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VIBES MANAGEMENT AWARD
APPLICATION GUIDANCE NOTES

The Competition

» The VIBES (Vision in Business for the Environment of Scotland) Awards aim to raise awareness
of environmental and sustainable development® issues within businesses in Scotland.

» The competition plans to emphasise that more effective environmental management is not only
good for business, the economy and competitiveness but also benefits the surroundings in
which we work, live and relax. It will reward not only those who have addressed sustainable
development issues in the work place, but also hope to encourage others to follow their
example.

Who Can Apply

The VIBES Awards are open to ANY? Scottish based business that contributes to the sustainable
development of Scotland in some way.

> All businesses have some impact on the environment, either directly or indirectly, that can be
reduced whilst also improving their performance.

> If you have taken an effective approach to environmental improvement and sustainable
development, either across the whole of your business or by focussing on only one of your
activities, you could be eligible for a VIBES Award.

» Applicants are placed in categories according to size of parent company.

How to Apply

> Applications can be made using the application form attached or on-line via the competition
website, www.vibes.org.uk, where further copies of the form can be obtained. Postal
applications should be sent to the address at the back of the form. We encourage entries
to be made via the website whenever possible.

» We require a site-based application in Scotland, which will be visited by the judges. So if you
are a business with multiple sites then, each application form must be site specific (unless

! “Development that meets the needs of the present without compromising the ability of future generations to
meet their own needs” (Bruntland Report definition) i.e. takes consideration of social, economic and
environmental issues.

% Current partners and sponsors of the VIBES Awards are not eligible to enter.
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» Each application should focus on actions and achievements over the past three years at the
site being entered.

» Businesses with more than one site are welcome to make more than one site based
application.

The Application Form

» The application form is designed to help assess your application according to ten criteria.

» The application form can be submitted on-line; alternatively, it should be typed or completed in
clear handwriting.

» Please be concise and limit the information provided in each criteria to a maximum of 100
words. Use bullet points where possible. If short-listed you will have the opportunity to
expand on actions and achievements during the judges’ site visit.

» Provide quantitative data where appropriate. For instance, if you have reduced your energy

consumption or your resource use then you must quantify the amount saved. You may be
asked to provide data to support these figures during the judges’ site visit.

Part 1 — Company Details

Part 1(a).

» This section asks for information about the site or premises you are putting forward for the
awards.
N.B. The address you provide should be for the site or premises you would like the
judges to visit. If the site contact is not based at this location please provide an
alternative correspondence address.

» The overall size of the business (parent company) will determine the size category in which
you are placed. There are three size categories:
Size categories:
e Businesses with more than 250 employees
e Businesses with between 50 and 250 employees

e Businesses with less than 50 employees
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A short-list of companies reaching the appropriate standard will be selected for each size
category.

> We also ask for a description of the main business activities of your company. This should
state your main business activity, the services or products you provide and your principal
markets.

» Please ensure you provide all information marked with *.

Part 1(b)
> These awards act as a participating feeder scheme for the European Awards for the

Environment. All winners have the option of going forward to be assessed as potential UK
entries to these awards. Please indicate your interest.

Part 2 — Judging Criteria
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» The main body of the application form is divided into ten criteria.

> To help you provide the information required for each criteria you may wish to consider the
following questions.

> Applicants are encouraged to complete all criteria if possible but it is acknowledged that some
criteria may not be relevant to your entry.

Criteria

Commitment

e What is the environmental philosophy, policy and/or corporate mission of your business?
e Is there senior management commitment?

e Do you have, or are you working towards, an Environmental Management System?

Employee Involvement

e What measures are in place to encourage staff involvement?

e What have you done to improve staff awareness?
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Accountability/External Communication

e How is stakeholder feedback accounted for in company decision making?

e Do you communicate with the local community?

e How are you working with your suppliers?

Monitoring and Reporting

e Do you routinely record consumptions e.g. energy, water and discharges e.g. waste,
effluent, air emissions?

¢ Did you undertake an environmental audit of your site?
e Have you set targets for environmental improvement?

e Have you measured progress towards meeting these targets?

e How were improvements fed back to the company?

Environmental Benefit

e Have you reduced the use of resources (water, energy, raw materials)?

Are there improvements in discharges to land, air and water?

Have you reduced your impacts by minimising transport?

How has the business improved the biodiversity at the site?

Are there recycling initiatives in place?

PLEASE PROVIDE QUANTITATIVE DATA WHEREVER POSSIBLE

Economic Benefit

e How your actions demonstrated economic viability?
e Is there a benefit to capital and/or operating costs?

e Have financial savings been made?

PLEASE PROVIDE ACTUAL SAVINGS OVER THE LAST THREE YEARS
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Social Benefit
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e How has the company made a positive impact on the local community?
e Are there employment opportunities as a result of your actions?

e Are there wider social impacts e.g. improved working conditions?

Innovation

e Does the company have novel approaches that promote sustainable business?
e How does the business set an example or go above and beyond standard practice?

e How has the company “thought outside the box™?

Replication Activity

e How has best practice been shared with a wider audience? (e.g. through seminars,
business network groups, case studies etc).

Future Plans

e What plans do you have in place for further improvement in the short and longer term?

Next Steps

Once application forms have been assessed we will be making a short-list of finalists. Businesses
meeting the required standard will be selected from each size category.

> Short-listed companies will be asked to host a visit by the competition judges during
September or October. The visit allows the judges to meet the employees at the site /
premises responsible for improving environmental performance and sustainable development
and should be used to back up and expand on your application. The visit will take no longer
than 3 hours.

» Finalists will be chosen from the short-list in size and category. A judging panel will then select
a national winner for each business size and category, which will be announced at an awards
ceremony in December 2008. Commendations may also be awarded to outstanding
companies.
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VIBES PROCESS DATE

VIBES LAUNCH March 12" 2008

VIBES APPLICATION WORKSHOPS May 2008

CLOSING DATE FOR APPLICATIONS July 18" 2008

JUDGING SHORTLIST PANEL MEET July 2008

JUDGING SITE VISITS September 22™ to October 17" 2008
JUDGING FINALIST PANEL MEET October 2008

NATIONAL JUDGING PANEL MEET November 2008

FINALISTS AND NATIONAL WINNERS AWARDED AT December 2008

ANNUAL CEREMONY

Further Information / Assistance

» We hope that these guidance notes are of some help in the completion of your application
form. Remember that no single business has all the answers. Everybody has the potential to
improve the performance of their business in some way.

> Please note that by entering VIBES you agree to share the information you provide with the
partner organisations. Additional information from partner organisations may also be obtained.
This information will only be used to help assess your suitability as a VIBES winner.

» Should you be chosen as a winning entry a case study will be prepared to highlight the key
criteria that make your company an exemplar for environmental best practice. This case study
will be used for dissemination purposes.

» Further advice, support and assistance with the application form are available from the VIBES
Awards Co-ordinator (details below).

» If you are interested in improving the environmental performance and sustainable
development of your business many of the partners involved in the VIBES Awards are available
to provide support and assistance. To find out how each of the partners might be able to help
you please contact the VIBES Co-ordinator or look at the competition web-site
(www.vibes.org.uk).

Completed forms must be submitted no later than 1700 hours on Friday 18th July, 2008.

Good Luck!

VIBES Awards, C/o Scottish Environment Protection Agency
Borders Office, Burnbrae, Mossilee Road, Galashiels TD1 1NF
Telephone: 01896 754797 Facsimile: 01896 754412
Email: vibes@sepa.org.uk Internet: www.vibes.org.uk

VIBES is a partnership between: Business Stream, CBI Scotland, Energy Saving Trust, Environmental
Protection UK, Envirowise, Federation of Small Businesses Scotland, Forward Scotland, Highlands and
Islands Enterprise, Scottish Enterprise, Scottish Environment Protection Agency and Scottish Government.
VIBES Awards Ceremony is sponsored by: Chivas Brothers — Pernod Ricard.
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