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Horses and Humans Research Foundation

Scientific Advisory Council
Reviewer Roles and Responsibilities

Your role is critical to ensuring the selection of high quality proposals for funding. Your primary responsibility is to review the applications and score them on proposal quality. You will be asked to review 1 – 6 applications per cycle, and you will have approximately 4 weeks to complete your review process.  The Horses and Humans Foundation will provide you with the following information and forms in electronic format prior to beginning your review process:


· Notice of Funding Availability
· Conflict of Interest Information
· Application Guidelines
· Application Checklist
· Applications

· Evaluation Forms
· Honorarium Invoice

Before you begin the review process, you should have thoroughly read the application guidelines and other background information provided by the Foundation.  This is essential in order to read and score each of the proposals you will have assigned to you.
Review Process

Review of the proposals is followed by preparation of a Proposal Evaluation Form, reflecting your opinion of the proposals. Several other reviewers will be reading and scoring the same proposals. This is referred to as a panel, although the panel will not meet during this process.

The Proposal Evaluation Form is an extremely important document because it is the primary source of information to analyze the merits of specific proposals when we make funding decisions.  We also use the forms to inform the applicant why their proposal was or was not successful.  Please pay particular attention to the specific instructions for completing the Proposal Evaluation Forms.

Reading and Reviewing the Proposals

       
1.  Criteria:  The sections on the Proposal Evaluation Form correspond to the principal criteria set forth by the Foundation in the application guidelines and is the “lens" through which you should review all aspects of the proposals. 
2. Proposal Evaluation Forms: These will help you appraise the proposals according to the criteria.  You will use the forms to record your comments and score applications.
You will rate each criterion on a numerical scale from one to five.  Your rating should reflect your opinion of the applicant's ability to successfully meet each criterion.  You should also describe specific strengths and weaknesses and identify issues that need to be clarified before a grant could be considered.  Record all of your comments on these worksheets. 

3.  Ratings and Comments: Provide detailed and comprehensive comments on each section of the form and provide a clear and concise rationale justifying the numeric score provided for that application. The numeric score and comments will help determine the proposal's final appraisal and are therefore, extremely important.   

Without question, reviewers' comments are the most important aspect of the review process. They will help to focus quickly on major issues for discussion and provide guidance to the Foundation Board members when making funding decisions. Reviewer comments provide constructive feedback to applicants -- both those receiving funds and those not -- and assist staff in negotiating final funding amounts with applicants.  We encourage you to provide sufficient comments to justify the objective score.   Please comment frankly.

We have designed an Overall Appraisal section to ensure that no aspect of a proposal that a reviewer believes is relevant is overlooked in the review process.  It is intended to serve as a "catch-all" for comments or points of concern/interest that are not otherwise reflected in the review and for highlighting major strengths and weaknesses.  Please note that there will be no "official" weight provided for this section; however, significant comments or issues identified in this section may, in some circumstances, factor into a proposal's final appraisal.

Please review the form carefully before you begin to read the proposals.

Tips for Reviewing

1.  Read and be completely familiar with the application guidelines and background    

     material.

2.  Read quickly through all the proposals once before completing forms on each.

3.  Do a thorough review of each proposal.

4.  Be objective.   Do not let your personal bias influence your appraisal. Even if 
you have preconceived beliefs regarding certain styles of research, that opinion 
should not affect your objective appraisal of the overall proposal. Review only 
what is included.
5.  Focus on substance rather than style. 
6. Make constructive comments. 

     Be sure to include both strengths and weaknesses. 

     Strengths are particularly important to note on weak proposals.  

     Applicants need to know what they have done well.
7. Use statements such as:


"The applicant did not adequately describe........."


"It is unclear whether......"


"The applicant should be asked to clarify…."

“The applicant did an excellent job thoroughly describing….”

8.  Ensure that the comments match the scores for each section. A section with a 

      low numeric score should include comments on the significant weaknesses. 

      Conversely, those with a high numeric score should include important strengths.
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