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2010 HUNTER MANUFACTURING AWARDS

PLEASE READ CAREFULLY BEFORE COMPLETING YOUR APPLICATION
INFORMATION PERTAINING TO THE APPLICATION FORM & SUBMISSIONS CHECKLIST
(A)  RULES AND INFORMATION FOR APPLICANTS
· COMPULSORY - ALL APPLICANTS ARE REQUIRED TO COMPLETE BOTH THE MANUFACTURER OF THE YEAR and the HMA BOARD AWARD APPLICATION FORMS – THESE CAN BE ACCESSED IN THE FOLDER LABELLED “2010 COMPULSORY APPLICATIONS”

· APPLICANTS MUST ENTER AT LEAST ONE OF THE ‘GENERAL’ CATEGORIES - THESE CAN BE ACCESSED IN THE FOLDER LABELLED “2010 GENERAL APPLICATIONS”
· THERE IS NO LIMITATION ON THE NUMBER OF ‘GENERAL’ CATEGORIES APPLIED FOR
· ONE COMPANY CANNOT WIN BOTH THE MANUFACTURER OF THE YEAR and the HMA BOARD AWARDS
· A COMPANY DOES NOT NEED TO WIN ONE OF THE ‘GENERAL’ CATEGORIES TO BE ELIGIBLE TO WIN EITHER THE MANUFACTURER OF THE YEAR OR THE HMA BOARD AWARD
·   AN APPLICANT CANNOT WIN MORE THAN 2 OF THE ‘GENERAL’ CATEGORIES 
· IN THE CASE OF THE JUDGES REACHING A STALEMATE e.g.  2 COMPANIES REACHING THE SAME SCORE IN A ‘GENERAL’ CATEGORY, THE JUDGES WILL INVITE NOMINATED PERSONNEL FROM THE HMA BOARD TO ASSIST IN THE JUDGING OF BOTH COMPANIES AND THE HMA BOARD WILL DELIVER THE FINAL DECISION 
· APPLICANTS MUST PROVIDE EVIDENCE WHERE REQUESTED 
· IN SOME INSTANCES, IT MAY BE NECESSARY FOR THE JUDGE/S OF A PARTICULAR CATEGORY TO VISIT THE COMPANY/SITE.  IF THIS IS TO OCCUR, YOU WILL BE CONTACTED AND A MUTUAL DATE AND TIME SET UP FOR THE VISIT – see page 5 for the completion of contact details for such a visit

( B)  INSTRUCTIONS FOR COMPLETING YOUR APPLICATION FORM/S

Step One: Download the relevant application form/s for the category/ies you wish to enter from the HMA website at www.huntermanufacturing.org.au
Step Two: Create a folder on the desktop of your computer with your company name, followed by an underscore and the award category (e.g. YourCompanyName_Marketing). Save the relevant application form from the website to that folder and save all documents relating to that award category application into that folder only. 

Create new folders with relevant names for any other categories applied for, using the same process.

Step Three: Ensure all selection criteria is addressed on your application form.  Please note:  Applications may not be accepted for judging, id all requested information / selection criteria has not been completed.
[image: image2.jpg]Step Four:  Your application form must be submitted, inclusive of page 3, showing the completed Check Box list.  This is so the judges know you have addressed all selection criteria. 
Step Five: Save ALL your application documents onto 1 USB and forward the USB to the HMA, as per the details in the table below.
To assist you with your application, please carefully read this document and then use the following checklist to ensure you have included all the information required.

CHECKLIST

HAVE YOU

SUBMITTED YOUR APPLICATION/S USING THE APPROPRIATE GENERIC APPLICATION FORM/S FROM THE HMA WEBSITE, WITH ALL SELECTION CRITERIA BEING ADDRESSED AS SPECIFIED ON THE FORM/S?

HAVE YOU

COMPLETED THE 2 ‘2010 COMPULSORY APPLICATIONS FORMS’ – THE ‘HMA BOARD AWARD’ AND THE ‘MANUFACTURER OF THE YEAR’ FORMS? 
HAVE YOU

COMPLETED THE ‘HMA BOARD AWARD’ AND THE ‘MANUFACTURER OF THE YEAR’ FORMS ACCORDING TO THE SPECIFIED CRITERIA?



HAVE YOU

ENSURED EACH CATEGORY ENTERED HAS BEEN COMPLETED ON THE RELEVANT APPLICATION FORM PERTAINING TO THAT CATEGORY?
HAVE YOU

COMPLETED THE COMPANY DETAILS ON THE FRONT PAGE OF EACH CATEGORY ENTERED?
HAVE YOU……………………………….
 SUPPLIED YOUR CURRENT COMPANY LOGO IN COLOUR IN JPEG, TIFF, OR

 EPS FILE FORMAT AND COPIED IT ONTO YOUR USB?

HAVE YOU……………………………….
 SUPPLIED YOUR COMPANY PROFILE AND COPIED IT ONTO YOUR USB? 


(5 DOT POINTS)

HAVE YOU……………………………….
 SUPPLIED YOUR INFORMATION ABOUT THE PRODUCT/CONCEPT AND 

COPIED IT ONTO YOUR USB? (5 DOT POINTS)

HAVE YOU……………………………….
 SUPPLIED A MINIMUM OF 2 PHOTOGRAPHS OF THE PRODUCT/CONCEPT


IN TIFF OR JPEG FORMAT, AND COPIED THEM ONTO YOUR USB? 
	
	PLEASE NOTE 
A minimum of 2 photographs of the product / concept or subject of the submission is supplied within the application folder in jpeg or tiff format copied onto your USB

NOTE: please supply the largest available file size of the photo image e.g. 1-2MB to ensure high quality. If unsure of the file format specifications, please phone 4929 0346 and a student from the Diploma of Digital Interactive Media class (Hunter TAFE) will assist you.



	
	You need only provide your company logo and company profile once (as these 2 items will not change)

When opened, your USB should have a folder labelled with your 

Company NAME_’name of category’, and containing your

1. Company PROFILE

2. Company LOGO

3. Product/Concept PHOTOGRAPHS/DRAWINGS
4. ‘General’ Application form/s

5. Manufacturer of the Year Application form

6. HMA Board Award Application form

7. Attachments – evidence provided

Then continue as per SECTION B – Step 2 -PREVIOUS page 2. 

Continue this process for all the categories you enter, marking every document and/or folder very clearly with your company name, category and the item.

This information should all then be copied onto the one USB.   This will mean that your USB will hold applications for every category entered.  The information on your USB will then be copied onto another USB by Carol McEwan who will extract all the same categories together with its relevant information, and give it to the pertinent judge/s.



	
	HAVE YOU………………………
 SUPPLIED ALL the information In the format suggested and submitted it onto your USB.
Post or deliver your USB before 15th August, 2010 to
Carol McEwan

Administration Manager

C/- McEwan & Partners
Hunter Manufacturing Excellence Awards

Suite 1, 91 Frederick Street, Merewether   2291   NSW
(NEXT TO THE BEACHES HOTEL)


Proudly Sponsored by Major Sponsor
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Application Form for 
MANUFACTURING EMPLOYEE OF THE YEAR
(TARGET 1– OUTSTANDING FRONTLINE EMPLOYEE – 

COMPLETE THIS PAGE & requested information in SECTIONS 1-3 A-G on Pages 8 – 10 only)
OR

(TARGET 2– SENIOR MANAGER – 

COMPLETE THIS PAGE & requested information in SECTIONS 4-6 A-I on Pages 11  - 13 only)
OR 

COMPLETE BOTH SECTIONS IF MAKING SUBMISSIONS IN BOTH TARGET 1 AND TARGET 2
Company Details

Company Name:


Contact Name
:






Contact email address:

Company Address:

Suburb:





Postcode:

Phone Number:




Mobile No.:

Company Website Address:
========================================================================================================================================
Name and phone number of person to be contacted in the case of a company/plant site visit by a Judge:


Name:

Phone No./Mobile No:
(Type “As above” if the same details apply as for “Contact Name”)

SUMMARY OF CRITERIA: FRONTLINE EMPLOYEE
Section 1:
 Name and position of the nominated employee

Section 2: 
Overview of the business – no more than 50 words which will be included in the 2010 HMA PROGRAM BOOKLET

Section 3 A-G: Description and overview of the nominee’s job function and responsibilities and
   how the nominee has added value to the business 
SUMMARY OF CRITERIA: SENIOR MANAGER
Section 4: 
Name and position of the nominated employee

Section 5: 
Overview of the business – no more than 50 words which will be included in the 


2010 HMA PROGRAM BOOKLET
Section 6 A-I: Description and overview of the nominee’s job function and responsibilities and 


how the nominee has added value to the business 

APPLICATION FOR MANUFACTURING EMPLOYEE OF THE YEAR 

Eligibility

Nominations are open to any FRONTLINE EMPLOYEE AND/OR SENIOR MANAGER from a manufacturing company who has made an outstanding personal contribution to a manufacturing business.

The judges will look for documented examples of personal achievement by the nominee that include but are not limited to innovation, outstanding personal contribution or result achieved, completed tasks with quality results, improvement in safety, productivity or profitability directly attributable to the activities of the nominated individual.  
Judging Criteria
Below each section heading, the criteria to be addressed are listed to guide you in your application. 

EACH OF THE LISTED CRITERIA MUST BE ADDRESSED AND WHERE REQUESTED, EVIDENCE PROVIDED FOR YOUR APPLICATION TO BE ELIGIBLE FOR CONSIDERATION BY OUR JUDGING PANEL.
Section 1: FRONTLINE EMPLOYEE
Name of the nominated employee:  
(Please write the exact name to be used on certificates, trophies and in promotional material. Limit to 50 characters including spaces)
Position/title of the nominated employee:
Employment location (include suburb & city):

Please tick box when Section 1 is complete
Section 2: FRONTLINE EMPLOYEE
Overview of the business – no more than 50 words which will be included in the 2010 HMA PROGRAM BOOKLET
Location:

Market:

Products:

Size:
Please tick box when Section 2 is complete
Section 3 A-G: Description and overview of the nominated FRONTLINE EMPLOYEE and reasons for his/her nomination.
FOR ALL QUESTIONS REQUIRING A YES/NO, PLEASE PROVIDE EVIDENCE WHERE ‘YES’ IS THE ANSWER.  A SEPARATE FOLDER, LABELLED ‘ATTACHMENTS – EVIDENCE PROVIDED’ SHOULD BE CREATED FOR ALL THE REQUESTED INORMATION. PLEASE CLEARLY MARK EACH PIECE OF EVIDENCE WITH THE SECTION NUMBER AND THE QUESTION IT IS RELATED TO. Within the bounds of reasonable confidentiality constraints, please provide specific evidence such as KPI Reports, Financial Data, Production Data, Surveys etc to support the application wherever available
	a. Personal Commitment and Drive 
· Describe significant outcomes driven by the individual that have added value to the company

· Comment on and provide examples of the individual's actions that have built a reputation with colleagues as an honest, trustworthy person who will strive to do what's right no matter how personally challenging that may be.
	Show evidence

	b. Teamwork  - Comment on and provide examples of team performance including:
· Consistent, high level of participation in workplace team

· Consistent, effective contribution to team projects

· Sets the example to other team members through personal example

· Encouraging and support other team members

· Taking a positive, collaborative approach to problem solving
	Show evidence

	c. Comment on and provide examples of initiative and problem solving, including:
· Takes a positive attitude to problem solving and steps forward to find sustainable solutions, particularly in tough situations.

· Willing to take initiative to keep things moving

· Willing to back judgment within reasonable boundaries
· Comment on and provide examples of the individual's ability to stay with a task through whatever challenges arise until the objective is achieved.
· Comment on and provide examples of the individual's willingness to do whatever it takes to get the result the customer (internal or external) is looking for - making the personal sacrifices such as extra hours to make it happen.
	Show evidence

	d. Safety
· Comment on and provide examples of a strong, consistent, personal commitment to a safe workplace.
	Show evidence

	e. Innovation
· Comment on and provide examples of the individual's personal contribution to the development of innovations in the business.
· Comment on and provide examples of the individual's personal contribution to improved quality in production outcomes
	Show evidence

	f. Productivity and Profitability
· Comment on and provide examples of the individual's personal contribution to improvements in the business that have increased productivity and/or profitability of the business.
	Show evidence

	g. Accountability
· Comment on and provide examples of the individual's willingness to step forward to take responsibility for their decisions and actions without attempting to shift the blame to colleagues.
	Show evidence


Please tick box when Section 3, A-G is complete
The application may be accompanied by photographs, drawings etc. in support of the application. All are to be included with this Application Form on your USB. 
Section 4: SENIOR MANAGER
Name of the nominated employee:  
(Please write the exact name to be used on certificates, trophies and in promotional material. Limit to 50 characters including spaces)
Position/title of the nominated employee:
Employment location (include suburb & city):

Please tick box when Section 4 is complete
Section 5: SENIOR MANAGER
Overview of the business – no more than 50 words which will be included in the 2010 HMA PROGRAM BOOKLET
Location:

Market:

Products:

Size:
Please tick box when Section 5 is complete

Section 6 A-I: Description and overview of the nominated SENIOR MANAGER and reasons for his/her nomination.

FOR ALL QUESTIONS REQUIRING A YES/NO, PLEASE PROVIDE EVIDENCE WHERE ‘YES’ IS THE ANSWER.  A SEPARATE FOLDER, LABELLED ‘ATTACHMENTS – EVIDENCE PROVIDED’ SHOULD BE CREATED FOR ALL THE REQUESTED INORMATION. PLEASE CLEARLY MARK EACH PIECE OF EVIDENCE WITH THE SECTION NUMBER AND THE QUESTION IT IS RELATED TO. Within the bounds of reasonable confidentiality constraints, please provide specific evidence such as KPI Reports, Financial Data, Production Data, Surveys etc to support the application wherever available
	a. Leading results
· Describe significant outcomes driven by the individual that have added value to the company.
	Show evidence

	b. Personal contribution to business value added 
· Describe the personal contribution made to achieving the value added  results described in the first section.
	Show evidence

	c. Leading innovation
· Examples of how the individual has driven innovation in the business
	Show evidence

	d. Leading quality
· Examples of how the individual has driven quality improvements in the business.
	Show evidence

	e. Leading safety
· Examples of how the individual has strengthened the safety systems and outcomes in the business
	Show evidence

	f. Leading Productivity improvements
· Examples of specific Improvements in productivity directly attributable to the activities of the nominated individual
	Show evidence

	g. Leading financial sustainability
· Examples of ways in which the individual has strengthened the finance.al sustainability of the business. E.g Cost Reductions, Increased Sales
	Show evidence

	h. Leadership Resilience

· Examples of problems/challenges overcome by the nominated individual
	Show evidence

	i. Leading the team

· Provide examples of situations in which the individual has demonstrated their capacity to consistently deliver the following leadership behaviours with their team
· Building trust with the team
· Acting with Integrity
· Inspiring the team
· Encouraging innovative thinking in the team
· Coaching the team
· Rewarding the achievements of team members
	Show evidence


Please tick box when Section 6, A-I is complete

The application may be accompanied by photographs, drawings etc. in support of the application. All are to be included with this Application Form on your USB. 
(








HMA 2010
Application for Award
Page 4 of 13
PLEASE NOTE:  Your application/s will not be accepted unless both the Manufacturer of the Year and HMA Board Award applications have been completed – please access ‘2010 Compulsory Applications’ for these 2 application forms

