QOP 7.6.1                                    ETP STANDARD LEVEL APPLICATION FORM                                           Rev. 4

FÁS EXCELLENCE THROUGH PEOPLE APPLICATION FORM
Please complete the attached form and email to: excellence@fas.ie
* Please ensure official title of your organisation is provided as this will appear on your Certificate, if approved.
	*Company Name:
	
	

	
	
	

	Address:
	
	

	
	
	

	Name of CEO/Managing Director:
	
	

	Name of person responsible for HRM:
	
	

	Name of person responsible for ETP:
	
	

	
	
	

	Email Address: 
	
	

	Phone Number:
	
	

	
	
	

	Year Commenced Business:
	
	

	Ownership:
	
	

	Nature of Business:
	
	

	Industrial Sector:
	
	

	Main Activities:
	
	

	Financial Turnover:
	
	

	Number of Employees:
	
	

	Key Employment Categories:
	
	

	Does the organisation have more than one location?                                             
	
	Yes (   ) No  (   )

	If Yes, please give details:
	
	

	Labour Turnover:
	
	

	% of Payroll Invested on Training:
	
	

	% of Actual Training Delivered against the Training Plan:
	
	



------------------------------------------------------------------------------------------------------------------------
FOR OFFICE USE ONLY
	Assessment Period: 
	
	 Date of Assessment:
	

	
	
	
	

	Assessor: 
	
	
	


------------------------------------------------------------------------------------------------------------------------
01 Business Planning and Quality Improvement
The organisation plans where it is going and continuously improves its approach to quality.
Briefly outline how your organisation addresses each of the following criteria:

1A
The organisation has a documented Business Plan which sets out its measurable goals and objectives and takes into account external factors e.g. market, technological, financial, legislative and human resource requirements.

	


20 points

1B
The organisation can show how it cascades relevant sections of its Business Plan down to departmental/team plans and individual plans with measurable goals and targets.

	


10 points

1C
The organisation can show that it reviews its Business Plans on a regular basis and communicates changes to staff.

	


15 points

1D
People at all levels in the organisation can describe what the business objectives mean for their job.

	


15 points
1E
The organisation can show that it operates a quality improvement programme.

	


15 points
02 Effective Communication and People Involvement
The organisation communicates with and encourages its people in an effective manner.
Briefly outline how your organisation addresses each of the following criteria:

2A
The organisation has a communications policy and mechanisms which keep people informed on a regular basis and support an open and inclusive culture.

	


40 points
2B
The organisation can show that groups of employees are kept informed in an effective manner  e.g. departmental groups, teams, Staff Representative Committees, 
Trade Unions etc.

	


20 points
03 Leadership and People Management
The organisation leads and manages its people and their performance to 
pre-determined objectives in a competent and effective manner.
Briefly outline how your organisation addresses each of the following criteria:

3A
Managers can describe how the organisation plans and implements development to enhance their skills in line with the Business Plan and can provide examples of how they have applied the learning acquired.

	


20 points
3B
The organisation can show that all people and managers undergo a formal Performance Review at least once per year and can provide examples of how the review has impacted on their success in their job.

	


10 points
3C
Managers and people can provide examples of how they have been developed to participate effectively in a Performance Review discussion.

	


15 points
3D
People have clearly defined job objectives with measurable goals and targets.

	


10 points
3E
The organisation can demonstrate to all people that it values them as individuals and their input to business success.

	


10 points
04 Planning of Learning and Development
The organisation plans the development of its people in support of the achievement of its business objectives.
Briefly outline how your organisation addresses each of the following criteria:

4A
The organisation has a Learning and Development Policy and Plan which shows a direct link to the Business Objectives.

	


15 points
4B
The organisational Learning and Development Plan covers all departments, grades of staff, priorities and overall costs.

	


10 points
4C
People can describe how they contribute to the Learning Needs Analysis and the range of learning methods available to them.

	


10 points
4D
People can describe the objectives for learning and development planned for them at their performance review and how they fit with individual, departmental and organisational objectives.

	


15 points
4E
The organisation has a designated person responsible for the co-ordination of staff learning.

	


10 points
05
Training and Lifelong Learning
The organisation maintains and continuously improves a culture of learning and development.
Briefly outline how your organisation addresses each of the following criteria:

5A
Learning programmes are in place for job categories and individuals.

	


15 points
5B
The organisation can show that it effectively inducts new staff and provides effective support for staff transferred/promoted to new roles.

	


15 points
5C
Line managers can describe how they contribute to the induction of new or transferred/promoted people.

	


15 points
5D
The organisation can show that the majority of the learning activities identified within its Learning and Development Plan have been implemented and can show the use of accredited programmes in its delivery of learning and development.

	


20 points
5E
The organisation can show that trainers are suitably developed in training techniques.

	


15 points
06
Review of Learning
The organisation reviews the impact that people’s learning and development 
has had on performance and identifies improvements as a result.
Briefly outline how your organisation addresses each of the following criteria:

6A
The organisation can show that evaluation criteria are set out for planned learning and development activities and that such activities are assessed and certified where applicable.

	


10 points
6B
Managers can provide examples of how they assist staff to evaluate the outcomes of learning activities at individual, team and organisational levels.

	


15 points
6C
People can describe how learning and development activities have impacted on their performance and of their team’s and the organisation.

	


15 points
6D
Senior management can describe how they evaluate the impact of staff learning and development on the performance of the organisation and what actions they take as a result.

	


10 points
07
Recruitment and Selection
The organisation recruits and selects its people in a professional, fair and competent manner in support of its business objectives.
Briefly outline how your organisation addresses each of the following criteria:

7A
The organisation can show that its recruitment and selection policies and procedures are in line with all current and relevant legislation and also demonstrate a commitment to non-discrimination, accommodating diversity and promoting equality.

	


10 points
7B
People with recruitment and selection responsibilities can provide examples of development that they have received to support them in their role.

	


15 points
7C
The organisation can show that it has up to date and accurate job descriptions, personnel specifications and/or assessment criteria for all positions being advertised.

	


15 points
7D
The organisation can show that recruitment interview notes and scoring documents are retained in a confidential location.

	


10 points
08
Employee Wellbeing
The organisation provides for the health, safety and wellbeing of all its people 
in a fair and non-discriminatory manner.
Briefly outline how your organisation addresses each of the following criteria:

8A
The organisation can show that it conforms with all relevant and current health and safety legislation.

	


10 points
8B
Managers can describe their responsibilities for the health, safety and wellbeing of their staff and have received appropriate development.

	


15 points
8C
The organisation has an Equal Opportunities Policy which addresses diversity, equality and disability and which has been effectively communicated to people throughout all departments and locations.

	


10 points
8D
The organisation has specific strategies to ensure that all employees have equality of opportunity to have their learning needs reviewed and supported and people can describe the approaches taken.

	


10 points
8E
The organisation completes regular reviews of its policies and practices which support the needs of a diverse workforce and people with disabilities.

	


10 points
