Process for Inviting Clients to Become Champions
Clients who achieve Gold recognition are eligible to be invited to become IiP Champions, and the process for inviting them to apply for this status is as follows:

	Action
	By Whom

	Decision made to recommend that client has achieved Gold status, report e-mailed to coordinator 
	Assessor

	Report forwarded to David or Tracey for IV’ing and confirmation of Gold status
	Coordinator

	Q updated to show Gold status which will automatically notify Caroline via a Q message
	Coordinator

	Task set up for client coordinator confirming they can send the standard 

e-mail and application form to the client
	Caroline

	Standard e-mail, application form and information sheet sent to client – client will be asked to email their application form to Caroline.

(Information will be added to the end section of the form before sending to client  - Date of most recent assessment; assessment score (total number of evidence requirements met); Name of assessor)
	Coordinator

	Contact record added to Q to indicate that the forms have been sent out.  Reminder diarised to check for response after one month
	Coordinator

	If client does not respond within one month, standard e-mail reminder to be sent, record on client contact record and diarise 2 weeks for response.  If no response received within time scale update client contact record accordingly
	Coordinator

	Questions from client re application form answered
	Caroline

	On receipt from client, form will be considered for Champion status and uploaded to a contact record


	Caroline

	Action
	By Whom

	Once Champion status is confirmed, contact record added to client record confirming Champion status and task raised for relevant coordinator to confirm Champion status to client.


	Caroline

	Alec Jessel at UKCES notified of client achieving Champion status and a copy of application form emailed to him.


	Caroline

	Champions box ticked on Q and standard congratulations email sent to Trish to send to client Head of Organisation (send email to Trish marked urgent).Please check Trish’s diary to ensure that she is available within 24 hours. Refer to Caroline if she’s not available
	Coordinator

	Send to Eileen by email the prepared standard congratulations letter to Head of Organisation for signature by Trish
	Coordinator

	Letter and certificate to be printed for signature by Trish
	Eileen

	Email IIP contact with logos, example activity sheet and list of current champions 24 hours after sending email to Trish. Refer to Caroline if Trish not available


	Coordinator

	Raise task for Ellie to order plaque to be sent directly to client.  Ellie to verify name for plaque with client via e-mail.
	Caroline/Ellie

	Raise task for Alex to liaise with Trish so that she can call the CEO with her congratulations
	Caroline

	Presentation of Champions plaque to be organised (paid for by IBP).  Alex will ensure that plaque is in suitable place for presentation i.e. removed from wall if appropriate!
	Alex

	Ensure receipt of updated Champions list from Alec at UKCES monthly and reissue to coordinators
	Caroline
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