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REGISTRATION:

	Name:
	

	Designation:
	

	Organisation:
	

	Telephone Number (Office):
	

	Telephone Number (Mobile):
	

	Email Address:
	

	Website Address:
	


	SOME INFORMATION ABOUT YOUR ORGANISATION:

	Size of Total Workforce:

(as at 31 March 2015)
	

	How did you get to know about the Life At Work Awards?

	


Part 1 - Women in the Workplace
(Weightage – 30%)
Q1. a. What is the representation of women in your organisation’s Board of Directors?
	Level
	2014
	2013
	2012

	
	Total number of women
	%
	Total number of women
	%
	Total number of women
	%

	Board of Directors (BoD)
(only local Boards)
	
	
	
	
	
	


b. What is the women representation for each level in the last 3 years?
	Levels
	2014
	2013
	2012

	
	Total number of women
	%
	Total number of women
	%
	Total number of women
	%

	Top Management

I. CEOs
	
	
	
	
	
	

	II. Executives who report directly to the CEO or members of the management committee


	
	
	
	
	
	

	Senior and Mid Management

Executives who report directly to the top management

	
	
	
	
	
	

	Other levels

I. Executives


	
	
	
	
	
	

	II. Non- executives/ Support staff
	
	
	
	
	
	


(% = Total number of women divided by total number of workforce for that particular level)
Q2. a.
What is the representation of women recruited in the last 3 years for the following employee groups? 
	Levels
	2014
	2013
	2012

	
	Total number of women
	%
	Total number of women
	%
	Total number of women
	%

	i. Fresh Graduates
	
	
	
	
	
	

	ii. Experienced Hires
	
	
	
	
	
	


b. Are there any metrics or scorecards used to measure diversity & inclusion in the following
	People Management Areas
	Yes/No
	Example of metrics

	i. Recruitment
	
	

	ii. Training and Career Development
	
	

	iii. Performance Management (including promotions)
	
	

	iv. Others 

Please specify:
	
	


areas? If yes, please provide examples to illustrate your metric.
Q3.   
Does your organisation have specific policies or programmes for women in the following areas? Please provide examples in not more than 50 words to illustrate your practice and include the number of women participating or benefiting from the specific policies or programmes, if applicable.
	Policies/Programmes
	Yes/No
	If yes, please describe

(include number of women participating or benefitting, if applicable)

	i. Leadership Development
	
	

	ii. Talent Management
	
	

	iii. Succession Planning 
	
	

	iv. Others 

Please specify:
	
	


Q4. 
Does your organisation disclose diversity policy in the annual report or annual sustainability report? If yes, please provide the URL to your annual report and specify the page number.
	


Q5. 
Does your organisation disclose the composition of the board, top management and/or employees in terms of gender, ethnicity and age in your annual report or annual sustainability report? If yes, please provide the URL to your annual report and specify the page number.
	


Part 2 - Work-Life Practices
(Weightage – 30%)
Q6. Types of Flexible Work Arrangements (FWA)

	Types of FWA
	Available as a company policy (Yes/No)
	If yes, please describe

(include number of women participating or benefitting, if applicable)

	1. Compressed Work Week
- Full-time employees are allowed to shorten their work week by working fewer but longer work-days during the week.
	
	

	2. Flexi Hours

- Employees are able to choose and adjust their daily working hours as long as the specified set number of hours within a week is fulfilled.

	
	

	3. Job Sharing

- Two or more part-time employees share the responsibility and compensation of a full-time position.

	
	

	4. Reduced / Part-Time Work

- Employees work less than standard full-time hours. Roles are designed around a reduced workload with the expectation that job responsibilities can be successfully completed in less than a standard work-day.
	
	

	5. School Holidays Work Arrangement

- Parents with school-going children are allowed the option to work from home during school holidays.

	
	

	6. Shift Swapping

- Allow shift-workers to trade shifts with each other, enabling them the flexibility to meet both their work responsibilities and personal needs without having to sacrifice one or the other.

	
	

	7. Staggered Hours

- Vary the start and end working hours in a manner that works best for employees, fulfilling the core working hours within a work-day (e.g. 8 hours).
	
	

	8. Telecommuting

- Work from home or anywhere other than the office, enabled by information & communications technology.


	
	

	9. Others (please specify)
	
	


Q7.  Additional information/comments on flexible work arrangements in your organisation. 


(Optional, not more than one A4 page)

	


Q8. Family-Friendly Facilities and Work-Life Benefits
	Types of Family-Friendly Facilities 

and Work-Life Benefits
	Available as a company policy (Yes/No)
	If yes, please describe

(include number of women participating or benefitting, if applicable)

	1. Childcare Centre
	
	

	2. Designated Car Park for Expecting Mothers
	
	

	3. Mothers’ Room
	
	

	4. Childcare Subsidy
	
	

	5. Extended Maternity Leave/Time 
off work (in addition to a mandatory 60 days)
	
	

	6. Paternity Leave
	
	

	7. Family Care Leave
	
	

	8. Sabbatical Leave
	
	

	9. Study/Exam Leave
	
	

	10. Support Network (e.g. Mothers’/Parents’ Network)
	
	

	11. Others (please specify)
	
	


Q9.  Additional information/comments on Family-Friendly Facilities and Work-Life Benefits in 
        your organisation. (Optional, not more than one A4 page)
	


Part 3 -  Best Initiative 

(Weightage – 15%)

What we are looking for:
This section recognises a successful programme that has demonstrated outstanding outcomes in relation to Diversity & Inclusion in the workplace. It also recognises the efforts taken to develop this programme, the implementation challenges faced, and how it gained a significant amount of traction in the organisation.                                                              
How to nominate:

Each nomination will focus on the contributions of the programme towards supporting your organisation’s Diversity & Inclusion activities. Using an essay format with a limit of two A4 pages (you may include images/photos), the nomination should clearly describe how the programme has benefited your organisation.
Your nomination should include the following points: 
1. Description of the programme and its development.
2. The business case / motivation behind the programme (align it to your organisation’s mission, business goals, or work-life strategy).
3. Measure of success:
a. Quality and effectiveness of this programme;
b. Contribution to a more diverse workforce in your organisation (e.g. increased women’s participation rate at senior management level);
c. Measurable benefits and outcomes. 
4. Innovation:

a. How does this programme reflect work-life innovation today?

b. What new ideas or processes have been considered or implemented? Were there any barriers and/or challenges faced? If so, how were they addressed?
Part 4 - Leadership Engagement
(Weightage – 15%)

What we are looking for:

This section recognises the role-model CEO/Managing Partner/Country Leader for his/ her achievements, leadership, commitment and, most importantly, engagement in your organisation’s Diversity & Inclusion initiatives. Through commitment, actions and exemplary leadership, the winning Leader pro-actively promotes diversity and inclusion and is personally committed to creating an equal representation of men and women in the organisation’s management and top management. The Leader must be based in Malaysia.
How to nominate:

Describe in not more than two A4 pages, how the Leader champions Diversity & Inclusion in your workplace and the benefits to your organisation, and even possibly to the extended community at large. Please also include your Leader’s brief personal and corporate profile in this submission.
Your nomination may include the following areas: 
1. Demonstrated dedication and continuous commitment in advocating and raising issues of diversity and inclusion.
2. Encouraged the sponsorship of upcoming women leaders.

3. Led the development of innovative or contemporary measures to prevent any discrimination and to promote diversity and inclusion. 

4. Fostered positive communication and actively promoted inter-group relations among persons of different background e.g. age, gender, nationality, ethnicity, etc. 

5. Participated in a variety of corporate and community events that promotes mutual respect, acceptance, and cooperation that contribute to diversity awareness in the workplace and community.
Part 5 – Public Voting
(Weightage – 10%)
· In preparation for the voting period, please submit a video together with your completed participation form to encourage the public to vote for your organisation. All videos of shortlisted organisations will be published on social media.
· Your video should aim to:

1. Highlight Diversity & Inclusion initiatives or policies which bring significant impact to the workforce. 

2. Demonstrate employees’ thoughts, experiences, opinions, and suggestions on diversity.

· Video submission should not be more than 2 minutes submitted through a Dropbox link, https://www.dropbox.com/. 
· Shortlisted organisations will be featured on http://flexworklife.my and https://www.facebook.com/flexworklife.my as well as other relevant social media platforms. The general public will be invited to cast their votes for “Life at Work” winners.
· The vote count will contribute to 10% of the organisation’s overall scores.
SUBMISSION

· Please submit your completed entry form and video link by emailing to: flexworklife@talentcorp.com.my with the email subject “Life at Work Awards 2015 : <<name of organisation>>”
· Deadline for submission: 10th July 2015
· Entries will be considered for the following award categories: 

· Best Malaysian Organisation

· Best International Organisation

· Best Lean Organisation (less than 500 headcount)

· Best Initiative
· CEO Champion
TERMS AND CONDITIONS
Eligibility
· The Life at Work Awards is open to all employers based in Malaysia.
· Each organisation may submit only ONE Entry Form.

· Organisations that submit the Entry Form will hereinafter be referred as “Participant”
· Participant has the option to submit full entry or Best Initiative and/or CEO Champion category. If the participant decides not to complete the full entry form, your entry will not be considered for the Best Malaysia/International/Lean organisation.  
Rights to Share and Publish

· Participation for this Award irrevocably grants the organiser and/or its partners the rights to share and publish the contents contained in the Entry Form or any other information and data provided by the Participant, including the video submission in the organiser and/or its partners' websites and social media accounts.

· The organiser and/or its partners reserves the right, at its sole and absolute discretion, to use the names and information provided in the Entry Form by the Participant without the need to obtain any prior consent from the Participant or to compensate the Participant financially or otherwise. 
· The organiser reserves the right to cancel the Award if an insufficient number of deserving Entry Forms are received.
Judging Criteria

· The organiser and/or its partners reserves the right at their discretion to disqualify any Participants that are determined to be directly or indirectly tampering with the entry process or the operation of the Award, and/or to be acting in breach or potential breach of the terms and conditions provided herein including any amendments, additions or replacements of such terms and conditions by the organiser from time to time.

· Judges' decision is final and no appeal will be entertained.
· All entry forms will be judged by a panel of experienced judges in the area of diversity and inclusion (90%) and the shortlisted Participants will also be judged by taking into account public's opinion through voting (10%) based on the following factors;
· Participant's commitment to provide a diverse and inclusive workplace with an increasing trend of women participation in decision making positions;
· Participant's commitment in supporting work-life practices across the company; 
· Participant's commitment to pilot a sustainable initiative in its Diversity & Inclusion agenda; and
· Leadership engagement in championing Participant's Diversity & Inclusion initiatives.
· All applications will be considered and judged mainly on the Entry Form and supporting documents supplied; hence, the need for a strong presentation. Where possible, Participants should strengthen their Entry Form by including relevant information and supporting documents such as statistics on take-up of policies, with data updated as at 
31 March 2015. Shortlisted Participants may be contacted to show evidence of the disclosed data. The selection panel may request for an interview with CEOs and/or HR leaders of shortlisted Participants.   
Liability and Indemnity

· The organiser shall not be responsible or liable for:

- 
any problem, loss or damage of whatsoever nature suffered by any party due to any delay and/or failure in receiving and submitting the Entry Form as a result of any network, communication or system interruption and/or failure or any other error whereby in the event of such error, delay, damage and/or failure, the organiser shall not be responsible or liable to any Participants for their failure to participate in this Award at any time;

- 
any costs, problem, damage or loss of whatsoever nature incurred by the Participant, or their authorised representatives resulting from their participation in this Award; and

- 
any changes made by the organiser or its partners to this terms and conditions of this Award.

· By submitting the Entry Form and participating in this Award, the Participants agree to indemnify and hold harmless the organiser, its partners, its affiliated companies and their respective officers, directors, employees and agents, as well as the individual judges, from and against any claim or cause of action arising out of Participants’ participation in this Award, including without limitation any charges, claims, damages, costs, judgements, decrees, expenses (including, without  limitation, reasonable legal fees), penalties and liabilities of any kind or nature whatsoever which may be sustained or suffered or secured against the organiser or any of its subsidiaries, affiliates, agents, officers, employees or assignees by reason of, based upon, related to or arising out of a breach by the Participants or otherwise. 
· The Participants where permitted by law, waives all claims and further agrees that the organiser shall be exempted and excluded from any and all liabilities, under contract law and/or any other provisions of law for any injuries, damages and/or losses suffered by the Participants due to their participation in this Award or whatsoever caused.
Acknowledgement

· By participating in this Award, the Participants agree to be bound by these terms and conditions of this Award as well as the decisions made by the organiser and its partners.
Presence at the Event

· A senior representative of shortlisted Participant would be required to attend the Life at Work Awards at the Women Summit 2015 scheduled on 24 August 2015 at Putrajaya International Convention Centre.
- WE LOOK FORWARD TO YOUR PARTICIPATION-
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