U.S. Department of Health and Human Services Administration for Children and Families


Administration for Native Americans (ANA)

PEER PANEL REVIEWER/CHAIRPERSON WORK AGREEMENT FOR FISCAL YEAR 2016

This panel REVIEWER/CHAIRPERSON (formerly Facilitator) Agreement (Agreement) contains the work expectations for peer REVIEWERS and peer CHAIRPERSONS according to their role in the Administration for Native Americans (ANA) competitive grant panel review process.

Section 1. General Terms and Conditions

A. ANA will contact each selected REVIEWER and CHAIRPERSON to notify them of their selection and to notify them of their assigned review panel and review session.

B. As a peer REVIEWER or CHAIRPERSON, you are an independent contractor and not a federal employee. If selected, you may add this experience to your resume; however, you are not entitled to unemployment compensation nor can ANA or its contractor provide an employment letter of reference. In addition, ANA’s contractor is not responsible for withholding Federal or State income taxes or Social Security from the honorarium paid. If you receive an honorarium for your participation, you will receive an IRS Form 1099 the following tax year.

C. All REVIEWERS and CHAIRPERSONS are required to be available and to fully participate in all panel review activities during core hours of 9:00am to 9:00pm local time Monday through Friday of the assigned panel review session. At the beginning of the session, the CHAIRPERSON will consult with the REVIEWERS to establish a panel review work schedule which each member is expected to follow.  All panel members are strongly encouraged to take leave from regular employment and be free of other commitments that may interfere with your availability for panel review activities as the panel review responsibilities should be your primary focus during the session. In addition, all REVIEWERS and CHAIRPERSONS must participate in the required training in order to be selected to participate in a panel session.

D. All REVIEWERS and CHAIRPERSONS are required to maintain reliable and continuous Internet access and telephone service during all core hours in order to facilitate their full participation in the ANA remote panel review process.  Internet or phone outages that are unanticipated or which are caused by circumstances beyond the control of the REVIEWER or CHAIRPERSON must be immediately reported to the Subject Area Manager (SAM).

E. Full participation for REVIEWERS means:

i. Participation in all REVIEWER training sessions;
ii. Identification of the strengths and/or weaknesses of each application based on evaluation of such applications prior to scheduled discussion of such application(s);
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iii. Submission in the Application Review Module (ARM) system of initial written evaluative comments of identified strengths and/or weaknesses based on FOA Evaluation Criteria and corresponding scores to the CHAIRPERSON prior to scheduled discussions of application(s);
iv. Full and actual participation in all scheduled telephone discussions of applications each day;
v. If necessary, reconsideration of initial evaluative comments and initial score(s) based on
scheduled discussions of application(s);
vi. Submission to the CHAIRPERSON of final written evaluative comments and scores by the deadline established by the CHAIRPERSON under the established schedule for receipt of such comments.

F. Full participation for CHAIRPERSONS means:

i. Participation in all REVIEWER and CHAIRPERSON training sessions;
ii. Read initial REVIEWER comments prior to full and actual participation in scheduled telephone discussions of the application(s) each day;
iii. Schedule and facilitate panel discussion of application(s);
iv. Document each panel discussion of application(s), including recommendations for revision of comments and/or scores;
v. Draft a Panel Summary Report (PSR) that summarizes reviewer comments into a
cohesive document that corresponds to FOA evaluation criteria. The PSR accurately reflects panel discussion, REVIEWER comments, and scores for each application. The
PSR must be factually accurate, not include internal factual contradictions, demonstrates
that average score is justified, and is professionally written with the minimum of typographical or other errors;
vi. Fully respond to all SAM/Program Area Manager (PAM) comments on the PSR, including revision to the PSR if needed;
vii. Share the final (approved by SAM/PAM) PSR with REVIEWERS to verify it reflects the panel evaluation;
viii. Finalize the PSR in ARM.

G. All work and PSRs must be finalized and approved by the last day of the panel review session.

H. In exchange for full participation in all required panel review activities, including training, a full honorarium will be paid at the end of the panel session. A full honorarium is defined as $225 per application for REVIEWERS and $300 per application for CHAIRPERSONS. In addition, each REVIEWER and CHAIRPERSON assigned to a review panel will receive a $100 stipend to cover all duplication or miscellaneous expenses associated with participation in the panel review process.

I. If the Terms and Conditions in this Section, or any other Section, of the Agreement are not followed, ANA reserves the right to modify the amount of the Honorarium paid for cause, or to dismiss and replace the REVIEWER or CHAIRPERSON on the review panel.

Section 2. Orientation and Training

A. REVIEWER and CHAIRPERSON participation and completion in all of the following training sessions are mandatory:


	Orientation and Training Schedule
	Estimated Dates Available

	Reviewer Training
	March 28 - April 11

	Chairperson Training
	March 28 - April 11

	Working Effectively with Tribal Governments (optional)
	Available here: http://tribal.golearnportal.org/




B. All REVIEWERS and CHAIRPERSONS will receive by email the ACF Grant Review Handbook, which contains pertinent information related to the ANA panel review process. This Handbook complements the mandatory training sessions.

Section 3.  Confidentiality and Integrity of the Review Process

A. The Administration for Children and Families, ANA, is the sole owner, and retains full control, of all records that REVIEWERS and CHAIRPERSONS receive, review, and generate in their roles as peer REVIEWERS and CHAIRPERSONS in the ANA objective panel review process. This includes, but is not limited to, initial and final evaluative comments on applications, initial and final scores, grant applications received and reviewed, and Panel Summary Reports. REVIEWERS and CHAIRPERSONS agree not to disseminate any such records or to disclose any information contained in such records to anyone.

B. The names of REVIEWERS and CHAIRPERSONS participating in ANA’s panel review will not be disclosed to applicants or third parties. They are, however, disclosed to assigned panel members and authorized ANA staff.

C. REVIEWERS and CHAIRPERSONS agree to protect the confidentiality and integrity of the objective panel review process in all respects. Specifically, unless REVIEWERS and CHAIRPERSONS receive explicit, written permission from ANA to do otherwise:


i. REVIEWERS and CHAIRPERSONS may not disclose or confirm their selection as an ANA peer REVIEWER or CHAIRPERSON to the applicant(s) or to the public.

ii. REVIEWERS and CHAIRPERSONS agree not to contact any party, including any applicant, concerning the contents of an application, or engage in any discussions regarding the ANA application review with outside individuals, including individuals who prepared or were involved in the preparation of any application.

iii. REVIEWERS and CHAIRPERSONS agree to confine their review solely to the respective Funding Opportunity Announcement (FOA), applications available through ARM, and materials provided directly by ANA. REVIEWERS and CHAIRPERSONS agree not to conduct any outside research, not to review hyperlinks that may have been included in an application, not to review or consider any outside material accessible online, and not to apply personal opinions in their evaluation of the extent to which applications address the evaluation criteria.

iv. REVIEWERS and CHAIRPERSONS agree to discuss applications only with the panel members and other designated ANA staff and to discuss them only in the context of and under the procedures for application review. Such non-disclosure has no time limit and pertains not only to the content of applications reviewed, but also to concepts derived from the application.	REVIEWERS and CHAIRPERSONS agree not to discuss the information, concepts, and procedures contained in the applications outside of the designated application review and discussion at any time after the review process.

v. REVIEWERS and CHAIRPERSONS agree to conduct the panel review in accord with all written instructions provided by ANA for the review, evaluation criteria, and scoring for each application.
vi. At the conclusion of the review process, REVIEWERS and CHAIRPERSONS agree they will not retain any originals, copies of documents or parts of documents, or electronic files related to the panel review, including any notes that were taken on any/all applications that have been received or reviewed.

Section 4. Paneling Applications

A. Every peer REVIEWER selected to participate in ANA panel reviews agrees to fully participate in the panel review process as described in Section 1 of this Agreement and to the following:

i. Before reviewing and scoring any application, I will carefully read all instructions to REVIEWERS, the FOA for the panel to which I am assigned, the relevant evaluation criteria, FAQs, and the ACF Grant Review Handbook, all of which will be made available to me by the appropriate ANA official;

ii. I will read each application in its entirety, carefully review, and score all applications provided to me;

iii. I will score each application SOLELY on its content and the degree to which the application meets the evaluation criteria published in the FOA;

iv. I understand that applications are made available to Peer REVIEWERS solely for the purpose of reviewing such applications against the evaluation criteria of the relevant grant program;

v. I will complete a technical evaluation for each application, which includes recording the scores, writing analytical comments reflecting application strengths and weaknesses that justify the scores, and submitting the scores electronically, as instructed by ANA; and

vi. I understand the importance of providing thoughtful and constructive evaluative comments related to the published evaluation criteria to justify my scoring of applications.

B. Every peer CHAIRPERSON selected to participate in ANA panel reviews agrees to fully participate in the panel review process as described in Section 1 of this Agreement and to the following:

i. I will carefully read all instructions to REVIEWERS and CHAIRPERSONS, the FOA for the panel to which I am assigned, the relevant evaluation criteria, FAQs, and the ACF Grant Review Handbook, all of which will be made available to me by the appropriate ANA official;

ii. I will establish a schedule for my panel’s review and discussion of assigned applications to ensure the timely completion of all work;

iii. I will read each application in its entirety and review each REVIEWERS’ initial comments reflecting strengths and/or weaknesses pertinent to each application prior to discussion of such;

iv. I will schedule and chair panel discussions addressing each application;

v. During panel discussions, I will ask probing questions and document REVIEWERS’ discussions of strengths and weaknesses under each evaluation criteria;

vi. I will summarize panel discussions of each application in a Panel Summary Report (PSR) and submit the PSR in ARM; and

vii. I will timely communicate with the assigned Subject Area Manager (SAM)  about any and all issues or concerns that may affect the objective and timely review of one or more applications assigned to my review panel.

Section 5.  Conflict of Interest Certification Form and Signature

A. Every REVIEWER and CHAIRPERSON must read and complete the ANA Conflict of Interest Certification Form which will be provided once ANA has assigned them to a panel.

B. I hereby confirm that I have read and agree to the terms and conditions of this Agreement.








Printed Name of Reviewer/Chairperson	Signature of Reviewer/Chairperson






Date























Instructions to Submit:

[bookmark: _GoBack]Please sign and date this signature page and return it to ANA by email to ANAReviewer@acf.hhs.gov. Be sure your printed name is legible.
