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Money and Pensions Service (MaPS)
Independent Quality Assessment Service
Pensions Quality Assurance Specialist
 Application Form


Guidance Notes:
1. Please consider the supporting Pensions Quality Assurance Specialist and supporting Job Advert and Remuneration package when completing your application.
a. Particular consideration should extend to the Essential Experience and Training requirements
2. Completed applications should be returned directly to IQAS@recognisingexcellence.co.uk
3. The closing date for completed applications to be received by RE is 31st May 2024
4. Successful applicants will be invited to attend an interview facilitated by video conferencing (Microsoft Teams). 
a. The interview will comprise a panel of not more than 3 individuals including senior personnel from Recognising Excellence and The Money and Pensions Service. 
b. If shortlisted for interview, you will be requested to undertake a knowledge test as part of the selection process.
5. If you would like to discuss this opportunity in further detail prior to applying, please contact RE directly on 01452 688357



	1. Personal Details


	Name of Applicant:
	

	Address:
	


Postcode:

	Daytime Telephone No:
	

	Mobile:
	

	Email Address:
	



	2. Type of Application
Please confirm the opportunity you are applying for:

	a) Quality Lead
	Yes / No

	b) Self Employed Assessor
	Yes / No

	c) Are you interested in an employed or self- employed role with us?
	Employed / Self-Employed

	d) If you are interested in an employed role, are you looking for a full or part-time position?
	Full Time / Part Time



	3. Current Employment


	Name of Employer:
	

	Address:
	


Postcode:

	Position Held:
	

	Dates and Duration of Service:
	

	Working Pattern: (Full Time / Part Time)
	

	Summary of Job Role including Key Responsibilities:
	






	Is your employer currently in receipt of MaPS funding?
	  Yes / No




	4. Previous Employment
Job roles (past and present) – please provide a summary of your previous employment/experience as a Pensions advice and guidance practitioner including length of service .

	a) 
	

	Previous Employer:
	

	Position Held:
	

	Dates and Duration of Service:
	

	Working Pattern: (Full Time / Part Time)
	

	Summary of Job Role including Key Responsibilities:
	






	b) 
	

	Previous Employer:
	

	Position Held:
	

	Dates and Duration of Service:
	

	Working Pattern: (Full Time / Part Time)
	

	Summary of Job Role including Key Responsibilities:
	






	c) 
	

	Previous Employer:
	

	Position Held:
	

	Dates and Duration of Service:
	

	Working Pattern: (Full Time / Part Time)
	

	Summary of Job Role including Key Responsibilities:
	






	d) 
	

	Previous Employer:
	

	Position Held:
	

	Dates and Duration of Service:
	

	Working Pattern: (Full Time / Part Time)
	

	Summary of Job Role including Key Responsibilities:
	







	Please add additional rows as necessary



	5. Passion for Quality 

	Please provide a short summary of why you are interested in this role and what you think you can bring to the team which should include any particular strengths you feel you have. 










	6. Pensions Guidance Experience:

	Please identify below the different types of pensions guidance you have current experience of:

	State Pension
	Yes/ No

	Work-place Pension
	· Defined Benefit Pension                                  Yes/ No
· Occupational Pension                                      Yes/ No
· Group personal or Stakeholder Pension       Yes/ No

And
· Single Employer Pension                                  Yes/ No
· Agent Multi Employer                                       Yes/ No
· Cost Sharing Multiplier                                      Yes/ No


	Personal Pension
	· Defined Contribution                                        Yes/ No

	Self-Invested Personal Pension (SIPPS)
	Yes/ No

	Small Self-Administered Scheme (SSAS)
	Yes/ No

	Other: (Please identify)
	Yes/ No





	7. Sector Challenges: 

	Please summarise the key challenges you feel the pensions advice and guidance sector is currently facing:












	8. Quality Assurance Experience: 

	Do you have experience of the following quality assurance activities?

	a) File Reviews (Defined as a sample check of client case file contents against a prescribed list of criteria. This will typically address both procedural aspects of file management and quality and appropriateness of advice/guidance provided with feedback provided to the practitioner. 
	
Yes / No

	If yes, please detail as appropriate:
	

	b) Supervision (Individual or Team)

	
Yes / No

	If yes, please detail as appropriate:
	

	c) Assessing quality (defined as other quality assurance activities outside of File Review and/or Supervision
	
Yes / No

	If yes, please detail as appropriate:
	

	d) Providing substantive feedback to Peers

	
Yes / No

	If yes, please detail as appropriate:
	

	e) Analysing a data set and preparing formal written evaluations
	
Yes / No

	If yes, please detail as appropriate:
	

	f) Undertaking assessment activities and preparing a written summary of findings

	Yes / No

	If yes, please detail as appropriate:
	

	g) Working in collaboration with internal and external stakeholders
	Yes / No

	If yes, please detail as appropriate:
	



	9. Safeguarding and Vulnerability 

	Please provide an outline of your experience of working with and supporting customers in vulnerable situations:














	10. Multi-Channel Advice 

	Please provide a summary of your experience working across multiple channels of advice (Face to face, Telephone, Webchat)




















	11. Professional Qualifications and Continuous Professional Development

	
a) Do you hold a relevant Level 4 FCA recognised qualification e.g.
· Diploma in Regulated Financial Planning from the Chartered Insurance Institute
· Diploma for Financial Advisers from the London Institute of Banking and Finance
If yes, please detail below:


	





	
b) Are you an Associate/Fellow of Pensions Management Institute?


	Yes / No

	c) Please give details of any training and/or CPD activities undertaken in the previous 12 months which are relevant to the technical knowledge of a Pensions advice and guidance practitioner:
Please include your CPD record for the last 12 months as an attachment along with your completed application form.

	Training/CPD Activity
	Details (including duration of course/nature of CPD

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Please add additional rows as necessary

	
d) Please give details of any professional or other qualifications held:


	Professional/Other Qualification Held
	Details 
(Including date qualification gained)

	
	

	
	

	
	

	
	

	
	

	
	

	Please add additional rows as necessary



	12. Additional Information to support your application 

	With reference to the Role Description and Person Specification, please include any additional information which you feel is relevant to support your application:

	


































	13. References 

	Please provide the names and addresses of two references, with at least one from your current employer. Note- References will not be taken until the recruitment and selection process has concluded)

	Reference 1

	Name:
	

	Job Title:
	

	Organisation:
	

	Address:
	



	Contact Telephone No.:
	

	Email Address:
	

	Reference 2

	Name:
	

	Job Title:
	

	Organisation:
	

	Address:
	



	Contact Telephone No.:
	

	Email Address:
	



	14. Recruitment Timetable 

	The following timeline provides an indicative view of the current recruitment programme:

	31st May 2024
	Application Window to Close

	W/c 3rd June 2024
	Shortlisting Panel to convene

	w.c 17th June 2024
	Interviews (facilitated by Microsoft Teams)

	w.c. 24th July 2024
	Final Selection and Appointment


	July/August 2024
	If successful, an intensive programme of training will commence during July and August 2024





	15. Confirmation  

	Please confirm the following:

	My application is a true reflection of my experience and expertise relating to pensions guidance
	Yes / No

	I am available for interview should I be successfully shortlisted
	Please identify any preference as appropriate

	I declare that there is no conflict of interest between my professional work and the pensions advice and guidance services offered by MaPS, and/or the potential of a conflict of interest if successfully appointed to assess pensions guidance client files against the MaPS Standards.
	
Confirmed, No Conflict:  Yes / No

Conflict/Potential Conflict Identified: Yes / No

If identified, please detail:







	I agree that Recognising Excellence Ltd can create and maintain computer and paper records of my application and personal data and understand that this will be processed and stored in accordance with GDPR guidelines. Please refer to the embedded document in this section.
	
Yes / No






Signed:

Name:								Date:
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EMPLOYEE AND ASSOCIATE PRIVACY POLICY



Context

We are committed to protecting the privacy and security of personal data and complying with the General Data Protection Regulation (GDPR) and the Data Protection Act 2018.  This policy tells you how we will collect and use your personal data, and what you should expect in respect of the personal information about you that we have collected.  

We are Recognising Excellence Limited (Registered Company No: 06506091), assessment body for the Advice Quality Standard (AQS), Lexcel, Money Advice Service (MAPS) Peer Review and the Specialist Quality Mark (SQM).   Our Registered Office is at Unit 3, Twigworth Court Business Centre, Tewkesbury Road, Gloucester GL2 9PG.  

The person with responsibility for our data protection compliance is the Managing Director (“the Data Protection Manager”), and he can be contacted via email at nick.weaver@recognisingexcellence.co.uk or by telephone on 01452 733514.   In addition, our Contracts Managers, Amanda Jordan, John Edwards and Philip Monk are acting as ‘Data Owners’ for AQS and SQM, Lexcel and MAPS respectively.  

We are the ‘data processor’ of the client and personal data that we keep and use, except for the promotion of the Lexcel standard and the employment of our people where we are the ‘data controller’. In both capacities we are responsible for making sure our systems, processes and people comply with the relevant data protection laws in respect of that personal data. As data processors we are also responsible to the data controllers and will mirror their Privacy Policies as appropriate.

The data controllers are;

· AQS – the Advice Services Alliance

· Lexcel – the Law Society

· [bookmark: _GoBack]MAPS – the Money and Pension Service

· SQM – the Legal Aid Agency

We will act in respect of personal data to comply with the six principles of the GDPR, which are:

· Lawfulness, fairness and transparency;

· Purpose limitation;

· Data minimisation;

· Accuracy;

· Storage limitation;

· Integrity and confidentiality.  



What you need to know?



This Policy applies to current and former employees, workers and contractors.  This does not form part of any contract of employment or other contract to provides services.  We may update this policy at any time.

COLLECTION:

We will collect names, addresses, contact details, education and employment history, identity and other background checks (which may include appropriate criminal and confirmation of the right to work in the UK), marital status and information on next of kin and dependents, financial information (such as bank details and NI numbers), date of birth, gender, a copy of your passport and driving licence, performance information and compensation history, recruitment information (including references), salary, benefits, pension and annual leave information, disciplinary and grievance information, photographs, information about your use of our information and communications systems  or other information obtained through electronic means.  For contractors will also collect information regarding professional qualifications/training, professional indemnity insurance and relevant CPD activity.

We may collect and use special categories of personal data as required in the carrying out of obligations and exercising specific rights of us or the data subject in the field of employment.  This may include information relating such as health, racial origin, religious belief and offences or alleged offences.

Personal data may be collected from you during the selection process (for example via your application form and CV) and during your employment (including holiday forms, expense claims, performance reviews, any disciplinary or grievance processes), or from third parties’, including referees, health service providers, background check providers.   

USE:

Personal data of our people will be used for HR administration and management, both in respect of the selection of people to work for us (including suitability, eligibility and/or fitness to work), and those who do work for us, to include learning and development, disciplinary and security (of people, offices and data) requirements, providing and liaising with benefits providers, business management and planning (including accounting and auditing), paying you and dealing with tax and NI deductions, assessing and deciding on salary reviews and compensation, conducting performance reviews and managing performance, dealing with legal disputes involving you or others, preventing fraud, monitoring your use of our information and communications systems, ensuring compliance with our policies, and equal opportunities monitoring.  

We will only use your personal data when the law allows us to.  Most commonly, we will use your personal data in the following circumstances:

· In performance of a contract with you; and/or

· Compliance with a legal obligation; and/or

· Vital interests of the data subject; and/or

· Where it is necessary for our legitimate interests (or those of a third party) and 

your interests and fundamental rights do not override those interests.  



We may also use your personal data in the following situations, which are likely to be less common:

· Where we need to protect your interests (or someone else’s interests);

· Where it is needed in the public interest or for official purposes.

[bookmark: _Hlk501463307]In respect of all disclosures of personal data, we will only share the personal information which is necessary for the particular purpose for which it is provided, or where we have another legitimate interest in doing so, and we will ensure that the personal data is appropriately protected.   

In respect of special categories of personal data, we may process this in the following circumstances:

· In limited circumstances with your explicit written consent; and/or

· Where we need to carry out our legal obligations and in line with our policies; and/or 

· Where it is needed in the public interest (such as for equal opportunities monitoring or in relation to our occupational pension scheme), and in line with our policies; and/or 

· Where it is needed to assess your working capacity on health grounds, subject to appropriate confidentiality safeguards.

Less commonly, we may process this type of information where it is needed in relation to legal claims or where it is needed to protect your (or someone else’s) interests and you are not capable of giving your consent, or where you have already made the information public.  We may also process such information about our people (or former people) in the course of our legitimate business activities with the appropriate safeguards.  

The special categories of personal data may be used in the following ways:  

· In relation to leaves of absence, to comply with employment and other laws; 

· In relation to your physical or mental health, or disability status, to ensure your health and safety in the workplace and to assess your fitness to work, to monitor, manage and administer benefits and absences; 

· in relation to your race, national or ethnic origin, religious, philosophical or moral beliefs, or your sexual life or sexual orientation, to ensure meaningful equal opportunity monitoring and reporting. 

DISCLOSURE:

Personal data may be transferred to service providers who support the operation of our business (such as accounting or payroll service providers), to other third parties reasonably necessary in the conduct of our business (including insurers, professional advisors, regulators).  These third parties may be acting as processor, or controller of personal data in their own right.   Personal data may also be shared with our clients in offering or in the provision of assessment services.  

In respect of all disclosures of personal data, we will only share the personal information which is necessary for the particular purpose for which it is provided, or where we have another legitimate interest in doing so, and we will ensure that the personal data is appropriately protected.   

RETENTION PERIOD:

We will keep personal data only for as long as is necessary to fulfil the purposes for which we collected it, including for the purposes of satisfying any legal, accounting or reporting requirements. We will normally keep personal data of applicants who we do not employ for six months after we receive it.  

We will keep personal data of employees throughout your employment and normally for a maximum of six years after your employment ends.    

1. Changes to your personal data

It is very important that the personal information that we hold about you is accurate and current.  Please tell us if your personal information changes during your relationship with us.  

2. Data Security

We have put in place measures to prevent your personal data from being accidentally lost, used or accessed in an unauthorised way, altered or disclosed.  In addition, we limit access to your personal data to those of our people and other third parties who have a business need to know. They will only process your personal data on our instructions and where they have agreed to treat the information confidentially and to keep it secure.    We have put in place procedures to deal with any suspected data security breach and will notify you and the ICO of a suspected breach where we are legally required to do so.  

3. Where we store your personal data

4. We will not transfer personal data outside the EEA unless personal data is adequately protected, as required by the GDPR.  Your rights 

Under certain circumstances, you have the right by law to:

· Request access to your personal data.  This enables you to ask to receive a copy of the personal data that we hold about you and to check that we are lawfully processing it.

· Request correction of the personal data that we hold about you.

· Request erasure of your personal data.  

· Object to processing of your personal data where we are relying on our legitimate interest and there is something about your particular situation which makes you want to object to processing on this ground.  You also have the right to object where we are processing your personal information for direct marketing purposes.  

· Request the restriction of processing of your personal data.

· Request the transfer of your personal data to another party.  





5. Changes to this Privacy Policy

We may update this policy at any time and will notify you when we make any substantial changes.    



If you have any questions about this policy, please contact the Data Protection Manager or your own Manager.
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