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User Guide for the CCIAF Online Scoring Tool

Welcome to the guide for the CCIAF online scoring tool. This tool helps improve work across
the government and the public sector. It allows for quick logging of assessments and peer
reviews..

This tool is designed to help drive improvement across the Government Commercial
Function (GCF) and wider public sector.

How This Guide Helps You
This guide offers tips and advice to help you get the most from the tool.

Key Benefits of Using This Tool

The tool automates the entire process, replacing the need for spreadsheets.
Easy registration for all users.

Step-by-step guidance is provided.

Quick data input and automated reporting.

Peer Review Process
e The tool simplifies the method of peer review for assessors.
e Secure permissions give you access to different thematic areas.
e A fully-contained peer review process, complete with an in-tool document library.




What can the user guide do for you?

This guide is designed to show a user how to:

e Register to use the Online Scoring Tool

e Manage users

e Updating cover sheet

e Navigate the site

e Add supporting evidence for an assessment
e Safely store sensitive information

e Log essential items in the document library

e Conduct a peer review

e Download a summary of the CCIAF




How to Register for the CCIAF Online Scoring Tool

If you're new to the tool, there are two ways to register:
1. Visit the CCIAF homepage and click on 'Register.’
2. Email the Government Commercial Function for a registration link.

PARY LW This iz a new service — your feedback will help us to improve it.

Commercial Continuous Improvement Assessment Framework (CCIAF)

CCIAF Scoring Tool

The Commercial Continuous Improvement Assessment Framework (CCIAF) tool can be used
by any public sector organisation which wants to benchmark its commercial maturity against
other public secter organisations.

Related content

How to use the Framework Scoring tool

This online tools lets you: Explanation of the Scaoring Modsl
How a Peer Assessment works

+ Complete and submit your assessmeant online
» Get peer reviewed

» Learn and develop best practices

« Share your scores with internal colleagues

How the information will be utilised

Please note: Mew registrations will be sent to the Cabinet Office or to your organisation
for verification. This process may take up to 3 working days.

OR  Sign into CCIAF

Explore the topic

The Governmeant Commercial Group is comprised of experts across UK Government to
ensure the optimal use of public funds and to share best practice across Departments, Arm's
Length Bodies and other organisations within the public sector.

One topic about it

Another topic about something
The final topic goes here




Requesting Access to the Tool

e In the '"Your Organisation' field, pick your organisation's name from the list if it's
already registered.

e If your organisation isn't listed, choose 'My organisation isn't listed' and then select
your organisation type from the options.

Organisation

My organisation isn't listed. v

Your organisation type

O
O
O
O
O
O
O

Central Government Department
Arms length body

Local Authority

NHS organisation

Police or other emergency service
Commissioning body

Other




How to Choose a Parent Organisation and Complete Registration

1. Look for your parent organisation's name in the dropdown. If it's there, select it.
2. If you can't find your parent organisation, choose 'My parent organisation isn't listed'
and type its name in the box provided.

Your registration will go to the team in charge. It may take up to two working days to process.
For any questions or issues with signing in, email cciafsupport@cabinetoffice.gov.uk.

Parent department
Leave this blank if your organisation does not have a parent department.

My parent organisation isn't listed. hd

Parent department name

Your organisation name

Password

Confirm your password

By signing up, you are on behalf of your department agreeing to the terms of service set out
in the Commercial Standards Data Sharing Agreement and the Privacy Notice.

| accept the above terms of service

Submit access request




What Happens After Registration

Once you finish registering, you'll see a confirmation page and get a confirmation email.

GCGO0237

Your request to register has been submitted.

What happens next

You will receive an email asking you to verify your email address. Following this, if your
organisation already has an assigned lead assessor, they will be able to approve you,

otherwise the Government Commercial Function will review your request to register your
organisation.

Checking for Verification Emails

Be aware that some department spam filters may direct verification emails to your spam

folder. If you don't receive a verification email, email cciafsupport@cabinetoffice.gov.uk.for
manual email verification.




Managing additional users

Once the lead user is registered they can add new users onto the tool.
To assign users to an assessment your organisation needs to have started an assessment.
Click ‘Assessments’

e If you haven't started your current assessment, you will need to click ‘create

assessment’
e |[f you have already started the assessment then open your current assessment

OFFICIAL - SENSITIVE

CCIAF Scoring Tool

vermnmment Commercial Function

Home External peer reviews Cl plans Sub-organisations Help Sign out

GUULVISNG IR This is a new service — your feedback will help us to improve it

Commercial Continuous Improvement Assessment Framework (CCIAF)

Assessments

Current assessments Related content

Commercial Continuous Improvement Assessment

Name Completed criteria Status
Government Commercial College

il iillis ol 2of 254 IN PROGRESS CCIAF Peer Review Guidance July 2022 (download)

CCIAF User Guide

Government Functional Standard GovS 008

Previous assessments

Name Date Score

There are no previous assessments to display.

Showing 1 to 0 of 0 results
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Click the Manage users tab in the left hand sidebar.

Here you can view all the users who have access to the tool.

To add a new user click the green button ‘add new user’.
Good to Know: the page you are currently on will be highlighted blue in the left hand Menu

OFFICIAL - SENSITIVE

CCIAF Scoring Tool

Government Commercial Function

Home External peer reviews Clplans Sub-organisations Help Sign out

BN ISR W This is a new service — your feedback will help us to improve it

Home > Assessments > Assessmeni overview > Manage users

Assessment overview M a n a g e u S e rS

Cover sheet
Cl plan » Help with managing users

Document library

I Manage users

User access settings

O Users must be assigned to a theme to view or edit it @ Users can view and edit all themes

Save changes

User list

Mame Jolb title Working on Raole Status Action
theme(s):

Alex Account Lead ACTIVE edit

Molly Goodman Lead edit

Simon Meredith Lead edit

test testeditor Dev Editor &
APPROVAL

=3
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You can select what permissions you want the user to have

e Admins can assign users to themes and edit themes
e Editors can only add content to themes they have been assigned to

Lead and admin users can assign users to specific themes. For example, If you only want
the user to be able to view and edit Theme 1 then select Theme 1. All the other themes will
be hidden to that user.

Once the lead user saves these changes the user will be validated and they will receive an

email and will be given access to log in to the CCIAF tool.

OFFICIAL - SEN SITVE
ot CCIAF Scoring Tool

Government Commercial Function

Homse Extomal peer reviews Clplane Sub-organiesbions Hedp Sgn out

L) NP This is @ new service — your fesdhack will help us o mprove it

Home > Asssssments » Assessment overview > Manages users 3 Creste 3 mew wsar

Create a new user

Cower sheel

i plan User details

Document ibrary

Manags ussrs

Assessment role

O Admin

The user can edit any theme, assign themes to others, and add and approve users

O Editor

The user can view and edt the specific themes they have been assigned.

First name
| |
Last name

Email address
This is their work email address

Job title
| |

Telephone number
Optiona

Telephone extension
Optiona
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Manage users - editing permissions and access to
the tool

Lead users can edit an individual user's access to the tool by clicking on the ‘edit’ link. From
there you can update the users permissions or deactivate them so they can no longer
access the tool

OFFICIAL - SENSITIVE
"

Government Commercial Function

CCIAF Scoring Tool

Home External peer reviews Clplans Sub-organizations Help Sign out

BTN This is a new service — your feedback will help us to improve it.

Home > Assessments > Assessment overview > Manage users

Assessment overview M a n a g e u S e rs

Cover sheet
Cl plan » Help with managing users

Document library

Manage users

User access settings

O Users must be assigned to a theme to view or adit it © Users can view and edit all themes

Save changes

User list

Name Job title Working on Role Status Action
theme(s):

Alex Account Lead ACTIVE edit
Emily Binnie Lead ACTIVE edit
Molly Goodman Lead ACTIVE edit

Simon Meredith Lead ACTIVE edit

test testeditor Dev Editor AWAITING edit
APPROVAL
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Resetting passwords

Home Assessments Externalpeerreviews Notifications Signin / Register

Signin  Register  Resetyour password

YARJLV.W This is a new service — your feedback will help us to improve it.

Commercial Continuous Improvement Assessment Framework (CCIAF)

Reset your password for CCIAF

To reset your password, enter your email address below and click "Rest password". You will then
receive an email with a link to enter a new password and complete your password reset.

Your email address

Reset your password

Enter your email address - you will then receive a link to set a new password.

Enter your email address and password and press ‘Sign in’ If your email address is not
recognised, contact your lead user.
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Sign in

CCIAF Scoring Tool

Government Commercial Function

Home Help Sign in / Register

Signin  Register  Reset your password

VAR VW This is a new service — your feedback will help us to improve it.

Commercial Continuous Improvement Assessment Framework (CCIAF)

Sign in to CCIAF Scoring Tool

Your email address

Your password

OR Register

Forgotten your password
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Cover sheet

You need to complete the cover sheet for your assessment. The cover sheet shows a
summary of your individual assessment

e The organisation being assessed
e Number of staff
e Its commercial spend

Here you can also submit any special requests you have for peer reviewers. The

Commercial Standards Team will take this into account when assigning your organisation a
peer reviewer.

OFFICIAL - SENSITIVE

CCIAF Scoring Tool

Government Commercial Function

Home External peer reviews Cl plang Sub-organisations Help Sign out

(LN This is a new service — your feedback will help us to improve it

Home > Assessments > Assessment overview > Cover sheet

Cover sheet

Assessment overview

Cover sheet

Cl plan The Commercial Continuous Improvement Assessment Framework (CCIAF) tool can be used by any public
sector organisation which wants to benchmark its commercial maturity against other public sector organisations.
Document library

Manage users

Organisation

Internal reference identifier Mo internal reference number supplied.
» Help with internal reference (Optional)

Crganisation type
Parent department

Mumber of staff
» Help with number of staff

Organisation overview

Commercial Spend Under Assessment

Third party spend covered by this assessment
Total non-pay addressable spend (For NHS)
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Completing your assessment

When you are ready to start completing the assessment, click into the Assessment
overview page.

You can complete the assessment in any order.
Depending on how your organisation and the peer reviewing organisation wants to work you
can submit individual criteria to peer review or you may want to complete the whole

assessment first before submitting for peer review.

You have to complete all 8 themes and they all have to have been peer reviewed before
submitting the assessment to the Cabinet Office

OFFICIAL - SENSITIVE

o]
Government Commercial Funclion

CCIAF Scoring Tool

Home Extemnal peer reviews Clplans Sub-organisations Help Sign out

VSN RS 7. This is a new service — your feedback will help us to improve it.

Home > Ascessments » Assessment overview

Print summary Export to Excel

Assessment overview Assessment Ove Wiew

Cover sheet

Clplan CCIAF reference: AD0501 | Cohort: N/A | Your organisation: Alex Test Org

(%) Show all sections
Document library

Manage users

Theme 1: Commercial Strategy, Planning and Governance INPROGRESS () Show
Theme 2: Commercial Capability and Resourcing IN PROGRESS  (¥) Show
Theme 3: Commercial Lifecycle Define: pre-procurement IN PROGRESS () Show
Theme 4: Commercial Lifecycle Procure: procurement and IN PROGRESS () Show

contracting

Theme 5: Commercial Lifecycle Manage: contract INPROGRESS | ) Show
management

Within each theme you can quickly see next to the practice area how many criteria have
been sent for peer review

The current rating is the score that you have achieved in your self assessment so far. This
will update when you add more attainment levels into the Theme.
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You must select a ‘desired rating’ so that comparisons can be made between the desired
and achieved rating.

OFFICIAL - SENSITIVE

Government Commercial Function

CCIAF Scoring Tool

Home External peer reviews Clplans Sub-organisations Help Sign out

LNy =T This is a new service — your feedback will help us to improve it.

Home > Assessments » Assessment overview .
nome > Assessments > Print summary Export to Excel

Assessment overview ASSeSS me nt Ove rVi ew

Cover sheet

Cl plan CCIAF reference: A00501 | Cohort N/A | Your organisation: Alex Test Org

(=) Show all sections
Document library

Manage users

Theme 1: Commercial Strategy, Planning and Governance IN PROGRESS (3 Hide
Current rating: In development (0%) Desired rating:
1.1. Overall commercial strategy and plan 1PfEfé|§%NETwFED§
1.2. Commercial pipeline and planning IHTASENTECR
1.3. Commercial governance and management framework OJEERSEEEIE%R
1.4. Commercial leadership and senior ownership DP}E%Iis%TETVIFE[;L‘R

If you are not completing a practice area as part of this assessment then you can select ‘no’

assmnoenien 9.4 SUPPLlY chain, inventory management
| stock control (NHS Only)

Cl plan

Document library

Submitting an assessment for this practice area? ®vYes O No Practice Area Score: 53%
Manage users

» Help completing_the Practice Area
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Criteria status and filtering

You are able to filter the criteria within each practice area:

a)
b)
c)

d)

Not started = no attainment level has been set or supporting evidence attached

In progress = attainment level has been set

Internal checks = The user completing the criteria has marked it ready for internal
checks. This is so the Assessment lead can review before it is sent to peer review.
This is optional, you do not need to mark a criteria as ready for internal checks for it
to be able to be sent to the peer reviewer

Submitted for peer review = the criteria and any supporting evidence has been
submitted to the peer reviewer. Documents will be viewable by the peer reviewer if
their status has been set to ‘published’

Peer review complete = the peer reviewer has now finished completing the peer
review for a criteria

Peer review query = the peer reviewer has requested more information / clarification

You can also see the status of each criteria in the criteria status

Criteria Filters

SULUUEIN Mot started  In progress  Internal checks  Submitted for peer review

Marked as Peer reviewed  Peer review Query

Rating of Criteria: Good (©) Show all sections

Criteria 1.1.1 Criteria status: SUBMITTED FOR PEER REVIEW

The organisation has a documented overall commercial strategy, development plan, resource plan and,
where applicable, a blueprint (these may be combined or separate documents, but should be integrated
within an averall strategy)

Not or seldom meeting V‘ Submit for internal checks

Supporting evidence ) Show

Attach a document () Show

Submit for peer review
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Supporting evidence

For each criteria you need to:

i) select an attainment level in the dropdown box
ii) add supporting commentary to say what you are doing to meet the criteria

ii) attach any supporting documents and / or links

Rating of Criteria: Good ) Show all sections

Criteria 1.1.1 Criteria status: SUBMITTED FOR PEER REVIEW

The organisation has a documented overall commercial strategy, development plan, resource plan and,
where applicable, a blueprint (these may be combined or separate documents, but should be integrated
within an overall strategy)

Mot or seldom meeting + Submit for internal checks

Supporting evidence (=) Hide

Summary of supporting evidencs:

Enter your supporting evidence up to 131071 characters here...

Please enter a minimurm of 20 characters and a maximum of 131071 characters

testing component View Details  Download

Attach a document %) Show

Submit for peer review
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Attaching multiple documents to multiple criteria

You can upload documents in two ways.
i) You can upload documents within the document library and attach them to the relevant

criteria
ii) you can attach documents within the criteria underneath the supporting commentary box

Uploading documents in the document library

Click ‘add new document’

OFFICIAL - SENSITIVE

e

Government Commercial Function

CCIAF Scoring Tool

Home External peer reviews Clplans Sub-organisations Help Sign out

RN SGIS RN This is a new service — your feedback will help us to improve it

Home > Assessments > A t overview » Document library

Assessment overview Docu ment Iibrary

Cover shest
Cl plan » Help with the document library

Document library
Search for document name

Manage users

Search Clear

Add new document

Personal document library Organisation document library

Personal documents

Date File name Type Uploaded Referenced Status Publigh for Share with
by in criteria peerreview  your
Select all O Organisation?

Showing 1 to 0 of 0 results
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Click ‘choose files’ this will open up a box where you can select multiple documents by
holding down the ctrl key on your keyboard.

o g o -
To make this viewable to the external Peer reviewers select the 'Published' optien or to keep this only visible to
‘Internal’ users select 'Un-published

Assessment overview
|

€ Open X
CLASSIFICATION REMINDER
1+ ¥ 5 ThisPC » Downloads v [V] 2 Search Downloads
This service is only certified to handle information up to official-sensitive. Please avoid uploading
Organise » New folder e W @ anything with a higher classification than this
Name Date mm:liﬁedu ~
o Quick access
9 Desktop o v Yesterday (2) Upload afile | Attach a link
# Downloads » &| cogcg--redesign.sandbox.my.site.com_cciaf_C...  19/09/2023 12:02
2D " - &| cogcg--redesign.sandbox.my.site.com_cciaf_C...  19/09/2023 12:01 Files added
= ocuments
& Pictures + ¥ Llastweek (11)
} Music e T T T RS e 112 5 Commercial Continuous Improvement Framework (CCIAF) Show & Tell Report Two Private to Public Beta
July 13th 2023.pdf
B Videos Commercial Centinucus Imprevement Framew... 0
@@ Private beta round 2 _ 3 - UATtest - SA, Clplan ...  11/09/2023 15:52 Commercial Continuous Improvement Framework (CCIAF) Show & Tell Report Two Private to Public Bata
“ This PC @ 2023-09-11 - CCIAF Post Assessment Assessor .. 11/08/2023 15:5 July 13th 2023 (1).pptx
@ Network @ Private beta round 2 _ 3 - UAT test - 5A, Clplan ...

m 2023-08-11 - CCIAF Post Assessment Ascessor .., Upload a file

Commercial Continucus Improvement Framew... /0%
< >

File name: | "Private beta round 2 _ 3 - UAT test - v| All Files -

Select one or more file here  Choose files

You can attach these documents to multiple criteria where it is relevant.

In order to upload any selected files you must click the attach document button at the
bottom of the section and select the relevant checkboxes for whatever Practice Area
and Criteria within each said Practice Area.

Attach this document to Practice Area and/or Criteria

This section allows you to attach this document to single or multiple Practice Areas and Criteria.

Hide il sec

Theme 1. Commercial Strategy, Planning and Governance Hide
Practice areas

1.1. Overall commercial strategy and plan

1.1.1 The organisation has a documented owerall commercial sirategy. development plan, resource plan and. where
applicable, a blueprint (these may be combined or separate documents, but should be integrated within an overall strategy)

1.1.2 The commercizl strategy and plans are aligned to organisational objectves, applicable policy, reflect organizational
priorities, are reviewed at least annually and are communicated to commercial teams.

D 1.1.3 The commercial strategy is developed in consultation with and communicated to relevant senior stakeholders from
across the organisafion and where applicable wider public sector organisations and is approved by the organisation's
board or equivalent
1.1.4 Prograss in defivering to the commercizl strategy, development plan and resource plan in line with the organisation
strategy is defined, measured, communicated and is regulardy reviewed by the commercial tesm and the organisation's

board or equivalent

1.1.5 The commercial strategy incorporates short-medium and long-term targets in line with leading industry practice, and
both commercial strategy and delivery plan are included in the overall organisation strategy and organisation plans

[] 1.2. Commercial pipeline and planning
[] 1.3. commercial governance and management framework

|:| 1.4. Commercial leadership and senior ownership

Theme 2. Commercial Capability and Resourcing Hide
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Select whether you want the document/s to be Published or Unpublished

Published = when criteria is sent to the peer reviewer they will be able to view the
documents attached to it

Un-published = Only the person / organisation uploading the document can view it

Publish settings

The document will only be visible in the assessment by external Peer Reviewers
once it is set to "published"” status.

Published O Un-published
(visible to everyone who has access) {only visible internally)

You can view all the documents that have been uploaded and check their status in the
document library.

All documents uploaded will go into your personal document library. To make these visible to
other people in your organisation who have access to the tool you will need to click ‘share
with your organisation next to the documents. You can also do this quickly for all documents
by clicking the ‘select all checkbox’ in the share with your organisation column

To quickly change the status of the document to ‘published’ you can check the box in the
‘Publish for peer review’ column. You can ‘select all’ if you need to change all of them.
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Document library

» Help with the document library

Search for document name

Search Clear

Add new document

Parsonal document library Organisation document library

Personal documents

Date File name Type Uploaded Referenced Status Publish for  Share with
by in criteria peer review  your
SelectallC  Organisation?

20/09/2023 Private beta round PDF Mally PUBLISHED
2 3-UATiest- Goodman O
SA,_Cl plan and
peer review (2}

Update sharing settings

1 Showing 1 to 1 of 1 results

| want to upload multiple documents but they aren’t all related to the same criteria -
how do | do that?

You can attach documents in the same way above. Leave the ‘attach this document to
Practice Area / Criteria Area’ blank.

Select whether you want the documents to be published or unpublished. Click save changes
and you will see the documents that have been uploaded. The ‘referenced in criteria column

will be blank.

You can assign them to criteria later by clicking on the file name. This will take you to the
‘manage single document’ page where you can attach it to multiple criteria.
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Uploading documents within the criteria

You may prefer to upload documents within the criteria as and when you are completing
them.

Click ‘attach document’. You can upload document/s to multiple Practice Areas or Criteria by
selecting the checkboxes.

In order to upload any selected files you must click the attach document button at the
bottom of the section and select the relevant checkboxes for whatever Practice Area
and Criteria within each said Practice Area.

Attach this document to Practice Area and/or Criteria:

This section allows you to attach this document to single or multiple Practice Areas and Criteria.

Theme 1. Commercial Strategy, Planning and Governance
®) Hide

Practice areas

1.1. Overall commercial strategy and plan

1.1.1 The organisation has a documented overall commercial strategy, development plan, resource plan
and, where applicable, a blueprint (these may be combined or separate documents, but should be
integrated within an overall strategy)

1.1.2 The commercial strategy and plans are aligned to organisational objectives, applicable policy, reflect
organisational priorities, are reviewed at least annually and are communicated to commercial teams.

The Save changes button and Attach document button will save changes made for all the
criterion (if attaching documents/links, you must select the relevant Practice Areas and
Criteria as aforesaid).

Publish settings

The document will only be visible in the assessment by external Peer
Reviewers once it is set to "published" status.

Published O Un-published
(visible to everyone who has access) (only visible internally)

Attach document

SEVENe Il Submit for peer review
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You will be able to see all documents that have been attached to a criteria underneath the
supporting evidence box.

Supporting evidence (») Hide

Summary of supporting evidence:

Enter your supporting evidence up to 131071 characters here...

Please enter a minimum of 20 characters and a maximum of 131071 characters

testing component View Details  Download

Removing a document

To remove a document you need to click the file name link.

Personal document library Organisation document library

Personal documents

Date File name Type Uploaded Referenced Status Publizh for Share with
by in criteria peer review  your
Select all = Organisation?

200092023 Private betaround  PDF Molly PUBLISHED
2 3-UATtest- Goodman
O
SA, _Cl plan and

peer review (2}

This will open up the ‘manage single document’ page. At the bottom you can click remove
document.
Remove the document

You can remove a document from the assessment by clicking the button below. This action will DELETE the
document permanently and irreversibly and remove it from all Practice Areas or Criteria it is attached to.

Remove document
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Submitting to peer review

You can submit each criteria individually to the peer reviewer. Once you are happy the
criteria is complete you can click ‘submit to peer review’.

Criteria 1.1.1 Criteria status. SUBMITTED FOR PEER REVIEW

The organisation has a documented overall commercial strategy, development plan, resource plan and,
where applicable, a blueprint (these may be combined or separate documents, but should be integrated
within an overall strategy)

Not or seldom meeting V‘ Submit for internal checks

Supporting evidence ) Show
Attach a document ! Show

Submit for peer review

You will notice that the criteria status will change to ‘submitted for peer review’.

The peer reviewer will be able to view this criteria, the attainment level, the supporting
evidence and any documents and links you have attached. In order for the peer reviewer to
see the documents they will need to be set to ‘published’.

You can also wait to submit to the peer reviewer after you have completed the whole
assessment depending on how you decide to work with the peer reviewing organisation.
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Peer review Query

If the peer reviewer has queried for more information you can access this via the peer review
query tab. You can action them by clicking on the link which will take you to the criteria that
has been queried.

Peer review queries

Below is a list of Indicators that have been peer reviewed and queried. Please review and action as appropriate.

You can access the Indicator by clicking on the Criteria link. This will open in a new tab.

Criteria 1.1.1 Attainment: PARTIALLY MEETING

The organisation has a documented overall commercial strategy, development plan, resource plan and, where
applicable, a blueprint (these may be combined or separate documents, but should be integrated within an overall
strategy)

Peer review comments: Further supporting evidence required to suggest an attainment

The status of the criteria will also change to ‘peer review query’.

Rating of Criteria: Good () Show all sections

Criteria 1.1.1 Criteria status: PEER REVIEW QUERY

The organisation has a documented overall commercial strategy, development plan, resource plan and,
where applicable, a blueprint (these may be combined or separate documents, but should be integrated
within an overall strategy)

Partially meeting

Supporting evidence () Show
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Internal governance

You need to decide internally whether you agree with the peer reviewers score or not.

If the peer reviewer's score is different to your self assessing score and you agree with it
then you need to go back and update your attainment score within the criteria.
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Submitting the Assessment to the Cabinet Office

Once you have completed your internal governance you can submit to the cabinet
office.

Once the peer review has been completed you will be able to submit the assessment to the
Cabinet Office.

Note: You will only be able to check the final sign off box once the peer review is complete. If
any criteria remains in a peer review query or has not yet been peer reviewed you will not be
able to complete the final submission to the Cabinet Office.

(= Hide all sections

Submit assessment INCOMPLETE @ Hide

The ‘Final sign off’ can only be ticked by the lead user for an organisation and is the last check before the
completed version of the assessment is sent to the Cabinet Office.

D Final sign off: Confirm this assessment is finalised and ready for submission to Cabinet Office

Save and submit your assessment

You will receive a confirmation of your submission via email.

AN This is a new service — your feedback will help us to improve it.

Assessment complete

Your reference number A00501

What happens next

Your assessment has been submitted to the Cabinet Office.
‘You can now complete your Continuous Improvement Plan.

What did you think of this service?
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Conducting a peer review

A peer review can take place when the self assessing organisation has submitted to peer
review (either at criteria level or the whole assessment).

The assessment lead will be notified via email which organisation your organisation will be
peer reviewing approximately 2 weeks after the self assessment has launched.

When clicking on the ‘external peer review’ tab you can click on the organisation link. You
will be able to view any criteria the organisation has submitted to peer review.

You will not receive email notifications when every criteria is submitted due the amount of
emails you would receive. The assessment lead will receive an email once the whole
assessment has been completed. However we recommend that the peer reviewer checks
the assessment at least once a week to review any criteria that has been sent to peer
review.

CCIAF Scoring Tool

Govemnment Commercial Function

Home Assessments Cl plans Sub-organisations Help Sign out

BN ISP This is a new service — your feedback will help us to improve it.

Commercial Continuous Improvement Assessment Framework (CCIAF)

External peer reviews

Current peer reviews Related content

_— - Commercial Continuous Improvement Assessment
Organisation Completed criteria Status ~ommercia’ -ontinuous Improvement Assessment

Government Commercial College

Peer Review Org - June 2023 0 of 243 NOT STARTED CCIAF Peer Review Guidance July 2022 (download)

CCIAF User Guide
Government Functional Standard GovS 008
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You can view the organisation's assessment in the overview page. Here you can click into all
8 themes, Practice areas and Criteria. Any supporting evidence and links will be attached to

the criteria to which they support.

Home Assessments Clplans Sub-organisations Help Sign out
. YOUAREREVIEWING ANOTHER ORGANISATION'S ASSESSMENT

AV RIS This is a new service — your feedback will help us to improve it.

Home » External peer reviews > Peer review overview

Peer review overview

I Peer review overview

Peer review queries
Cover sheet CCIAF reference: AQ0487 | Cohort: N/A | Your organisation: Peer Review Org
() Show all sections

Theme 1: Commercial Strategy, Planning and Governance IN PROGRESS @ Show

Theme 2: Commercial Capability and Resourcing IN PROGRESS () Show

Theme 1: Commercial Strategy, Planning and Governance INPROGRESS @ Hide

Current rating: Good (50%) Desirad rating: N/A

i 0/5 SENT FOR
1.1. Overall commercial strategy and plan R BT

717 SENT FOR

1.2. Commercial pipeline and planning SRS
i 11/ 11 SENT FOR
1.3. Commercial governance and management framework S

i i i i 9/9 SENT FOR
1.4. Commercial leadership and senior ownership e BT
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As a peer reviewer you can either agree with the attainment level, disagree and suggest a
different attainment level or query for more information.

The Criteria status will only change to ‘marked as peer reviewed’ when you select ‘yes’ or
‘no’ to the question ‘Has the organisation met the attainment level selected?’. If you select
‘no’ you need to input your suggested attainment level with a comment in the peer
review comment box.

Once the self assessing organisation has actioned a peer review query you will need to state
‘yes’ or ‘no’ to this question in order to complete the peer review for that criteria.

; i Criteria Filters
Peer review overview

Peer review queries Show all Submitted for peer review  Marked as Peer reviewed  Peer review Query
Cover sheet : . .
Rating of Criteria: Good (+) Show all sections

(+) Theme 1

Criteria1.1.1 Criteria status: PEER REVIEW QUERY
(+) Theme 2

The organisation has a documented overall commercial strategy, development plan, resource plan and,
() Theme 3 where applicable, a blueprint (these may be combined or separate documents, but should be integrated
) Theme 4 within an overall strategy)
() Theme 5 Partially meeting
(¥) Theme 6

Supporting evidence (=) Hide
(¥) Theme 7
(¥) Theme 8

Summary of supporting evidence:

Overall commercial strategy and development plan are integrated within overall strategy

encoded-20230519134044 View Details  Download

Peer review:
Has the organisation met the attainment level selected?

Select one option.

O Yes, | agree with the attainment level

No, | would suggest the following attainment level
Please note: you can increase or decrease the attainment level

@ Query: Requires more information or clarification from the organisation

Peer Review Comment

Further supporting evidence required to suggest an attainment
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You can view all the peer review queries in the peer review queries ‘tab’.

& CCIAF Scoring Tool

Government Commercial

Function Home Assessments Clplans Sub-organisations Help Sign out

SNSRI PN This is a new service — your feedback will help us to improve it.

Home > External peer reviews > Assessment overview > Peer review queries

Peer review overview Peer reView q ueries

Peer review queries

Cover sheet Below is a list of Indicators that have been peer reviewed and queried. Please review and action as appropriate.

You can access the Indicator by clicking on the Criteria link. This will open in a new tab.

Criteria 1.1.1 Attainment: PARTIALLY MEETING

applicable, a blueprint (these may be combined or separate documents, but should be integrated within an overall
strategy)

Peer review comments: Further supporting evidence required to suggest an attainment
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Continuous Improvement plan

Once you have Submitted the assessment you will be able to ‘make a new Cl plan’.

Click ‘Cl plan’. If you have completed a previous Cl plan you can click the ‘make a copy’ link,
this will populate the new ClI plan with the information you populated in the previous one. You
may want to do this if not much has changed.Once you have clicked ‘make a copy’ you will
see a Cl Plan in the ‘Current Continuous Improvement Plans’ list.

Alternatively you can click the ;make a new CI plan green button’. This will be a blank CI
plan for you to populate.

VLN ISR= 1AW This is a new service — your feedback will help us to improve it

Commercial Continuous Improvement Assessment Framework (CCIAF)

Continuous Improvement Plans

» Help with copying an existing Cl Plan Related content

Commercial Continuous Improvement Assessment

Current Continuous Improvement Plans
Government Commercial College

CIP Name Date Created Latest Update Related Assessment CCIAF Peer Review Guidance July 2022 (download)
CCIAF User Guide
Government Functional Standard GovSs 008

CIP_00000091 21/09/2023 21/09/2023 A00501

Previous Continuous Improvement Plans

CIP Name Date Created Latest Update Related Assessment Copy Cl Plan

CIP_ 00000089 21/09/2023 21/09/2023 A00501 Make a copy of plan

The CI plan will have a deadline. Once this deadline has passed you will not be able to edit
that version of the ClI plan.
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To populate the CI plan you need to add an improvement area by clicking the grey button
‘add new improvement area’. You can then select which Practice Area and Criteria the
improvement area is related to.

Cl plan owner name | |

Cl plan owner email address | |

Date of Cl plan

| dd/mm/yyyy = |
Date of previous ClI plan | dd/mm/yyyy ) |
Name of approver | |
Position of approver | |
Cl plan end date | dd/mm/yyyy o |

Add new improvement area

(~) Show all sections

To add milestones to your Cl Plan you will need to select the grey ‘add new milestone’ button
within the improvement area.

Add milestone

List Key Milestones

Target completion
Enter estimated completion date

| dd/mm/yyyy B |

Milestone RAG Rating

| --None-- ~ |

Remove
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Rebaselining

You will be asked to complete a rebaselining of your Assessment approximately 12 months
after you completed your initial Self Assessment.

Rebaselining is an informal assessment. This means it will not be peer reviewed and it is not
mandatory to supply supporting evidence.

Rebaselining is an opportunity for you to update any attainment scores you feel have been
improved based on your continuous improvements efforts to see the impact it has on your
organisations score.

You do not need to update the attainment scores for all of the criteria. The criteria
attainment scores in the rebaseling are automatically set to the score you assigned it within
the initial self assessment, therefore if no improvements have been made you do not need to
do anything.

Steps to complete your rebaseline

1. Check any criteria that you have mentioned in your Cl plan (if you have completed
one), they are highlighted with the green tags “included in your ClI plan”

2. Decide whether you need to update your attainment score based on any
improvements made

3. Add any supporting evidence (commentary and documents) if you wish to do so. We
recommend this as it will make it easier for you when you come to complete your
next Self Assessment

4. Consider any other improvements you have made that may not have been
mentioned in your Cl plan and update the attainment level.

5. Once you have completed this you can submit your rebaseline to the Cabinet Office

When it is time to complete your rebaseline go to the ‘Assessments’ tab and click ‘create
rebaseline’.

Creating a rebaseline will not override your assessment.
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OFFICIAL - SENSITIVE

CCIAF Scoring Tool

Government Commercial Function

Home External peer reviews Cl plans Sub-organisations Help Sign out

Current assessments Related content
Name Completed criteria Status Rebaselining assessment  CCmmercial Continuous improvement Assessment

Government Commercial College

Alex Test Org - 254 of 254 COMPLETE Create rebaseline CCIAF Peer Review Guidance
October 2023

CCIAF User Guide

Government Functional Standard GovS 008

Once you have clicked ‘create rebaseline’ you will be taken to the rebaselining overview. On
the left-hand side navigation you can access all the relevant information related to your
Assessment.

Your Overall Assessment score is the overall score for your current Assessment. The
Rebaseline score will start at the same score, once you update your attainment levels and
save your progress this will increase.

To quickly action the criteria that have been mentioned in the Cl plan (if you have completed
one) you can click into the Themes and Practice Areas that state ‘included in Cl plan’
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OFFICIAL - SENSITIVE
i

Govemment Commercial Function

CCIAF Scoring Tool

Home External peer reviews Clplans Sub-organisations Help Sign out

Rebaselining overview

Assessment overview

Cover sheet
CCIAF reference: A00524 | Cohort: N/A | Your organisation: Alex Test Org
Cl plan

e T ¥ Help with your rebaseline

Document library Your rebaselining is an informal assessment and is to reflect the improvements you have made since your last
self assessment. This means it will not be peer reviewed and it is not mandatory to attach supporting
evidence. There is the option to attach supporting evidence so that it is easier to complete your formal
assessment next time round and we would recommend you doing so.

Manage uzers

You only need to update the criteria you have made improvements to - you are not expected to update all the
attainment levels, in the rebaselining, they are automatically set to the assessment score.

Overall assessment rating: Overall rebaseline rating:
Good 50% Good 50%

Rating from Alex Test Org - October 2023 assessment.  Rating generated after rebaslining attainment selected
(&) Show all sections

Theme 1: Commercial Strategy, Planning and Governance B © show

Theme 2: Commercial Capability and Resourcing o0 IEELTHET ) Show

You can update your attainment score in the rebaseline attainment box. After clicking save
you will notice your overall rebaseline score increase.

You can see the original assessment attainment score as well as the supporting evidence
provided. You can’t amend or change this.

You can provide new supporting evidence for your rebaseline in the ‘rebaselining evidence’
textbox. Providing supporting evidence for your rebaselining is not mandatory but is
recommended.
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Rating of Criteria: Good &) Show all sections

Criteria 1.1.1 Rebaseline status: NOT INCLUDED IN Cl PLAN

The organisation has a documented overall commercial strategy, development plan, resource plan and,

where applicable, a blueprint (these may be combined or separate documents, but should be integrated
within an overall strategy)

Original attainment. PARTIALLY MEETING Rebaseline attainment: Partially meeting ~

Supporting evidence () Hide

Summary of supporting evidence:

The organisation has a documented overall commercial strategy, development plan, resource
plan and, where applicable, a blueprint {these may be combined or separate documents, but
should be integrated within an overall strategy)

Rebaselining evidence (=) Hide

Summary of rebaselining evidence:

Enter your supporting evidence up to 131071 characters here__.

Please enter a minimum of 20 characters and a maximum of 131071 characters

Attach a document (%) Hide

To Attach documents you can follow the same instructions in the ‘Attaching multiple
documents to multiple criteria’ section above.

Once your organisation has completed the rebaseline you can submit this to the Cabinet
Office. Only the CCIAF organisation Assessment Lead should submit this to the Cabinet. At
the bottom of the rebaseline overview you can click the green ‘submit your rebaseline’
button.
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(3 Hide all sections

Submit rebaseline (A Hide

Only the lead user for an organisation can submit a reabaseling and is the last check before finalising your
rebaseline.

Submit your rebaseline

You will receive a confirmation page that notifies you that you have submitted the rebaseline.
You will be able to continue with your next round of continuous improvements.

CCIAF Scoring Tool

sovernment Commercial Function

Home Assessments FExternal peer reviews Clplans Sub-organisations Help Sign out

SN 1S W This is a new service — your feedback will help us to improve it

Related content

Re basel i ne A00524 Commercial Continuous Improvement Assessment

Government Commercial College

Your rebaseline has been submitted. CCIAF Peer Review Guidance

CCIAF User Guide

Government Functional Standard GovS 008

What happens next

You can continue with your next round of continuous improvement.
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Rebaselining - NHS

NHS organisations complete two rebaselines.

When the second rebaseline period opens you will see an ‘update rebaseline’ button next to
your rebaseline assessment.

Creating a second rebaseline will not override your assessment or your previous
rebaseline.

VN =Y. This is a new service — your feedback will help us to improve it.

Commercial Continuous Improvement Assessment Framework (CCIAF)

Current assessments Related content
Name Completed criteria Status Rebaselining assessment  _omMercial Continuous Improvement Assessment

Government Commercial College

Alex Test Org - 254 of 254 COMPLETE e s
October 2023 Update rebaseline CCIAF Peer Review Guidance

CCIAF User Guide

Government Functional Standard Govs 008

Rebaselining Alex Test 254 of 254 IN PROGRESS
Org - October 2023

Previous assessments

Name Date Score
Alex Test Org - September 2023 08/09/2023 50%
1 Showing 1 to 2 of 2 results

After clicking ‘update’ rebaseline you will be taken to the rebaseline overview. You will be
able to see your Assessment score, your initial rebaseline score and your overall rebaseline
score. As you update your attainment scores and save your progress you will notice the
overall rebaseline score increase.

You do not need to update all the criteria in your rebaseline. You only need up update
the criteria your organisation has made improvements on.
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Rebaselining overview

Assessment overview
CCIAF reference: A00524 | Cohort: N/A | Your organisation: Alex Test Org

Cover sheet
Cl plan ¥ Help with your rebaseline
Rebaseline overview Your rebaselining is an informal assessment and is to reflect the improvements you have made since your last

self assessment. This means it will not be peer reviewed and it is not mandatory to attach supporting
evidence. There is the option to attach supporting evidence so that it is easier to complete your formal
Manage users assessment next time round and we would recommend you doing so.

Document library

You only need to update the criteria you have made improvements to - you are not expected to update all the
attainment levels, in the rebaselining, they are automatically set to the assessment score.

Overall assessment rating:  Initial rebasline rating: Overall rebaseline rating:
Good 50% Good 50% Good 50%
Rating from Alex Test Org - October Rating from your first rebaseline - Rating generated after rebaslining

2023 assessment. Qctober 2023, attainment selected.

(%) Show all sections

Theme 1: Commercial Strategy, Planning and Governance R L D ® Hide

IN CI PLA

Current rating: Good (50%) Rebaseline rating: Good (50%) Desired rating: N/A
1.1. Overall commercial strategy and plan 0/5 ICI“IICPLLUADNED IN
1.2. Commercial pipeline and planning 0/7 INCLUDED IN

You can update the rebaseline attainment in the ‘rebaseline attainment’ dropdown. You can
see the original attainment score and the initial rebaseline score for comparison.

Rating of Criteria: Good ©) Show all sections

Criteria 1.1.1 Rebaseline status:  NOT INCLUDED IN CI PLAN

The organisation has a documented overall commercial strategy, development plan, resource plan and
where applicable, a blueprint (these may be combined or separate documents, but should be integrated
within an overall strategy)

Original attainment: Initial rebaseline attainment: Rebaseline attainment.
PARTIALLY MEETING PARTIALLY MEETING Partially meeting v
Supporting evidence () Hide

Summary of supporting evidence:

The organisation has a documented overall commercial strategy. development plan, resource
plan and, where applicable, a blueprint (these may be combined or separate documents, but
should be integrated within an overall strategy)

Untitled (7) View Details  Download
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You will be able to see the previous supporting commentary from the initial assessment and
any commentary provided for the initial rebaseline.

Summary of supporting evidence:

The organisation has a documented overall commercial strategy, development plan, resource
plan and, where applicable, a blueprint (these may be combined or separate documents, but
should be integrated within an overall strategy)

Untitled (7) View Details  Download

Rebaselining evidence (*) Hide

Initial Summary of rebaselining evidence:

Enter your supporting evidence up to 131071 characters here. ..
%~
Please enter a minimum of 20 characters and a maximum of 131071 characters
Summary of rebaselining evidence:
Enter your supporting evidence up to 131071 characters here...
%~
Please enter a minimum of 20 characters and a maximum of 131071 characters
Attach a document ® Hide

To Attach documents you can follow the same instructions in the ‘Attaching multiple
documents to multiple criteria’ section above.

Once your organisation has completed the rebaseline you can submit this to the Cabinet
Office. Only the CCIAF organisation Assessment Lead should submit this to the Cabinet. At
the bottom of the rebaseline overview you can click the green ‘submit your rebaseline’
button.
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(3 Hide all sections

Submit rebaseline (A Hide

Only the lead user for an organisation can submit a reabaseling and is the last check before finalising your
rebaseline.

Submit your rebaseline

You will receive a confirmation page that notifies you that you have submitted the rebaseline.
You will be able to continue with your next round of continuous improvements.

CCIAF Scoring Tool

sovernment Commercial Function

Home Assessments FExternal peer reviews Clplans Sub-organisations Help Sign out

SN 1S W This is a new service — your feedback will help us to improve it

Related content

Re basel i ne A00524 Commercial Continuous Improvement Assessment

Government Commercial College

Your rebaseline has been submitted. CCIAF Peer Review Guidance

CCIAF User Guide

Government Functional Standard GovS 008

What happens next

You can continue with your next round of continuous improvement.




