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Investors in People

APPLICATION FOR REVIEW
Please complete and return this form to Quality South East.  This should be a minimum of 12 weeks before you require your review, but must be no more than 3 years since your last assessment/review.
	Name of Organisation:

	


	Address and Postcode:
	Address for Invoice (if different):

	
	


	Telephone Number:                           Fax Number:                              Website:

	


	Name, Title (e.g. Mr/Mrs/Miss/Ms) & Job Title of Nominated Contact:

	Email Address:


	Name, Title (e.g. Mr/Mrs/Miss/Ms) & Job Title of Contact for Invoicing (if different):

	(Invoice will be sent by QSE on completion of the site visits)


	Name, Title (e.g. Mr/Mrs/Miss/Ms) & Job Title of Head of Organisation:

	


	Preferred Date(s) for the On-site Review:

	This should be at least 8 weeks ahead, but must be no more than 3 years since your last assessment/review.



	Nature of Business/Key activities:

	

	Total Number of People included in the Review:

	This should include, not only employed staff, but all other categories of staff involved in fulfilling your organisation’s objectives, e.g. contract or temporary staff, volunteers, members of a governing body.  Please specify numbers by category:
Full Time:
Part Time:

Payroll Temps:

Volunteers:

Non Exec Directors:

(inc Governors)

Others (Please specify)

Shift Pattern Details:




Where possible, please attach an organisation chart and listing of everyone who will be included in the review, detailing: name, job title/grade, location, gender, length of service/start date, full time, casual, permanent, contract, etc and showing reporting lines.
	Other Sites:

	Location:
No of Staff:

Location:
No of Staff:

Location:
No of Staff:

Location:
No of Staff:




	Name of your Adviser (if applicable):

	Name:
Our Adviser may/may not have a copy of the review report (please delete as appropriate)


	Are there any special circumstances the assessor should be aware of?

	


Signed:
Name:




Position:




Date:

Please e-mail this form to:  rachel.negus@qse.org.uk
Alternatively, you may post it to: Quality South East, Old Abbey House, Abbey Close, Abingdon, OX14 3JD, marked for attention of Rachel Negus.
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Investors in People UK / Quality South East

Organisation Acknowledgement of Conditions of Recognition
Investors in People UK and Quality South East (QSE) look forward to the prospect of your organisation achieving the Investors in People Standard. Before an assessment is undertaken, we need you to sign and return to QSE this acknowledgement of terms and conditions, which apply to recognised status. It is a summary of a fuller document, available on the Documents page of the QSE Website  - www.qse.org.uk or from QSE, which you may wish to consult and are deemed to have accepted by signing this document.

You agree to:

· Maintain the Standard – take account of development points from the assessment, continue good operational practice and not do anything that prejudices the Standard. 

· Notify QSE of changes to your organisation, including ownership, name, merger, acquisition or significant alteration in size. The Quality Centre may review the impact of such change, and may charge for this, but whenever possible this will be incorporated within a regular review. Continuing recognition is subject to review at least every three years.

· Use the Investors in People logo only in respect of the recognised organisation or entity, and in the form, style and colour prescribed by Investors in People UK. These details and the relevant artwork are provided to recognised organisations.

· Accept and co-operate with the investigation of any complaint made against you in relation to your recognition, for which QSE may need to charge.

· Note that, where there is evidence that the Standard does not continue to be met, recognition may be retained pending the satisfactory completion of agreed improvement actions, but may be withdrawn by the Quality Centre Recognition Panel in other circumstances. This may also occur if an organisation is found to have brought the standard into disrepute, for example through breaches of Health and Safety, Equal Opportunities, Employment, Environmental and other legislation, non compliance with a court or tribunal instruction, fraud, non payment for Investors in People services, media statements or mistreatment of employees. In all circumstances the decision of the Quality Centre Recognition Panel is final, and there is no appeal process.

· Acknowledge that, should recognition be withdrawn, plaques, certificates and other indications of recognition must be removed from display within 30 days, the logo must be removed from stationery and publicity material within four months, all artwork must be destroyed and no claim must be made of having previously been an Investor in People. All gifted plaques and certificates must be returned to the donor.

· Accept that the acknowledgement remains in force from the date you sign it until any such time as you cease to be recognised as an Investor in People and have discharged your obligations within the acknowledgement.

By signing below, you confirm that you have read, understood and agreed to abide by the aforementioned terms and conditions.

Signed: _________________________                         Date: ______________________

Position: ________________________                         Organisation Name: _________________

Data Protection Act 1988

The information collected in this form is used by Quality South East on behalf of Investors in People UK in order to process your application.
This includes sharing the list of employees that you send to us with our Assessors who will create a sample list of those individuals whom they would like to interview as part of the assessment process.  This sample list will then be shared with you. 
From time to time we may also share this information with Investors in People UK as part of their quality control checks.  We do not use this information to carry out any direct marketing to employees.

Please would you share this information with your employees about how we intend to use their data. 
As Trade Union details are deemed personal data, please only include details of any Trade Union Representatives if you have obtained their explicit consent. By including such details in this form, you are providing us with a warranty that such representatives have consented to the use of data as set out in the assessment form.

You will be responsible for ensuring that you have provided any necessary notifications to or obtained any necessary consents from your employees under the Data Protection Act 1998 in order to allow your organisation to share the list of employees with us.
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