Description of Peer-Review Process
for Submission of Materials into the WNEP Resource Database 

Materials developed* by UW Extension faculty and staff must be peer reviewed in order to be included in the WNEP resource database. Materials that were reviewed and included in UW-Extension publications “Learning Store” may be added to the WNEP database if they are appropriate for WNEP without a second review by WNEP staff.   Please note:  At this time, this process applies only English-language materials, English-language materials that are being assessed for suitability for use with a diverse audience and Spanish or Hmong language materials with an English counterpart.

Why peer review? 
· To increase the number of culturally relevant materials in the WNEP database for Latino audiences.
· Ensure that translated or adapted materials in the WNEP resource database meet WNEP standards of excellence. 
· To minimize development of new materials when materials already exist to meet that need. 
· Important part of scholarly work. 

Who would be part of the pool of peer reviewers? 
· The WNEP specialist(s) most connected with the content (eg, Dietary Quality and Adult Audiences – Gayle Coleman, Food Resource Management – Shelley King-Curry, Youth Audiences – Betsy Kelley, Diverse and Emerging Audiences – Teresa Curtis, Poverty and Food Security – Amber Canto) 
· English-language materials:  Review team members will be selected as available.
· Diverse Audience materials:   2 WNEP Coordinators and 2 Nutrition Educators, 2 of which must be members of the target audience’s heritage; these individuals will self-nominate and then be selected by the appropriate WNEP Diverse Audience Workgroup; selection will occur around the beginning of the WNEP fiscal year – October 1.  

What are the expectations for a reviewer? 
· Review materials for appropriateness of use with target audiences.
· Prepare for group review process by reviewing materials independently using WNEP checklists for Learn-While-You-Wait (displays and flipcharts) and Print materials (lesson plans, factsheet/handout, booklets) to review materials submitted.
· Participate in a WisLine (estimated time 1 hour) with the review panel to compare comments and develop feedback for the person(s) submitting the material. 
· Be willing to review educational materials throughout the year as needed. 

What can individuals submitting to this peer review process expect? 
· Person(s) submitting will get written, constructive feedback in English from the reviewers within 2 months of submitting materials (at least 2 months are needed since it is often difficult to find a time when all reviewers can meet via WisLine) 
· Feedback will acknowledge when requirements are fulfilled and distinguish between required changes and suggested modifications for adaptation or translation and finally inclusion in the database 
· Person submitting will have the opportunity to discuss feedback with Specialist(s) if desired 


What is the step-by step process for peer-reviewing materials for Statewide use?

1. WNEP Coordinator assesses material adapted by the Nutrition Educator for appropriateness for submission to the peer-review process.  If the WNEP Coordinator would like assistance with reviewing these materials another WNEP Coordinator may contribute to the review process.  

2. WNEP Coordinator or other Specialist submitting materials sends them the material in an electronic format (e-mail attachment or on CD) to either Gayle Coleman for English-language materials, or Teresa Curtis for materials to be used with Diverse Audiences.  Submit the materials with the cover sheet included at the end of this document.  

3. Specialist (Gayle or Teresa) sends Coordinator or other Specialists an e-mail acknowledging that the materials were received. 

4. Specialist will: 
a. 	Send materials to peer review team 
b.    Arrange a WisLine for reviewers to compare comments and draft feedback to the individual submitting. 

5. Reviewers review the materials using the appropriate criteria checklist (Display Teaching Materials checklist or Print Teaching Materials checklist) on their own and then participate in the WisLine for reviewers. 

6. After the WisLine, the Specialist summarizes the feedback and sends it to the individual submitting the material. 

7. Once changes have been received from the submitter, the Specialist will:
· Add English-language material to WNEP database or
· Add adapted material to the WNEP dataset or 
· Submit the material to Publishing for translation and then add translated material to WNEP database.




*Note that in most cases for WNEP “developed” means adapting existing materials into a new format such as a display. The only way that WNEP resources (staff time, financial resources) may be used to develop new materials is if the project is included in the state plan of work and approved by the USDA Food and Nutrition Service.


COVER SHEET
WNEP Peer-Review Process Request Form 

Please use this cover sheet when submitting materials to be included in the WNEP database.

Date:	_______________			Check if reviewed by WNEP Coordinator:   ___

Contact Information
Name:   _____________________			County(ies):  _____________________
Phone:   _____________________			Email:   __________________________

Material Information
Title:    ______________________________________________________________________
Format:  	Display   ___			Lesson Plan   ___		
Game/Activity   ___		Flip Chart   ___
		Handout/Brochure   ___	Other   ___

Are you submitting for:
	English Language Peer Review   ___
	OR
	Diverse Audience Peer Review   ___

	
	
	Please specify audience   _____________________

	
	
	Is this resource in the WNEP Database?  Yes or No



Target and Setting Audience:   _____________________

Teaching Topic:     _______________________________


Objective(s):




Description:




Please list any existing lessons or resources in the WNEP database that may be used as supporting materials:



Your peers will be using the following WNEP guidelines and checklists to review submitted materials.  These guidelines or checklists in PDF format can be found on the WNEP website, http://www.uwex.edu/ces/wnep/teach/index.cfm  .
· WNEP Peer-Review Criteria Checklist for Display Teaching Materials
· WNEP Peer Review Criteria Checklist for Print Teaching Materials
· How to Select and Use Recipes in Nutrition Education
· Guidelines for Providing Credit to SNAP-Ed on WNEP materials
· Guidelines for WNEP identification on materials
· Guidelines for UW Extension identification and inclusion of EEOA/ADA statements on materials


Thank you for your peer-review submission!
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