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RESEARCH PROJECT PEER REVIEW GUIDELINES

	


Introduction

Waka Kotahi NZ Transport Agency requires that all projects funded through its Research Programme undergo external peer reviews by at least two external peer reviewers. This process and the participation of peer reviewers are integral to the success of the Waka Kotahi Research Programme.

These Peer Review Guidelines together with the Peer Review Form have been issued to explain the peer review process and to ensure that Waka Kotahi receives a satisfactory report at the completion of a research project. 

When are peer reviews required?

Two peer reviews are required upon the completion of a research project and before the presentation of any final draft report to the Waka Kotahi Research Programme Co-ordinator for editing and publishing. Peer review may also be necessary after the completion of individual stages or tasks if specified as milestones in the approved research brief which is attached to the research agreement. 

Researchers are required to allow sufficient time for the peer reviews when preparing their research briefs. It is important that the time required for the peer review process does not affect the completion of a project by its due date.
Roles and responsibilities

Waka Kotahi Research Owner role

The Waka Kotahi Research Owner is responsible for approving the peer reviewers nominated by the researcher to undertake the peer reviews of the research report and any milestone peer reviews.

The Waka Kotahi Research Owner may also, at Waka Kotahi cost, seek a further peer review by a reviewer chosen by Waka Kotahi, where Waka Kotahi considers this is necessary for any reason.

Researcher responsibilities

The researcher, as agreed with the Waka Kotahi Research Owner, must organise and manage the peer reviewers and the peer review process and timing.

The research brief, negotiated and agreed with the Waka Kotahi Research Owner, must include a clear description of the peer reviews that will be undertaken during the course of the project, at what point those reviews will be completed, and by whom. The peer reviewers shall be expert peers or end-users of the research who have given their prior agreement to the project’s timeframe. This will contribute to the timely provision of peer review comments and/or advice.

In summary, when preparing the research brief the researcher, in consultation with the Waka Kotahi Research Owner, should ensure that the following arrangements have been made to fulfil the peer review process requirements:

· that suitable independent peer reviewers who have particular knowledge of the specific topic addressed by the project are selected

· that the timing of peer review milestones is identified in the project brief
· that written agreement is obtained from nominated peer reviewers to confirm that they will undertake the review within the proposed timeframe, using the Peer Review Agreement Form
· that peer review costs and disbursements (if applicable) are included in the total cost of the project.

During the course of conducting the research project, the researcher has the responsibility to ensure:

· that peer reviewers are kept informed of any significant variations or changes in scope to the project, as approved by Waka Kotahi
· that all documentation and communication between the researcher and peer reviewers relating to the peer review process of the research project is recorded and kept on file for future reference

· that the draft research report is forwarded to the nominated peer reviewers for review, together with a copy of this Peer Review Guidelines document and the Peer Review Sign-off Form, which should be completed as required by the researcher and the peer reviewers 

· that peer review comments are incorporated into the final draft report as agreed between the researcher and the peer reviewers

· that Peer Review Sign-off Forms have been completed and signed by both parties, confirming that all issues have been satisfactorily addressed, and that the final draft report is technically sound and delivers the agreed objectives and is now complete for publishing

· that the final draft report is forwarded to the Waka Kotahi Research Programme Co-ordinator together with a signed copy of each Peer Review Sign-off Form,
· that Waka Kotahi is notified of any issues relating to the peer review of the research project on which there is disagreement between the researcher and peer reviewer/s. Such notification should be presented either before or at the time the final draft report is presented.

NOTE—a peer reviewer is not to be a member of the project steering group. 

Roles of the peer reviewers

Overall, the roles of peer reviewers are:

1. to peer review the progress of a project, as specified in the approved research proposal, and to act as a mentor if required 

2. to peer review the researcher’s report upon completion of the project. Such review must satisfy the peer reviewers that the research project/report is technically sound and delivers the agreed research project objectives.  

These roles are explained in more detail below.

Review process

Milestone peer review

If there is a designated peer review milestone (or more than one) during the course of a research brief, the peer reviewers are to investigate progress, methodology and results to ensure that the project is on target and likely to meet the objectives set out in the approved research brief. Peer reviewers should forward any comments or concerns to the researcher. The Peer Review Sign-off Form can be used to indicate the progress of the peer review over the duration of the research project. 

Final peer review 

Upon completion of the research project the draft report is to be forwarded to the nominated peer reviewers together with a copy of the Peer Review Form. Peer reviewers are to submit any comments on the content of the report to the researcher. Any amendments agreed between the peer reviewer/s and the researcher should then be incorporated into the draft final report by the researcher, prior to its submission to the Waka Kotahi Research Programme Coordinator.  

Once the peer review process is complete such that the peer reviewers are satisfied their comments have been addressed and the research report is satisfactory, a Peer Review Sign-off Form for each peer reviewer is to be signed by both the researcher and the peer reviewer to certify that the report is technically sound and delivers the agreed research project objectives. 

It is then the researcher’s responsibility to forward the draft final report and the two signed Peer Review Sign-off Forms to the Waka Kotahi Research Programme Co-ordinator so that the report can be edited and prepared for publishing. 

Concerns or disagreements

Peer reviewers should consult with the researcher in the first instance should they have any concerns. However, because peer reviewers undertake peer review on behalf of Waka Kotahi, they should keep the Waka Kotahi Research Owner informed of any concerns or of any disagreement between the researcher and the peer reviewer/s about the research or the content of the report.

Confidentiality

Researchers provide information and documentation to peer reviewers on the understanding that intellectual property belonging to the researcher remains the property of the researcher. Such information and documentation are not to be distributed to third parties without the written permission of the researcher. Researchers provide information and documentation to peer reviewers on the understanding that peer reviewers will observe the confidentiality of the information and will not use it for their individual or organisation’s advantage.

Waka Kotahi’s rights

Waka Kotahi reserves the right, after considering the suitability of the nominated peer reviewers and research brief, to request that an alternative or additional peer reviewer is engaged. In addition, Waka Kotahi may appoint another person as a peer reviewer if a dispute occurs during a project. 

Waka Kotahi may also direct that additional review milestones be added to a research project’s schedule. 

Waka Kotahi reserves the right to obtain at its own cost, following the submission of the draft final report, a further peer review by a reviewer chosen by Waka Kotahi, where Waka Kotahi considers this necessary for any reason. 

Contact details

The Waka Kotahi Research Programme is managed from its National Office in Wellington. The Research Programme Co-ordinator’s contact details are:

Co-ordinator Research Programme 

Waka Kotahi NZ Transport Agency

50 Victoria St

Private Bag 6995

Wellington 6141
Ph 04 894 6160

Fax 04 894 6100

NZTAresearch@nzta.govt.nz  

www.nzta.govt.nz  
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	PEER REVIEW AGREEMENT FORM
Research Programme


This completed form confirms the peer reviewer’s availability to review draft reports, as presented by the researcher, for the project described below. It further confirms the reviewer’s understanding that confidentiality of the information contained within these draft reports will be observed. A copy of this agreement is to be submitted to the researcher, who will forward it to the Waka Kotahi NZ Transport Agency Research Programme Co-ordinator.  

	Project number:
	TAR 


	Project title:
	


	Peer reviewer name and details

	Peer reviewer:
	

	Organisation:
	

	Contact details
	

	Address:
	

	
	

	Phone:
	

	Fax:
	

	Email:
	


	Researcher name and details

	Project leader:
	

	Organisation:
	

	Contact details
	

	Address:

	

	
	

	Phone:
	

	Fax:
	

	Email:
	


I understand that each draft report, together with any other documentation supporting that report, submitted for peer review will remain the intellectual property of the researcher and is not to be distributed to third parties without the permission of the researcher. For review purposes I will observe the confidentiality of the information and will not use the information to the advantage of either my organisation or myself.

Peer reviewer signature:

Date:
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	PEER REVIEW SIGN-OFF FORM

Research Programme


This completed form confirms that the peer reviewer is satisfied that the researcher has adequately addressed the peer review comments. This form and the draft final report are to be submitted by the researcher to the Waka Kotahi NZ Transport Agency Research Programme Co-ordinator.

	Researcher name and details

	Project leader:
	

	Organisation:
	

	Contact details
	

	Address:

	

	
	

	Phone:
	

	Fax:
	

	Email:
	


	Peer reviewer name and details

	Peer reviewer:
	

	Organisation:
	

	Contact details
	

	Address:
	

	
	

	Phone:
	

	Fax:
	

	Email:
	


Project details

	Project number:
	TAR 


	Project title:
	


	Draft #
	Date submitted
	Date returned

	
	
	

	
	
	


Peer review completion

	Draft Peer reviewer comments (or as attached):




	Researcher comments (optional):




We are satisfied that all issues have been satisfactorily addressed in the draft final report, and that it is technically sound and delivers the agreed objectives. It is now complete for publishing.

Researcher signature:


Date:
Peer reviewer signature:

Date: 
PAGE  
5

