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Changes to the 2016 Peer Review Procedures are highlighted in yellow.
2016 PEER REVIEW PROCEDURES: 

FOR CPE SUPERVISOR IN REVIEW, RECORDER and TEAM MEMBERS
(To be sent to the Peer Review Team)
AUTHORIZATION FOR PEER REVIEW

The Peer Review Committee looks to the ACPE Standards for our authorization to do peer review. It is your responsibility to maintain your supervisory status by fulfilling the following.

2016 ACPE Standards, 413: Preservation of one’s status as ACPE Supervisor is contingent upon:
· 413.1 adhering to the ACPE Code of Professional Ethics as attested to by one’s professional peers and constituents through on-going program review.
· 413.2 completing and documenting 50 hours minimum of continuing education and spiritual development annually.
· 413. 3 supervising students in an ACPE accredited program at least once every three years or participating in other CPE-related educational activities.

· 413. 4 maintaining faith group endorsement.

· 413.5 maintaining ACPE membership in good standing.
413.6 participating in peer review at least every five years in accordance with regional procedures. (Note: Pacific Region set the peer review frequency at every three years.)
· 413.7 following ACPE standards, processes and practices including, but not limited to, timely and professional submission of all required program reports, center reviews, fees, and dues.
· 413.8 maintaining appropriate supervisor/student ratio.
· 413.9 demonstrating ongoing written and verbal communication skills that are articulate, professional, and cohesive.
· 413.10 demonstrating cultural humility and multicultural competence.

MISSION STATEMENT OF THE REGIONAL PEER REVIEW COMMITTEE

        "To provide procedures and a process for Peer Review for this region's ACPE         Supervisors that encourages professional and personal development through an open, honest and collegial approach that affirms and challenges in a manner that is conducive to professional and personal growth."

DEFINITION AND PURPOSE

As developed in the Pacific Region by the Peer Review Committee (PRC), Peer Review is a process through which ACPE Supervisors reflect every three years
 with other supervisors and other qualified persons on personal issues, professional performance and development, and the impact these have on supervision of CPE.   The purpose of the Peer Review is to foster collegiality while encouraging the Supervisor being reviewed (hereafter referred to as "Supervisor") openness to peer consultation, sharing personal/professional growth, competence, self-assessment and to experiencing peer support. ACPE Supervisors are responsible to those receiving their ministry, to their colleagues and to themselves for the ongoing development of the competencies recognized essential for quality supervision of CPE. The peer review process is a time for dialogue with peers regarding the work, growing theory base, and the essence of what CPE supervision is all about for the Supervisor. 
Peer Review is for the preservation and development of those competencies expected of ACPE Supervisors. The process is an opportunity for being pastoral with each other rather than policing. The process is at best in hearing, supporting and affirming as well as challenging the supervisor. The process best accomplishes its purpose, is most appreciated and helpful when all participants are stimulated to move forward with new understanding, enthusiasm and spirit as ACPE Supervisors.
GUIDELINES FOR THE SUPERVISOR

The Supervisor will be notified by the Chair of the Peer Review Committee, of the need to schedule a Peer Review. After receiving the guidelines, the Supervisor selects the Peer Review Team; names a Recorder for the consultation who is a CPE Supervisor; and sets the date, time and place. The Supervisor may ask the Recorder to take responsibility for selecting the team members as well as setting the date, time and place for the review.

1. The Supervisor prepares appropriate materials for the peer review presentation according to the 2016 Peer Procedures. The Supervisor may collect evaluative information from students, colleagues and peers to share with the Team. (See section 2. Materials in the Guidelines.)
2. Two weeks before the consultation, the Supervisor forwards to the members of the Peer Review Team copies of the 2016 PR Procedures and the Supervisor's prepared written materials.
3. The actual Peer Review consultation includes the Peer Review meeting and the writing of the Peer Review Report by the Review Team.

4. Within two weeks after the consultation, the Recorder mails a hard copy or an e-mail
 (hereafter referred to as mail) of the printed and signed confidential Peer Review Report to the Supervisor.
5. The Supervisor, immediately upon receiving the signed original Peer Review Report, mails a signed copy of the confidential Peer Review Report to the Peer Review Committee Chair.
CHECK LIST FOR SUPERVISOR:
Before the Peer Review Meeting

1. ____ Select the Peer Review Team Members, including naming of a Recorder; date,
time and place of the review.
2. ____ Inform Recorder of their responsibilities.

3. ____ Send Peer Review Team Members copies of written materials including Peer Review Procedures and Peer Review Report Form two weeks before scheduled meeting.
After the Peer Review Meeting
1. ____ Peer Review Team Members return the Supervisor's materials at the end of the Review. Supervisor initials that all materials were returned by Review Team members on the Peer Review Report Form.  
2. ____ Within two weeks of the Peer Review the Recorder mails the Supervisor a signed copy of the Peer Review Report Form.  
3. ____  Supervisor checks Peer Review Report Form to assure that all questions have been answered,  and that the form has not been altered.   If not, contacts Recorder for accurate completion of Peer Review Report.
4. ____ (New in 2008) Supervisor completes the Reflection Form, which is to be submitted with the completed Peer Review Report to the Peer Review Committee Chair.  
5. ____   Within five days of receiving the Peer Review Report from the Recorder the Supervisor signs and mails the completed form to the Peer Review Committee Chair.  
GUIDELINES FOR PEER REVIEW TEAM AND SUPERVISOR 

1. THE PEER REVIEW TEAM. The Supervisor or the selected Recorder is responsible for selecting a Peer Review Team, and for arranging with those persons a suitable time and place for the review. The team is to include three or more persons, at least two of whom are certified ACPE supervisors.  It is suggested that at least two hours be allowed for this consultation: one hour and fifteen minutes for orienting and consulting with the Supervisor, forty-five minutes for the team and the Recorder to write the draft of the Report and to read the complete report to the Supervisor.
a. Reviewers need to be persons respected by the Supervisor as persons with whom he/she can be vulnerable, although not necessarily of the same point of view, to provide both challenging and supportive feedback.  Consideration for diversity (racial, ethnic, religious and gender) should be given in the selection.  Professional persons from other disciplines are encouraged, i.e., Social Work, Seminary representatives, Nursing, Pastoral Counselors, Administrators and other educators.   
b. For those conducting supervisory CPE: At least one supervisor on the review team supervises students in supervisory education.   This member of the team helps to focus the team on work with students in supervisory education.
2. MATERIALS    It is recommended Supervisors prepare written materials for use in the interview process to assist the Peer Review Team and the Supervisor in focusing on significant issues.  The Supervisor may find it helpful to respond to the items listed in ACPE Standard 413. Supervisors are responsible for mailing
 all their materials to all Peer Review Team members no less than two weeks prior to the review date.  Because these documents can be very important in preparing for a peer review, the Peer Review Team members can choose not to do the review if the essential written materials have not been received two weeks before the scheduled peer review meeting.
In summary, the materials the Supervisor sends to the members of the Peer Review Team are:

1. Copies of the current year’s Procedures for Peer Review Team Members.

2. The 2016 Peer Review Report Form.

3. The Supervisor's written material.

Areas the Supervisor may choose to respond to in writing in preparation for the peer review:

1. In the ACPE Standards review section 100, Professional Code of Ethics for ACPE Members.  Identify aspects of the Code of Ethics, which present the most challenging concerns in your supervision of students or concerns for you personally and professional in conducting a CPE program.  Share these concerns with your Peer Review Team.  What successes and challenges have you experienced in addressing these?
2. The ACPE Standards presuppose spiritual and educational growth for continuation of supervisory status.  Share with the Peer Review Team the ups and downs of your spiritual and educational growth over the last three years.

3. The ACPE Standards require that at a minimum a CPE Supervisor supervises a unit of CPE in the last three years or participates in other education activities related to CPE.  Share with your Peer Review Team some exciting and some troublesome experiences you have had over the last three years with supervising students or participating in educational events.  Where do you see yourself changing or expanding your supervisory style?  What aspects of supervision stimulate you?  What aspects of supervision “bore” you or “numb” you?
4. Describe what is involved in maintaining your ordination or commission to function in ministry.  How is it going for you?

5. Describe what is expected of you to maintain faith group endorsement.  What is rewarding about that?  What is disappointing about that? How difficult is it for you to do?  (Note: For some #4 & #5 are different processes, for some they are the same process. Respond to #4 & #5 according to how your own tradition works.)
6. What recommendations were suggested in your previous peer review?  (Supervisors who have not previously had a peer review may want to reflect on suggestions made at the time of certification as an ACPE Supervisor.)  Since your previous peer review, how have you worked on these suggestions?

7. Membership in ACPE not only assumes annual payment of fees.  It also pertains to participation in the greater life of ACPE such as in Regional Committees, offices and meetings; and National committees and meetings.  Share with your Peer Review Team how your participation in ACPE has enhanced your supervision.
3. THE INTERVIEW PROCESS

The PRC offers a few hints to assist in helping make the process occur.  It is important to select a person who will serve as facilitator. The Recorder could function as the facilitator. After a brief time for team building, the Supervisor is invited to share about the items from the ACPE Standards 413, Continuation of Supervisory Status.  The team members engage the Supervisor in areas of interest, issues or questions they may have regarding what the Supervisor shares.  The Recorder may use a copy of the Peer Review Report Form to assure that all items are covered during the consultation. If a laptop computer is available, it is recommended that the Recorder fill out the form provided as part of the PR Procedures, thereby saving time. The Supervisor is a participant with the team throughout the consultation, including the completion of the PR Report.

The following suggested areas of attention follow the numbers on the 2015 Peer Review Report Form:
1. In the ACPE Standards review section 100, Professional Code of Ethics.  Identify aspects of the Professional Code of Ethics which present the most challenging concerns in your supervision of students or concerns for you personally and professional in conducting a CPE program.  Share these concerns with your Peer Review Team.  What successes and challenges have you experienced in addressing these?

2. The ACPE Standards presuppose spiritual and educational growth for continuation of supervisory status.  Share with the Peer Review Team the ups and downs of your spiritual and educational growth over the last three years.

3. The ACPE Standards require that at a minimum a CPE Supervisor supervises a unit of CPE in the last three years or participates in other education activities related to CPE.  Share with your Peer Review Team some exciting and some troublesome experiences you have had over the last three years with supervising students or participating in educational events.  Where do you see 
yourself changing or expanding your supervisory style?  What aspects of supervision stimulate you?  What aspects of supervision “bore” you or “numb” you?
4. Describe what is involved in maintaining your ordination or commission to function in ministry.  How is it going for you?  (See note above)
5. Describe what is expected of you to maintain faith group endorsement.  What is rewarding about that?  What is disappointing about that? How difficult is it for you to do?
6. What recommendations were suggested in your previous peer review?  (Supervisors who have not previously had a peer review may want to reflect on suggestions made at the time of certification as an ACPE Supervisor.)  Since your previous peer review, how have you worked on these suggestions?

7. Membership in ACPE not only assumes annual payment of fees.  It also pertains to participation in the greater life of ACPE such as in Regional Committees, offices and meetings; and National committees and meetings.  Share with your Peer Review Team how your participation in ACPE has enhanced your supervision.
4. PEER REVIEW REPORTING
Recorder’s and Review Team’s Responsibilities: 
The review team, with its Recorder, is responsible for initiating and completing a Peer Review Report.  It is important that the unaltered 2016 Peer Review Report Form is used. The purpose of the report is to provide a record summary of the issues addressed, an assessment of the interview, and plan for continuing personal and professional growth. A draft of the report is to be shared with the supervisor. Within two weeks the Recorder mails the completed confidential printed/typed, dated and signed report form to the Supervisor.

Check List for Peer Review Team:
1. ____   Contacted by the Supervisor to be reviewed (or Recorder) regarding Peer Review date, time and meeting place.

2. ____   Received from Supervisor to be reviewed: 2016 Peer Review Procedures/Report Form, Supervisor’s written presentation and evaluative materials two weeks prior to the scheduled review.

3. ____   Completed the review with the Supervisor including the Peer Review Report, returned Supervisor's materials to the Supervisor. 

For Recorder only:

____   Completed, printed and signed the 2016 Peer Review Report and mailed the original to the Supervisor reviewed within two weeks of the review. 

Supervisor’s Responsibilities:

The Supervisor completes the Reflection Summary Form (New in 2008) and maintains a copy of it along with the original Peer Review Report.  Copies of the both forms are to be mailed to the Chair, PRC, within five days after receiving it.  The Supervisor's responsibilities for their Peer Review and the Peer Review Process are complete when:

1.  The 2016 completed and signed Peer Review Report is received by the PRC Chair within the timelines outlined in the Peer Review Procedure, and 

2. Satisfactorily accepted by the PRC at its next meeting.

Regional Peer Review Committee Responsibilities: 
When the Peer Review Report is received by the Peer Review Chair from the Supervisor, the process of peer review is complete. The Chair will return the report to the Supervisor if the report is incomplete.  The PRC reviews the reports at its bi-annual meetings. The Committee may request additional reporting and/or documentation.  The Committee may require the completion of another peer review.  The Committee will refer the name of the Supervisor to the Regional Certification Committee for non-compliance with the Pacific Region’s Peer Review procedures.

The Peer Review Report is the only document retained by the PRC.  The Chair then sends the Supervisor a Survey Sheet to evaluate the Peer Review experience.  This survey provides the PRC feedback for making this process more effective and helpful in the future. 

SUPERVISOR ONLY
5.  EXTENSIONS REQUESTS
In the Pacific Region every fully certified ACPE Supervisor is expected to complete a Peer Review every three years.  Approximately one-third of the Supervisors in the Region are scheduled for Peer Review each year.  Supervisors are encouraged to schedule their Peer Review process in the first eight months of the calendar year that Peer Review is to be completed. If unusual circumstances, personal and/or professional, prevent the Supervisor from completing the Peer Review in that calendar year, an extension for a Peer Review may be requested in writing to the PRC Chair. A request for extension is to include specific explanations/reasons which are beyond the Supervisor’s control that prevented the completion of the Peer Review during the calendar year.  The Chair must receive any request for an extension in writing on or before October 31st in order to be considered.
 Extensions are not automatic. A granted extension does not alter the class to which that Supervisor is assigned. (i.e., a Supervisor is scheduled for review in 2016 but was granted an extension until March 31, 2017.  That Supervisor would still be scheduled for review three years later 2019.)

Supervisors not completing their Peer Review satisfactorily within the procedures provided by the PRC may be referred to the Chair, Certification Committee for appropriate action for non-compliance with Peer Review Procedures of the Pacific Region.

6.  SUPERVISORS NEW TO THE PACIFIC REGION REQUIREMENTS
Supervisors who have completed a Peer Review in another region before moving to the Pacific Region are to provide a copy of their most recent Peer Review Report, or its equivalent, to the Chair of the PRC, Pacific Region within 90 days of moving to the Pacific Region.  
Supervisors who have not completed a Peer Review in another region before moving to the Pacific Region are to complete a Peer Review within the two years following the first unit of CPE conducted in the Pacific Region.

THANK YOU FOR YOUR PARTICIPATION, SUPPORT AND HARD WORK.

Peer Review Committee, Pacific Region, ACPE

Julie Hanada ‘16 - Chair

Gerald Jones ‘18
KENT SCHAUFELBERGER ‘17

�   More than 75% of supervisors in this region support a three year review, believing that a four or five year review period would be too long to be current and helpful, and that a shorter period would overwhelm supervisors already burdened with heavy work loads.  (Source:  Peer Review Committee Surveys during 2001 and 2002 reviews.)


� Supervisors are instructed to discuss and decide with their Peer Review Team Members what method of communication they will use.  Supervisors are reminded that all documents and emails sent or received by their place of employment are searchable to the extent that their employer outlines in their policies.  Because of the confidential nature of the completed materials, Supervisors have been encouraged to mail them via a ground mail delivery service rather than utilize the Internet.


� Supervisors are instructed to discuss and decide with their Peer Review Team Members what method of communication they will use.  Supervisors are reminded that all documents and emails sent or received by their place of employment are searchable to the extent that their employer outlines in their policies.  Because of the confidential nature of the completed materials, Supervisors have been encouraged to mail them via a ground mail delivery service rather than utilize the Internet.





� Approved by the Regional Council, Pacific Region, March 10, 2000.


� Approved by the Regional Council, Pacific Region, March 10, 2000
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