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APPLICATION FOR A STREAMLINED REVIEW AGAINST THE INVESTORS IN PEOPLE STANDARD

Please note: Streamlined review is only available to organisations of up to 49 people all on one site. 

Please read these guidance notes carefully before completing this form.

· Completing this document is the first step in the review process towards maintaining your recognition as an Investor in People.  Please complete it and send it to Quality South East (QSE) - completed applications must be submitted at least 8 weeks prior to the desired review date.

· Please note that the review must take place within the three year anniversary of your original recognition.

· An integral part of the streamlined approach is that this form is completed electronically and then e-mailed to QSE at the address shown below.

· The completed form will be sent to your Assessor, and they will use it to plan the review. It will also form part of the final review report.

· You should complete the form as fully as possible in order to get the best out of your review – although quality of information is more important than quantity.  The form sometimes asks for specific examples as these are especially helpful to the Assessor. 
· Providing the Assessor with adequate information is another integral part of the streamlined approach.  Please be aware that if the form does not contain sufficient information, we may have to return it to you.  

· It would be particularly helpful to highlight anything that has changed since the Assessor last visited your organisation.

· Next to each question in brackets is the relevant evidence requirement from the Investors in People Standard.  This will help you relate what you write to the actual Standard.

· You will see that there is space in the form for the Assessor’s comments and findings following the review – please do not enter anything in these spaces.
· Once you have completed the application, please e-mail it to: rachel.negus@qse.org.uk. 
The Review Process
· If your organisation continues to meet the Standard, the Assessor will provide feedback that will help your organisation to improve.

· Were your organisation not continue to meet the Standard, the Assessor’s report would show where further development work is necessary.  Based on this feedback, you would be asked to produce a time-bound action plan to address the areas of the Standard not met.  There is a recommended format for this action plan, which your assessor would make available to you.  Please note that it is not the Assessor’s role to identify what actions need to be taken.  The action plan would need to be approved by the Assessor no more than two months after the completion of the site visit, and then approved by the Recognition Panel.  If the action plan is approved by the Recognition Panel, your organisation would be able to retain its recognition as an Investor in People while putting the action plan into effect.  You would be asked to agree a date for the Assessor to return, which would be no longer than eleven months from the original review visit.  You would need to have returned to the Standard within two years of the original review visit.

Do you have any questions?
· If you are unsure about the form, or if there is anything you would like to clarify about the review process, please contact Rachel Negus at QSE on 07971 509508, or e-mail her at: rachel.negus@qse.org.uk.  Rachel will be only too pleased to help.

YOUR ORGANISATION:
	ORGANISATION NAME
	          


	ADDRESS (including Post Code)
	     

	NAME OF HEAD OF ORGANISATION
	     

	POSITION
	     

	CONTACT NAME 
	     

	POSITION
	     

	TELEPHONE NO
	      
	FAX NUMBER 
	     

	EMAIL ADDRESS
	     

	ADDRESS for INVOICE (if different, including Post Code)
	     

	CONTACT NAME for INVOICE (if different)
	     

	WEBSITE ADDRESS
	     

	NATURE OF BUSINESS
	     


	NUMBER OF PEOPLE IN YOUR ORGANISATION 

(Please remember to include all employees plus people who may not be conventional employees  - e.g. volunteers, associates, home-workers, governors, board members or temporary staff.  The total must be no more than 49 and all on one site to be eligible for a Streamlined review.)
	     

	WHAT HOURS/SHIFTS DO YOU OPERATE?
	     

	OTHER INFORMATION (Please detail any background information you think would be of benefit to the Assessor. If necessary please continue on a separate sheet)
	     

	PREFERRED DATES FOR ONSITE VISIT

Completed applications must be submitted 8 weeks prior to the requested onsite date.


	     


ADVISER DETAILS (if applicable):

	NAME
	     
I agree/disagree* that our Adviser may have a copy of the Assessor’s report.
(*Please delete as appropriate)


BACKGROUND INFORMATION:
	OWNERSHIP  Has the legal status of your organisation changed in any way (e.g. now 
 Ltd or plc).  Have you been bought out or taken over or merged with/separated from 

another organisation?  If ‘yes’, please give details:



	SIZE  Have you experienced significant change in size, e.g. growth that has expanded 

your number of staff?  If ‘yes’, please give details, making it clear where this 

expansion/contraction has occurred, and whether it has come about through acquisition, 

merger, contracting out certain services, redundancies etc:



	STRUCTURE  Have you restructured internally?  If ‘yes’, please give details, making

it clear which areas of your organisation this has affected:



	MANAGEMENT  Have there been any changes in your senior management team, or

changes in other key personnel?  If ‘yes’, please give details:



	BUSINESS IMPROVEMENT TOOLS  Have you used any other tools than Investors

in People to develop your organisation?  If ‘yes’, please give details:



	BUSINESS PROCESSES  Have you changed, strengthened or dropped any

process or practice that my relate to your Investors in people recognition?  If ‘yes’,

please give details:

 

	ISSUES  Are there any particular issues your organisation is currently facing, e.g. 

difficulties in recruiting appropriate staff, low staff morale, increased competition in the

market etc.  If ‘yes’, please give details:



	 FORMDROPDOWN 
OPPORTUNITIES TO IMPROVE  Which of the areas recommended for development at your last assessment or review have you implemented, and what has been the outcome?




	 FORMDROPDOWN 
OBJECTIVES FOR THIS REVIEW  In addition to knowing whether or not you continue to meet the Investors in People standard, what else do you hope to get out of this review?  This is important so that your Assessor can add as much value as possible to this review.



HOW YOU BELIEVE YOUR ORGANISATION MEETS THE INVESTORS IN PEOPLE STANDARD
	PLANNING

An Investor in People develops effective strategies to improve the performance of the organisation through its people

	A strategy for improving performance

Please describe your organisation’s key purpose: (1.1)

Your organisation’s vision: (1.1)

What will you need to do to improve organisational performance in order to achieve your purpose and vision? (1.1)

What are your key business objectives? (please describe/give examples) (1.2)

Are these objectives contained within a plan and if so what, e.g. Business Plan/School Development Plan? (It will be helpful to make this available to your Assessor) (1.2)

What measurable performance objectives does your organisation use? (E.g. sales targets, key performance indicators, SMART objectives etc) (1.2)

How do you involve people in planning and agreeing objectives? (1.4)

If there are representative structures in place, how did you consult them when the plan was put together? (If there are no representative groups, please put N/A) (1.3)

Planning and prioritising your organisation’s learning and development needs

What are the most important priorities for learning and development in the organisation? (2.1)

What plans are in place to ensure these needs are met? (2.1)

What investment are you making to achieve these learning and development priorities in terms of: (2.1)

Money:

Time:

Other resources:

How will you decide whether or not this investment has been effective? (2.1)

Strategies for managing people

How do you make sure that people are encouraged to contribute their ideas and suggestions when your plan is being put together? (3.1)

How do you ensure that the different needs of all people are recognised and met, i.e. that they have fair access to support and job related learning and development?   (3.2)

Defining leadership and management capabilities

What leadership and management characteristics do you expect of: (4.1) 

Yourself: (Consider this in terms of the knowledge, skills and behaviours you need to be effective in leading, managing and developing other people)
Other managers: (Consider this in terms of the knowledge, skills and behaviours all managers need to be effective in leading, managing and developing their people)
How have you ensured that the management team has these characteristics? (4.1)



	To be completed by the Assessor only

	1. A strategy for improving the performance of the organisation is clearly defined and understood.
2. Learning and development is planned to achieve the organisation’s objectives.

3. Strategies for managing people are designed to promote equality of opportunity in the development of the organisation’s people.

4. The capabilities managers need to lead, manage and develop people effectively are clearly defined and understood.
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	2
	3
	4

	1.1
	1.2
	1.3
	1.4
	1.5
	1.6
	2.1
	2.2
	2.3
	2.4
	3.1
	3.2
	3.3
	3.4
	3.5
	4.1
	4.2
	4.3

	√or x
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	ACTION

An Investor in People takes effective action to improve the performance of the organisation through its people

	Management and leadership effectiveness

How can you demonstrate that top managers and managers are effective in leading, managing and developing people? (5.1)

How do managers provide constructive feedback to people on their performance? (5.2)  

Please provide two examples:

Recognising and valuing people’s contribution

How do managers recognise and value people’s individual contributions to your organisation? (6.1)

Please provide two examples:

Encouraging people to take ownership and responsibility for making decisions

How have you encouraged a sense of ownership and responsibility within your organisation? (7.1)

How have you encouraged people to get involved in decision making at an individual level, and (if appropriate) through representative groups? (7.1)

Making sure that people learn and develop effectively

How do you make sure that people’s agreed learning and development needs are met? (8.1)

How do you ensure that people who are new to the organisation, or those who have changed roles, receive an effective induction: (8.3)

1) New starters:

2) People who have changed role:



	To be completed by the Assessor only

	5. Managers are effective in leading, managing and developing people.

6. People’s contribution to the organisation is recognised and valued.

7. People are encouraged to take ownership and responsibility by being involved in decision-making.

8. People learn and develop effectively.
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	6
	7
	8

	5.1
	5.2
	5.3
	5.4
	6.1
	6.2
	6.3
	7.1
	7.2
	7.3
	8.1
	8.2
	8.3

	√or x
	
	
	
	
	
	
	
	
	
	
	
	


	EVALUATING IMPACT

An Investor in People can demonstrate the impact of its investment in people on the performance of the organisation

	The impact on your organisations performance

In section 1 you described the investment you plan to make in achieving your organisation’s learning and development priorities. In this section, please comment on the investment you have already made in terms of: (9.1)

Money:

Time:

Other resources:

How has the performance of your organisation improved as a result of making this investment in learning and development? (9.2)

Please provide two examples of quantifiable benefits:

How have you used the results of your evaluation to inform the way you will improve your organisation’s performance? (9.3)  

Improving the way people are managed and developed

As a result of your evaluation, what did you learn about the way your organisation manages and develops people? (10.1)

Have you made any changes or improvements as a result? (10.1)



	To be completed by the Assessor only

	9. Investment in people improves the performance of the organisation.

10. Improvements are continually made to the way people are managed and developed.



	9
	10

	9.1
	9.2
	9.3
	9.4
	9.5
	10.1
	10.2
	10.3

	√ or x
	
	
	
	
	
	
	


Interview Information

This information will help your Assessor select a cross section of people for interview. Please remember to include all your employees plus people who may not be conventional employees (e.g. volunteers, associates, home-workers, governors, board members or temporary staff).

	
	Name
	M

or

F
	Job Role
	Name of

Line Manager
	Job Role

of

Line

Manager
	Service
	Full or Part Time
	Job Change in last year?


	E’ee Rep or TU Rep?
	Location
	Comment

	e.g.
	Fred Smith
	M
	Managing Director
	Board of Directors
	
	2y
	Ft
	(
	
	HQ
	

	e.g.
	Jane Jones
	F
	Finance Manager
	Fred Smith
	Managing

Director
	18m
	Pt
	
	(
	HQ
	Doesn’t work on Monday
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Data Protection Act 1998

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 for review.

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 review 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 could 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 application for review 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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