbH
(www.inwent.de), Germany and the European Foundation for Quality in E-
Learning (www.gualityfoundation.org) are hosting a multistakeholder advisory
board to steer the development and maintenance of the quality certificate and
continuously validate the outcomes.

Open ECBCheck is focusing on quality improvement and innovation for e-

learning programmes in capacity building. Providing international

benchmarks, it will dramatically enhance the efficiency and effectiveness of
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capacity building processes which are using partly or fully technology-
enhanced learning.

Compared to other quality initiatives in the area of technology-enhanced
learning, ECBCheck has a focused approach, relating to e-learning
programmes and courses as a whole and not only to learning software. The
ECBCheck is building on broad stakeholder involvement.

The ECBCheck process is structured in several stages and offers a clear
structured approach in each of the accreditation steps.

The ECBCheck provides a certification as a result but encourages
continuous quality improvement and focuses on innovation. It ensures
continuous quality improvement.

Three steps to quality

Open ECBCheck forms a participative quality environment which allows its
members to benefit in a variety of ways by having access to tools and
guidelines for their own practice on the one hand, and being able to obtain a
community based label on the other hand. Three steps to quality are suggested:

1. Organisations become members of the Open ECBCheck professional
community and document their commitment to quality by joining the
open ECBCheck charter (http://www.ecb-check.org)

2. Candidate organisations are using the Open ECBCheck self-
assessment framework to reflect their own quality practices. The self-
assessment framework is available as online version at www.ecb-
check.org and as offline version (PDF) downloadable from the Open
ECBCheck Website.

3. On basis of a detailed self-assessment process, members of the Open
ECBCheck Community can enter into mutual peer-review partnerships
to improve the quality of their e-learning offers through a learning
report.

3. What do we want to achieve with the peer-review?

Open ECBCheck is an open peer-review community. The process is based on a
mutual involvement into peer-reviews of self-assessments. Your organisation or
maybe you in person should conduct a peer-review as well as receiving a peer-
review. This is viewed as a learning process which supports the improvement of
qualityofano r g a ni zpeoggramonas asd courses.

The peer-review serves two main targets:

1 Certification: The peer-review will lead to an overall appraisal and
recommendation for certification of the candidate's course or programme.
This judgment is provided to the Awarding Body and is the basis for the
decision process for certification.

1 Learning & Improving: The peer-review is important to provide the
organi sation with a |l earning opportunit
and suggestions. During the peer-review, a number of possibilities for
improvement will be identified. These improvement possibilities are
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enriched with suggestions and included in a learning report which
includes all suggestions and comments from the peer-review.

4. What are the requirements for a peer-reviewer?

The peer-review of the self-assessment (incl. the provided evidence) is of
central significance within the Open ECBCheck certification process. Hence, it
is important that the peer-review is conducted thorough, fair and valuing the
achievements of an organisation. Furthermore, it should lead to clear
recommendations and show areas of improvement together with suggestions
for future improvements. In order to conduct a peer-review you have to makes
sure that you meet the following requirements.

1. Before you can start the peer review processes make sure that your
organisation is known by name and function to the Open ECBCheck
secretariat! If not it needs to apply for membership in the Open
ECBCheck community, and requesting information about eligibility of
courses and programmes to be certified with OpenECBCheck
(http://www.ecb-check.orq)

2. Make sure that your organisation is part of a peer-review partnership,
which has been suggested by the secretariat.

3. Please register yourself at www.ecb-check.org “ My BEG e c k”
peer-review account!

4. Makes vyourself familiar with the Open ECBCheck quality criteria
framework in detail. If you are not yet familiar with the concept, we
suggest you go through the description first and become familiar with the
process as well as the criteria.

5. For every peer-reviewer it is mandatory to have conducted a self-
assessment beforehand on ones own.

5. How to do Peer-Review with Open ECBCheck?

The process of peer-review within the Open ECBCheck framework has seven
distinct steps in three stages. They are outlined below. Peer-review is
conducted within the online tool which is available for Open ECBCheck.

The online tool is for self-registration only, and can be used for self-assessment

and for peer- review. If you intend to conduct a peer-review for Open
ECBCheck, make sure that you have a peer-review access to the tool.

Open ECBCheck Peer-Review Guideline 6
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{1) Conduct self assessment

{2) Submit to secretariat

R Preparatory Stage
(estimated: 2 Month)

{3) Appoint Peer Reviewer

+ submit name to secretariat)

{4) Secretariat: Establish a Peer-
Review Partnership

{5) Conduct Peer-Review of Self-
Assessment Report
Peer-Review Stage

(6) Submit Peer-review results to (estimated: 3 Month)
secretariat

= e

{7) Secretariat checks
compliance of programme/f

Validation Stage

course with Open ECBCheck (estimated: 2 Month)

In the following the 7 (seven) steps are described in detail. Steps 5-6 consist
again of a sequence of steps in the Open ECBCheck Online tool.

1. Preparatory Stage

Step 1-3: The preparatory stage foresees that an organisation makes sure
to have a valid self-assessment in place. The self assessment is submitted
to the Open ECBCheck secretariat. The organisation also has appointed
one peer-reviewer and submits the name to the secretariat.

Step 4: The secretariat suggests and established a partnership between two
organisations which commit to conduct a mutual peer-review. This process
will not be anonymous but will be monitored through the Open ECBCheck
secretariat.

2. Peer- Review Stage

Step 5-6: After the materials have been received, the peer-review itself is
conducted. As a peer-reviewer you now have to follow the 6 (six) steps
described below. This involves having an internet connection available and
going online.

Open ECBCheck Peer-Review Guideline 7
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1. Go to http://Iwww.ecb-checkorg
¢ Select , My ECBCheck“Mefiurom the Navigati on

¢ Register yourself with a new Logln in order to obtain an account as a
reviewer.

¢ Please note: Do not use the same username which you have already

chosen for your evaluator account!!
) z

ECB' |CHECK

+ Home Register
+ Login Welcome to the Open ECBCheck assessment and peer-review tool suite. If you are a registered user you have access to the following tools:
= Register 1

Online Quickcheck - a tool which contains all MUST criteria which you can use to walk through all requirements and quickly assess if your
course, programme or institutions is fit to take the cerification.

ECBCheck Self assessment The online tool for self-assessment of your programme or course. You can start your individual self
assessment, save it and return to it at a later stage, should you need more information or wish to pause. In the end you press the final
submission button and the self assessment can not be changed by you anymore. It will be stored in the database and awaits assignment
for peer-review. Two independent peer-reviewers will then review your self-assessment

ECBCheck Review Tool: Should you be a reviewer for Open ECBCheck you can access your personal review space from here. It will show
you a list of the reviews you have been assigned to. You can safe the review status if you wish to pause and return to the assignment later.

‘You are logged out. 2

X

After the free registration, you will have to wait for the administrator to activate your account. Once this is done, you will be informed via
email and can then login to the web site and use the tools. If you want to become a peer-reviewer please contact us.

Fields marked with * are mandatery
First name*

Last name*

Username*

yourname_reviewer

Password*

Confirm password*

Open ECBCheck Peer-Review Guideline 8
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2. Select “Review Assignments” from the Navigation Menus
¢ To find the review which has been assigned to you, you have to choose
"Review AssignMeant” from the

- Home Welcome to the Open ECBCheck
Assessment The Open ECBCheck Quality Assessment Taolkit is a new accreditation and guality impravement scheme for eLearning programmes and
" Cockpit institutions in international Capacity Building. t supports you and your arganization to measure how successful eLearning programmes/courses

are and fosters continuous improvement

Rewigw Assighiments |

* Ongoing Reviews This toolkit allows to evaluate your organization's eLearning offerings againstinternationally agreed quality standards. To evaluate the guality of
institutions a second toolkit is available.

- Review Reparts

" Feedback The evaluation workspace can be found under the section "Assessments”. The criteria are divided into "Minimum" and "Excellence” Criteria (see

- Glossary definition in Glossand. Minimum criteria are those which are absolutelly necessary for a positive guality evaluation of your course and/or program.
Excellence criteria are those which characterize high achievements in the field of e-learming guality. (How were the "minimum” and "excellence"

" Logaut criieria weighted and callibrated? The toolkitincludes a predefined set of criteria selected by international expers - however, yvou can modify your

= Delete account o guality profile by adjiusting the Minimurm and Excellence criteria according to your own reguirerments. Please note that if vou would like to

obtain the official Open ECBCheck lakel the standard configuration of MinimurmiExcellence criteria provided has to be used).

You are logoed in &3
sehy_reviewer with
Reviewsr Dernissions

tsreview_index/started:0 | .j

3. Select the self-assessment for peer-review

¢ Inthe list of self-assessments which have been assigned to you, find the
one you wish to review

¢ Click on the icon which is indicated as
Point your Mouse over the Icons to see the indications)

+ Home List of assigned Peer-Reviews

. Assessment
Cockpit

Title of Program/Course Organisation

Program/Course URL

InWent - EDUC@L MoiYes

hitp /'www.inwent. org _
Example Reviewer

Instructional design
= Review Assignments

= Ongoing Reviews

testpropgramem ulf hitpciwwi test de Universitaet test UIfEhlers Yes/No
= Review Reports Example Reviewer
* Feedback Page 1 of 1 showing records 1 to 2 out of 2 total.
= Glossary
= Logout

= Delete account

‘You are logged in as g
ech_raviewer with
Reviewsr permissions.

ents/edit] 17/1/2 [0 | | mtemet B T 4
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4. State Date& Time of peer-review visit and give overall impression

¢ In the first question we ask for the date and time of your peer-review visit
and the overall impression you had from the peer-review visit: Did everything
work out? Were there problems?

C Be brief and concise

* Home Review

Assessment

Cockpit n

A Information

= Review Assignments about the
+ Ongaing Reviews organisation

R R of the
* Review Reports eLearning
= Feedback program
* Glossary Visit/ Review of the programme/ course

* Logout

Flease give us informration about the visit’ review ofthe actual pragrammel course erviranment
= Delete account

Date of programme/ course visit
You are logged in as
ech_reviewsr with

Renignias Perissions. . L
Comments on programme; course visit

5. Detailed Peer-Review
¢ Go through the peer-review criteria by criteria
¢ Judge the criteria by using the dropdown menu in the upper right hand
corner
¢ Use the submitted documents to find further evidence and background
information in case you are insecure about a judgment.
¢ Can you verify the judgment which has been given by the self-assessor
before? Then select the same judgment s/he has done!
¢ Do you deviate from the self-assessors judgment? Then select a different
judgment from the Menu to indicate your evaluation!
¢ In case you deviate from the self-assessors judgment please give detailed
information in the comment field, as described below.

A.1 General description, objectives and program organisation

Criterion Rating Reviewer Rating
A Al relevant information on the program is available to potential learners '@
criterion .
met {not rated) iw
{not rated)
Description Guiding Questions Comment | criterion met
Potential learmers have access to clear Does the description ofthe criterion not met
infarmation aboutthe programmefcourse:  programmelcourse (orochureffyer
fitle; a short description on the Mwebpage ete) provide all relevant

courseiprogrameme goal; overall learn..[+]  information for potential learnars?

Documents The following documents should exist:
Pragrammedcaurse deacription fprintad or
B invitacicnpdfS tel_afichepg digita)

Open ECBCheck Peer-Review Guideline 10



ECB. CHECK

Important: Giving Feedback in case of deviation

In case you, as a peer-reviewer, feel that the criteria have not been properly
evaluated during the self-assessment phase, it is necessary to provide clear
reasons and recommendations for improvement — which later are automatically
composed into a learning report and fed back to the review candidate. This is
the only possibility for the candidate organisation to benefit from the review and
learn from your recommendations for improvement. A peer-review is thus not
only a formal exercise but it becomes a learning occasion.

Therefore: In case you deviate from the self-assessment please a) identify
the reason why and b) try to give recommendation(s) how to improve the
course/programme in this specific aspect.

Some examples for identified reasons for deviation and recommendations are

given below.

All relevant
information on the
program is available to
potential learners

C.1 The contents are
aligned with the
learning objectives and
are presented in a clear
and logic sequence.

In the information leaflet
provided to the learners for

the course, there is no
indication of technical
requirements  which  are

necessary to participate in the
course.

There is no clear structuring
of the overall course into
modules, units or lessons. All
seems to be one and learners
can not orient themselves as
to where they are currently.

Please give technical
requirements to participate in
the course in your information
leaflet.

Please structure your course
into clear modules, units and/ or
lessons.

D.1.2 The learning
design facilitates the
learning process and
supports learners’

development of the
skills and
competencies, as
described in the

learning objectives.

Although the course
objectives state that
learners should develop an
intercultural awareness and
competence for
intercultural dialogue there
is only one single
information text in which
the topic is shortly
brushed. No experience
driven possibility to make
experience with
intercultural dialogue. Too
theoretical to develop a true
competence

Please include into the course
an assignment in which learners
have to interact about
intercultural differences.
Afterwards they should reflect
on their experiences and
perceived difficulties and
differences.

6. Finish Peer-Review
¢ Tofinish the peer-review you are asked to give your recommendation as a

reviewer

Open ECBCheck Peer-Review Guideline
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¢ Please state your overall recommendation about the program/ course you

are reviewing.
C Your judgment and overall recommendation will now be submitted to the
Open ECBCheck secretariat

+ Home Overall Recommendation of Peer-Reviewers

+ Assign Reviews Congratulations! You have now completed the peer-review.
* Review Assignments Thank you wery much so far for your time and effort! As soon as you will have finished and submitted the peer-review,
= Ongoing Reviews the online system will autornatically create a peer-review learning report with all those criteria on which you wwere
deviating with the selfassessment. Additionally your camments and suggestions will be included, so thatthe

* Review Reports
candidate organisation receives these in form of a learning report. Before you finish the review we would like to ask

+ Faadhack for overall judgement.

= Criteria catalogue

+ Category index I recommend certification (all minimum criteria haven heen validated positiviey)

= User index " Ido not res i ion (not all minii criteria have L lidated positively)

+ Glossary ¢ Ido not have a clear judgement (not completely resolved issues turned up during the review)
* Logout

In addition to the indication given abowe, we would like to askyou in the following field fo provide us with your overall
recommendation ar additional concluding comments ta the candidate instituion: Do you feel that this pragramme

You ate logged in as
should be awarded the Open ECBCheck Cerification?

ech_admin with Admin
permissions.
Overall recommendation

Finish review

Ll

3. Validation stage

Step 7: Once a peer-reviewer has submitted the peer-review, it is transferred to
the Open ECBCheck secretariat. When it arrives the peer-reviewers judgment is
evaluated and checked for plausibility. In case the peer-review suggests giving
the label to the respective program or course the secretariat would normally
follow this recommendation. In case the program or course deviates from the
required criteria, the Open ECBCheck secretariat will inform the candidate
organisation about failure to receive the label. However, a detailed learning
report with explanations will be handed over to the organisation in order to allow
for improvement and give advice.

As a peer-reviewer: What else to consider in the process?

You as peer reviewer assess the self-assessment which is provided by the
organisation. Be aware that three criteria need to be satisfied for a positive
result of your peer-reviewing: clarity of provided information,
comprehensiveness of provided information and validity. This means in detail:

o Clarity of information relates to the question, if the provided information
on a criterion is clearly understandable.

o Comprehensiveness relates to the question if all necessary information
has been included to back up the rating of a criterion within the self-
assessment.

Open ECBCheck Peer-Review Guideline 12
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o And finally, validity is related to the question, if the rating of a criterion is
appropriate in light of the provided proof in form of documents.

Open ECBCheck Peer-Review Guideline 13



