2010 Workshop Summary and Submission Checklist


	Creating a Level Playing Field

Stage 1 : Judging Against a Framework
	Process & Rules
	Don’t

· Write too little – the best applications use the word limit to their best advantage by writing to the category limit (+10% maximum).  If the word count is more than 20% below the limit for the category, consider editing the content e.g. more in depth writing, additional examples etc

· Enter your submission without the approval and signature of the proposer for the category. This is an important validation stage as it shows the judges that your organisation endorses your application. It helps us strike the balance between ensuring the competition is open to all but with corporate / brand approval too.

· Write in third person for individual categories
	Do

· Ensure you check the rules for both a) the competition and b) your specific category, as both these elements change year to year. For example, this year the word limits have been revised across a number of categories and may include a 100-word summary.

· Check spelling and grammar –submissions with spelling mistakes suggests lack of care and attention and crucially, poor grammar can impact the meaning being conveyed. At best, it makes for a difficult and time consuming read from a judging perspective

	
	Meeting the Criteria
	Don’t

· Think about the content you’d like to tell us about and then fit it to the criteria …. If you find yourself doing this, STOP and take stock. It is important to begin the planning process from the criteria headings, mapping your achievements to them …. If the mapping or linkages are weak or tenuous, consider dropping entirely or revising the content accordingly.

· Lose focus on the criteria or questions being asked. As this is a competitive process, the criteria provide parity for making comparisons, regardless of sector, stage of organisational growth etc. Anything which does not relate to the criteria is not marked, so take care with contextual information and the word count used in this regard. 

· Be lazy with the writing and editing process and use the annexes or evidence format to submit additional content. As evidence is purely for validation of content and not a quick fix way to write over the word limit, additional information that does not relate to the main content will not be marked.

· Leave anything open to interpretation!  Make sure your achievements are clearly mapped to the criteria – tell us throughout the submission where these linkages are. Do not leave it up to the judges to decipher and/or interpret how and where your content maps to the criteria – this is not only a painful process for judges but it is a risky strategy from your perspective! Better just to be clear and not leave things to chance!
	Do

·  Plan your content around the criteria for the category and then structure your submission in a way that not only presents your content in the best light but also shows the linkages to the criteria. The structure you use may depend on your writing style or the information you have to present. The two main ways of structuring applications are:

· Integrated – an approach which is content led i.e. you detail a series of examples or projects / initiatives in depth and which meet the criteria.

· Sub heading – an approach that is criteria led i.e. you use each of the criteria as a sub heading and then detail achievements etc within each. 

There are benefits and disadvantages to each of these approaches and there is no single right approach, as it most often depends on your specific content and ‘creative’ angle on the competition. Integrated applications are often more personal and passionate because they tell a story and they can also use the word limit effectively because they reduce duplication, i.e. where an achievement maps across several criteria headings for example. However, the drawback can be how clearly linkages are made between the content and the criteria.

Using the criteria as subheadings does show the judges clearly that you have met the criteria for the category, but these applications can lack an individual / personal feel and may be over wordy where achievements span more than one criteria. 

	Differentiation

Stage 2 : Judging Against your Competitors
	Standing Out from the Crowd
	Do

· Write in a way, which is results focussed, and impact oriented versus narrative and descriptive. As you are writing your submission, keep sense checking how impact oriented your writing is by using the ‘SO WHAT’ technique against each statement – this applies to soft outcomes as well as to quantifiable data. Once you have sense checked each statement in this way, then consider refining the amount of narrative you have used to set up each example or initiative … can you edit narrative without losing understanding freeing word count for more substantive information?  

· Demonstrate the strength of these achievements by giving us a comparative or benchmark  – definitely internal as a minimum but external is powerful if it’s available (contact centre, industry, sector, customer service benchmarks … there are plenty to be found so think outside the box if at first you can’t find a comparator to give us).

· Write in a way that shows depth of answer versus shallow, unsubstantiated examples. Shallow writing means that it’s difficult to tell for example, what someone has done over and above their day-to-day duties. It makes differentiation virtually impossible – if you describe something in one or two sentences, then it’ll probably read in a similar way to other submissions. Often the main reasons writing lacks depth is because people a) run out of steam so examples given in relation to the top two criteria are strong but the last two criteria are weak b) the submission has been completed at the last moment and so there has been no time to edit properly in line with word count c) the evidence or examples are weak in relation to the criteria. Do ensure you leave plenty of time to complete the writing cycle - plan, review, edit …. and be brave with the red pen!

· Tell us how you achieved the results you did, why something worked, if you tried different approaches, what you did to succeed, any failure along the way etc. We need to know what you achieved was not down to luck or some other factor, but rather what you did!

· Think about creative approaches to your submissions – use of imagery, photos, a unique angle that still meets the criteria, different ways the information can be captured, use of pull quotes throughout etc – and remember that this creative approach may well be different according to the category. If it’s a team category for example, could your submission show that the ‘team’ have all contributed to the submission….?

	Validation
	Evidence
	Don’t

· Use internal language without explanation or a key

· Use the evidence section as a way to increase word count as it won’t be marked anyway


	Do

· Think about what evidence carries the most weight for your category i.e. in a team leader category, testimonials from your team are critical. In a category rewarding customer experience, customer testimonials are essential … Think about it from a judges perspective – would you award a coveted prize to a team leader who didn’t provide glowing testimonials from their own team members, choosing peer or manager reviews instead?

· Think about how you can integrate testimonials into the main body of the submission without impacting word count i.e. through use of pull quotes

· Ensure there is direct link between the main body of your submission and the evidence. We will not review evidence that is not linked from your submission!


