Application and Guidance Flowchart 1 (interest to first assessor contact)

1 Enterprise is
identified as a Social
Firm (in line with
Values-Based
Checklist) and has a
minimum of 2 years
trading accounts.

3 Social Firm discusses applying for

4 Social Firm decides it wants to become a Star Social Firm.

2 Social Firm finds out more
about becoming a Star Social
Firm from:

the Star Social Firm with its staff and
Board and gains their commitment.

Senior staff/board member takes responsibility for leading
application process.

www.starsocialfirms.co.uk
www.socialfirms.co.uk or
www.sfedi.co.uk

Social Firms can also discuss a
possible application with Kathy
Baker at Social Firms UK.
E: kbaker@socialfirmsuk.co.uk
Tel: 01273 890333.

Email info@starsocialfirms.co.uk to request a Non Disclosure
Agreement and an Application Pack. The Application Pack
will be sent as soon as the signed Non Disclosure Agreement
& the initial payment of £50 have been received.

5 Social Firm studies the Criteria, the
Application Form and the detailed guidance
provided.
Social Firms UK provides free advice and
support to members to make a successful
application. Companies that are not members of
Social Firms UK are strongly advised to join and
take advantage of this support.

9 Social Firm submits its application and all supporting
documentation to info@starsocialfirms.co.uk and sends
the assessment fee which will be agreed with Social
Firms UK.
See www.starsocialfirm.co.uk for guidance on fees.

6 Social Firm ensures its

7 Social Firm completes

staff understand the
application procedure,
what is expected of them
and their role within the
process.

the application form
ensuring that answers to
questions demonstrate the
ways in which they meet
the criteria.

10 Receipt of application acknowledged
electronically.
Assessor assigned once the assessment
fee is received.

8 Social Firm checks that all
supporting evidence and documents
are available.
Social Firm prepares a list of the
documents it will attach to the
application and others to be available
during the assessment visit.

11 Star Social Firm assessor contacts the
Social Firm to make introductions and agree a
mutually convenient assessment date.
The assessment time needed varies according
to staff size and the number of sites to be
visited.
Assessors will confirm the arrangements by
email.
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Application and Guidance Flowchart 2 (assessor contact to completion)

12 Once the assessor has had an opportunity to read

13 In preparation for the assessment Social Firms should assist assessors by:

the application s/he will make contact re: the people
s/he would like to meet and any extra documents that
should be made available.

-

The assessor may also ask for clarification on some
points within the application.

-

14 Assessment visits normally
begin with an introductory
meeting with senior staff. There
will also be meetings with other
staff, informal ‘on the job’
discussions with others and an
examination of documents.

agreeing a visit schedule that uses the time effectively;
ensuring a quiet room for meetings is available during the assessment;
ensuring that all documentation that may be needed as evidence is quickly and
easily available to the assessor;
checking that people the assessor wishes to meet will be available; and agreeing
alternatives if needed.

15 At the end of the assessment the assessor will meet again with the lead person (and other staff as agreed) to discuss the findings and any concerns.

16a Fully Satisfied With
Assessment
Assessor happy with
findings and agrees outline
Development Plan.

16b Minor Work Required
Assessor identifies some minor work needed (that can reasonably be completed within 4 weeks of the
assessment) prior to submitting application to the Assessment Panel.

16c Significant Work Needed
Assessor identifies significant shortfall in
meeting criteria and will send report
within 10 working days.

Applicants are provided with an Action Plan. Firms have 4 weeks to complete the work contained in
Action Plan and submit the evidence to the assessor for agreement.

17a Assessor sends

17bi Action Plan satisfactorily

17bii Action Plan not completed/not satisfactorily

a copy of the overall
recommendations and
the Development Plan
to the Star Social Firm
and the Panel within
10 working days of the
Assessment visit.

completed
Within 10 working days of receipt
of satisfactory Action Plan
Assessor sends:
the Full Development Plan to
the Firm;
recommendation to the Panel
with a copy to the Firm.

completed
Assessor informs firm. Firm can either:
withdraw their application & make a re-application after 6
months.
or
let the application go forward to the Assessment Panel
recognising that the assessor will not recommend
awarding the Star Social Firm Quality Standard.

17ci Firm lets the

17cii Firm

assessment go to
the Panel
recognising that the
assessor will not
recommend
awarding the Star
Social Firm Quality
Standard.

withdraws
and a reapplication
can be made
(at a reduced
fee) after 6
months.

19 Congratulations
18 The Assessment Panel will convene within 4 working weeks of receipt of the Assessor recommendation.

The Panel chair will write to the Social
Firm informing them of their decision (with feedback as needed) within 5 working days. Social Firms that have been unsuccessful can make a reapplication, at a reduced fee, after 6 months.
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to successful applicants
who will receive the Star
Social Firm logo and
plaque within 10 working
days of the Panel
decision.

