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Chartered Quality Institute





CQI Membership Experiential Route Portfolio Form 

Guidance 

The requirements for becoming a Chartered Quality Professional are demanding and completing this form will take some time. If you have any questions or queries, please contact the membership team. 
Applications for Chartered Member

Complete only the Member part of this form if you are applying for Chartered Member on the experiential route or transferring from Associate or Student to Chartered Member on the experiential route.  

Applicants for Chartered Fellow

If you are transferring from Member to Fellow, complete only the Fellow part of this form.

If you are not already a Member but applying directly for Chartered Fellow:

· Complete both Member and Fellow elements if you do not meet the qualification requirements for Member
· If you do meet the qualification requirements for Member, please provide evidence of an acceptable qualification and complete only the Fellow part of this form.
Coverage of the requirements

There are 7 sections and a number of elements under each section. You should demonstrate knowledge in all 7 sections, however, we recognise that you will not have extensive knowledge in every element and indeed that you will have more expertise in certain elements and sections than others. Therefore, your submission should demonstrate that you have addressed a significant part of each section. 

Referencing your evidence

For each element you need to provide a description of how you meet the requirement and in the ‘Your evidence’ box, where possible and appropriate, provide documentary evidence. Please number your evidence and not the number in the ‘reference’ box next to your description. 

Verification

Your completed portfolio should be reviewed, verified and signed by your referee.
1. General quality principles and approaches 
	1.1
	Member Requirements
	Additional Fellow Requirements

	Body of Quality Knowledge Reference
1.1
1.2
1.3
	You have applied your knowledge of the history and evolution of quality and the input of Quality Gurus.
Typical Examples of Supporting Evidence
· Certificates or records of training/education, training course syllabi, reading material and learning outcomes. 
· Description of personal application of Quality Guru's principles and techniques.  
	You have helped others learn about and apply the history and evolution of quality and the input of Quality Gurus and the application of their principles and techniques.
Typical Examples of Supporting Evidence
· Implementation of development programmes 

· Evidence of running professional development programmes, including CQI branch events
· Evidence of speaking  or writing about the application of quality principles and techniques

· Evidence of work on relevant committees and boards

	
	Your Evidence
	Reference
	Your Evidence
	Reference

	
	
	
	
	


2. Quality leadership

	2.1
	Member Requirements
	Additional Fellow Requirements

	Body of Quality Knowledge Reference
6.6

6.7
6.8


	You understand the global organisation and apply quality in the total business system.
Typical Examples of Supporting Evidence
· Evidence of your involvement in managing quality at the corporate level, including the problems you encountered and how you overcame them
· Internal briefings, training that you have given/received

· Evidence of your involvement in managing strategic change or continual improvement 


	You have effectively managed quality across the global organisation and in the total business concept, including differing cultures, international partnerships and relations.      
Typical Examples of Supporting Evidence
· Evidence of strategic change you have managed
· Evidence of influence over the whole including customers and suppliers  
· Evidence of influence over a range of cultures and contexts           
· Evidence of speaking, writing and published work                                                                                                                                                                                                                                                       

	
	Your Evidence
	Reference
	Your Evidence
	Reference

	
	
	
	
	


	2.2
	Member Requirements
	Additional Fellow Requirements

	Body of Quality Knowledge Reference
 1.6
 3.4

 3.5

 3.6

 3.7
 3.9

 6.6
	You manage quality with respect to management infrastructure, processes and system, and able to communicate effectively internally/externally at all levels.    
Typical Examples of Supporting Evidence
· Evidence of successfully motivating and influencing peers and management, including achievements in terms of improvements and new ways of working

· Organisational charts and job descriptions of staff

· Evidence of your own leadership training 

· Evidence of meaningful management reports

· Outline of documents prepared (policies, quality plans, briefings)

· Evidence of positive feedback on your own performance

· Evidence of successful quality initiatives

                                                                                                                                
	You provide strategic quality leadership with respect to management infrastructure, processes, and able to influence and persuade management internally/externally.
Typical Examples of Supporting Evidence
· Evidence of successfully leading and inspiring peers, management and external partners, including achievements in terms of strategic improvements and innovation

· Organisational charts and job descriptions of staff 
· Evidence of positive feedback on your own performance

· Evidence of successful strategic quality initiatives

· Evidence of speaking, writing and published work                                                                                                             

	
	Your Evidence
	Reference
	Your Evidence
	Reference

	
	
	
	
	


	2.3
	Member Requirements
	Additional Fellow Requirements

	Body of Quality Knowledge Reference
3.4,
3.8 
3.11

	You effectively manage and motivate staff and improve staff performance.

Typical Examples of Supporting Evidence
· Evidence of effective staff development (training, coaching, mentoring) 
· Evidence of effective staff performance monitoring (appraisals) 
· Evidence of direction and monitoring of consultants and external staff with results achieved
· Evidence of training in HR                                                                                                                   
	You provide leadership and motivation for staff leading to improved performance.

Typical Examples of Supporting Evidence
· Evidence of strategic leadership on staff development projects (implementation of performance and development systems) 
· Evidence of developing quality management and leadership skills in others
· Selection, direction and monitoring of consultant projects with results achieved    
· Evidence of speaking, writing and published work   

	
	Your Evidence
	Reference
	Your Evidence
	Reference

	
	
	
	
	


3. Reducing costs and supporting improvement and innovation
	3.1
	Member Requirements
	Additional Fellow Requirements

	Body of Quality Knowledge Reference
3.10 
4.5
	You are able to successfully select and implement new technologies to improve processes, products or services. 
Typical Examples of Supporting Evidence
· Evidence of projects to use new technology that generated quantified benefits to business

· Evidence of projects to introduce new quality approaches, tools and techniques to the organisation that generated quantified benefits to business


	You are able to provide strategic leadership to promote the use of new technologies and approaches in management infrastructure, processes and systems. 
Typical Examples of Supporting Evidence
· Evidence of projects to use new technology that generated quantified benefits across the business

· Evidence of projects to introduce new quality approaches, tools and techniques throughout the organisation that generated quantified benefits to business

· Evidence of speaking, writing and published work


	
	Your Evidence
	Reference
	Your Evidence
	Reference

	
	
	
	
	


	3.2
	Member Requirements
	Additional Fellow Requirements

	Body of Quality Knowledge Reference
4.3 
5.6
	You are able to diagnose and solve specific problems using quality tools.
Typical Examples of Supporting Evidence
· Evidence of specific problems addressed inducing diagnostic methods/tools used, data generated and use of that data to solve the problem

· Evidence of audit reports and corrective actions undertaken

· Evidence of effectively implemented improvement plans with respect to specific problems
· Evidence of investigations undertaken by you including data analysis and conclusions

· Evidence of training in quality tools and techniques
	You are able to plan ahead, diagnose and problem solve for the whole organisation. 

Typical Examples of Supporting Evidence
· Evidence of effective quality planning

· Evidence of the organisational wide use of quality tools and techniques (through training and education)  
· Evidence of the use of quality methods and tools at the strategic level with respect to specific problems
· Evidence of training in quality tools and techniques and of training others
· Evidence of speaking, writing and published work

	
	Your Evidence
	Reference
	Your Evidence
	Reference

	
	
	
	
	


	3.3
	Member Requirements
	Additional Fellow Requirements

	Body of Quality Knowledge Reference
2.5
3.4, 3.11, 

4.2

4.4

4.6

6.5 
6.7

	You understand and are able to use a range tools to measure and monitor effectively; performance, business improvement, fitness for purpose, and customer satisfaction.
Typical Examples of Supporting Evidence
· Evidence of your involvement in data gathering and analysis, including measuring and monitoring methods, tools and techniques used and how the data was used to implement improvement programmes. 
· Evidence of training in quality tools and techniques


	You understand and are able to deploy the range of tools to measure and monitor; performance measurement, quality costs, business improvement, fitness for purpose, customer satisfaction.  You advise on appropriate tools and methods, set up plans designed on the methods chosen. You advise on future quality developments.                                                                                                                                                                                                                                                            
Typical Examples of Supporting Evidence
· Evidence of management of monitoring and measurement of a wide range of issues: quality costs, business improvement, customer satisfaction with results achieved. 
· Evidence of advice and facilitation within the organization in the selection and deployment of appropriate tools and methods to measure and monitor.
· Evidence on involvement in deciding future quality developments including plan, and results. 
· Evidence of training in quality tools and techniques and of training others
· Evidence of speaking, writing and published work

	
	Your Evidence
	Reference
	Your Evidence
	Reference

	
	
	
	
	


	3.4
	Member Requirements
	Additional Fellow Requirements

	Body of Quality Knowledge Reference
1.5, 4.2, 4.3, 4.5, 4.6, 5.5, 5.6 and 6.7
	You contribute to continual improvement, total quality and business change. 

Typical Examples of Supporting Evidence
· Evidence of improvements made, including plans, methods used and documentary evidence of results achieved 

· Evidence of training in auditing, excellence models, self-assessment, benchmarking 
	You manage continual improvement, total quality and business change across the whole organisation and in the wider supply chain where appropriate.                                                                                                                                                     
Typical Examples of Supporting Evidence
· Evidence of definition and implementation of staff improvement/development training.
· Evidence of the management of successful organisation wide improvement programmes (auditing, excellence models, self-assessment, benchmarking) with results achieved
· Evidence of speaking, writing and published work

	
	Your Evidence
	Reference
	Your Evidence
	Reference

	
	
	
	
	


4. Customer focus and partnerships
	4.1
	Member Requirements
	Additional Fellow Requirements

	Body of Quality Knowledge Reference
2.1, 2.2, 2.3, 2.4, 2.5, 3.4 and 6.1
	You understand the organisation’s business strategy, market position and market influences, and contribute to customer/supplier/stakeholder relationships to deliver business outcomes. 
Typical Examples of Supporting Evidence
· Your job description(s) defining roles and responsibilities
· Evidence of contribution to customer/supplier/stakeholder data gathering, analysis and effective improvement actions taken as a result
· Evidence of your involvement with customer/supplier/stakeholder and your contribution to meeting their needs
	You influence the organisation’s marketing strategy and deliver on needs and expectations of customers/suppliers/stakeholders
Typical Examples of Supporting Evidence
· Your job description(s) defining roles and responsibilities

· Evidence of analysis of customer/supplier/stakeholder needs and expectations and the management of achievement
· Evidence of involvement in planning, defining quality requirements and measures 
· Evidence of customer/supplier/stakeholder management, including data gathering, analysis and effective improvement actions taken as a result
· Evidence of speaking, writing and published work

	
	Your Evidence
	Reference
	Your Evidence
	Reference

	
	
	
	
	


	4.2
	Member Requirements
	Additional Fellow Requirements

	Body of Quality Knowledge Reference
1.4, 3.5, 4.1, 4.2, 4.3, 4.4, 4.6, 5.4 and 6.4
	You are aware of and can manage service quality issues and implement the range of techniques to identify service quality.
Typical Examples of Supporting Evidence
· Your job description(s) defining roles and responsibilities

· Evidence of effective management and improvement of service quality issues, including tools and techniques used

· Evidence of training to in service quality and measurement
	You are able to manage service quality and close service quality gaps using research and development programmes, using a range of models and approaches to measure service quality
Typical Examples of Supporting Evidence
· Your job description(s) defining roles and responsibilities

· Evidence of strategic review and improvement of service quality with evidence of data gathering and effective improvements implemented

· Evidence of speaking, writing and published work

	
	Your Evidence
	Reference
	Your Evidence
	Reference

	
	
	
	
	


5. Conformity, regulation and risk
	5.1
	Member Requirements
	Additional Fellow Requirements

	Body of Quality Knowledge Reference
4.1, 5.1, 5.2 5.4 and 6.4
	You are able to use operating systems, processes applied to products and services, management systems and including compliance management and regulatory compliance.
Typical Examples of Supporting Evidence
· Evidence of your involvement in design, development and use of specifications, systems and processes
· Evidence of legislation/regulatory requirements used and the results achieved.
· Evidence of how you maintain your knowledge and understanding of relevant regulated industries and professions and their requirements

· Evidence of compliance management including third party certification
· Evidence of training in management systems and compliance
	You are able to specify, design and develop; operating systems, processes applied to products and services, management systems and including compliance management, process control and capability and regulatory compliance.        
Typical Examples of Supporting Evidence
· Evidence that you advise on statutory, regulatory, technical, project management and other relevant requirements 

· Evidence that you have select and implement appropriate legislation and regulatory requirements   
· Evidence that you have successfully initiated and achieved improvements in performance in meeting legislation and regulatory requirements.     
· Evidence of process control and capability management
· Evidence of training others in management systems, compliance and regulation
· Evidence that you have influenced regulatory bodies and changes in legislation / regulation

· Evidence of speaking, writing and published work

	
	Your Evidence
	Reference
	Your Evidence
	Reference

	
	
	
	
	


	5.2
	Member Requirements
	Additional Fellow Requirements

	Body of Quality Knowledge Reference
1.6, 5.1, 5.2, 5.3, 5.7, 5.8 and 6.4
	You are aware of and are able to use and apply standards, specifications and guidelines and accreditation and certification requirements. 

Typical Examples of Supporting Evidence
· Evidence of training in standards/specifications/guidelines (generic/specific)

· Evidence of standards used/selected/implemented and details of improvements and changes made

	You are able to select, implement and apply standards, appropriate specifications and guidelines for system and product improvement, including accreditation and certification requirements.                                                                                                                                                                                                                                               
Typical Examples of Supporting Evidence
· Evidence of training given in standards/specifications/guidelines (generic/specific)
· Evidence of your involvement in development of standards as a member of a standards committee or development body supported by, for example, minutes of meetings, notes for the record.
· Evidence of speaking, writing and published work

	
	Your Evidence
	Reference
	Your Evidence
	Reference

	
	
	
	
	


	5.3
	Member Requirements
	Additional Fellow Requirements

	Body of Quality Knowledge Reference
1.4, 4.1, 5 7, 5.8, 6.4 and 6.6
	You are able to manage, maintain and improve Quality Systems, Integrated Management Systems and other operational/administrative systems.
Typical Examples of Supporting Evidence
· Evidence of successful personal involvement in system design and management

· Evidence of improvements made to systems and benefits to the business.                                                                                                                                                                                                                                                                                                                                                                                            
· Evidence showing effectiveness of systems that you have designed, developed, managed etc, for example, third-party assessment results.         
	You are able to design, install and develop of Quality Systems, Integrated Management Systems and other operational/administrative systems and advise organisations/persons on the requirements for setting up systems.                                                                                                                                                                                                                                                                                                                                                          
Typical Examples of Supporting Evidence
· Evidence of advice and or consultancy on the design and implementation of systems. 

· Evidence of speaking, writing and published work 

	
	Your Evidence
	Reference
	Your Evidence
	Reference

	
	
	
	
	


6. Corporate care and responsibility
	6.1
	Member Requirements
	Additional Fellow Requirements

	Body of Quality Knowledge Reference
3.1, 3.2, 3.3, 3.4, 6.1, 6.2, 6.3, 6.5 and 6.8
	You contribute to corporate governance, strategy, social responsibility, standards and ethics, roles and responsibilities.      
Typical Examples of Supporting Evidence
· Evidence of the extent of your involvement/experience and achievements

· Your job description(s) defining roles and responsibilities

· Evidence of training in care and responsibility issues, standards and regulatory requirements  
· Evidence of ho you keep up to date with care and responsibility issues (eg reading and understanding research findings)
	You influence corporate governance, strategy, social responsibility, standards and ethics, roles and responsibilities advising management and staff of the implications.                                                                                                                                                                                                                                                                                                                                                                 
Typical Examples of Supporting Evidence
· Evidence of the extent of your involvement/experience and achievements

· Your job description(s) defining roles and responsibilities.  
· Evidence of training given regarding care and responsibility   
· Minutes of meetings (committees, management reviews, working groups, improvement teams)  
· Evidence of you undertaking research and use results for business and social improvement.
· Evidence of speaking, writing and published work 



	
	Your Evidence
	Reference
	Your Evidence
	Reference

	
	
	
	
	


7. Additional requirements for Fellows
	7.1
	Fellow Requirements

	Eminence
	You must have made a personal contribution to furthering the quality profession by at least one of the following:

1. Expertise in a particular field demonstrated through such as:

· international or national acclaim as a Quality Expert in the chosen field of business or operations, or

· having operated extensively in the chosen field on an international/national basis, or 

· being recognised as an experienced speaker/lecturer on Quality Matters at international/national events, or

· having served as CHAIR of a recognised Quality or Standards Forum either nationally or internationally

2. Exceptional service to the CQI demonstrated through 
· Service as a branch committee member for at least 3 years as either Chair, Hon Sec or Treasurer, or
· Service on an CQI Special Interest Group for at least 3 years as either Chair, Secretary or other senior position, or
· Service on the CQI Council, board, similar CQI body or function for at least 3 years, or 
· having rendered other recognised and verified exceptional service to the CQI 



	
	Your Evidence
	Reference
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