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Recognising Great Employers

Application Form 

The Work-Life Excellence Award honours organisations with leading Work-Life strategies and practices that enable their employees to harmonise work and personal needs.  The biennial award is conferred by the Tripartite Committee on Work-Life strategy, as part of its efforts to promote Work-Life Harmony in Singapore.  
	APPLICATION INSTRUCTIONS

	

	1) The WLE Award is open to all organisations in Singapore.



	2) Application opens on 1 January and closes on 31 March 2010.


	3) All submission should be made in English.


	4) Completed application forms must be signed and can be submitted via 
Mail: 
Work-Life Excellence Award 2010 Applications


C/o Tripartite Programmes Section


Labour Relations and Workplaces Division


Ministry of Manpower


18 Havelock Road #06-01


Singapore 059764
Email:    mom_worklife@mom.gov.sg


	5) Briefing sessions will be held on the following dates. Please contact us to register.
     (a) 8 January 2010, 11am
     (b) 22 January 2010, 10am

     (c) 5 February 2010, 2pm



	6) Site visits and interviews will be conducted for short listed nominees during April to June 2010.


	7) Winners will be announced and presented the award at the WLE Award Gala Dinner in August 2010.



	8)  For enquiries, please email mom_worklife@mom.gov.sg or call 6317 1186.


	APPLICATION FORM

	

	1. The submission must reflect Work-Life strategies that are applicable to your organisation for the period of January 2008 to December 2009. Where relevant, you may include pertinent supporting documents, as well as information or examples beyond the said period.


	2. Section A of the application form asks for details about your organisation.


	3. Section B has 7 questions. Your answers should demonstrate how your organisation fulfils the different criteria. Please provide specific examples and figures to substantiate your answers.


	4. Section C requires information from you for publicity purposes.  Please ensure that the information you provide is approved for public disclosure.


	5.   A guide to completing application form can be found at the Annex.


	AWARD PROCESS
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	JUDGING CRITERIA

	Each organisation will be evaluated on their Work-Life strategies based on 7 criteria:



	i)  Importance of Work-Life strategy in organisation’s vision, values and strategic plan


	ii)  Demonstrable commitment to Work-Life strategy from organisation leaders



	iii) Needs assessment

- How the development and implementation of the organisation’s Work-Life strategy are based on assessed needs



	iv) Extent of implementation

- Level of implementation and integration of Work-Life policies, programmes and services into the day-to-day functions of the business



	v) Employee awareness

- Extent to which employers help employees understand the options that are available and how to access them (including the process by which an employee can approach his/her manager/team leader for work-life options).  This would also include helping managers/team leaders understand their role in the organisation's Work-Life strategy, as well as providing the necessary guidance and training to execute this role.



	vi) Effectiveness of Work-Life strategy

- Impact on the business, its customers, as well as on the employee motivation and satisfaction



	vii) Demonstrable commitment to continuous improvement and innovation

- Responsiveness to the changing needs of employees, the business and its customers; processes in place to continually refine and/or innovate Work-Life programmes/ options



	TERMS AND CONDITIONS

	

	1.  Applicants must ensure all information provided in the application form is true and accurate.



	2. Applicants shall adhere to the application instructions and provide any required assistance to the secretariat throughout the award process.



	3.  The Judging Panel’s decision on the award winners is final.



	4.  The winning organisations shall actively participate in all award and publicity activities and be willing to share their winning practices.




Section A – Organisation Details
Organisation 

	Name
	      SET  

 FILLIN   \* MERGEFORMAT 


 FILLIN  "Organisation name"  \* MERGEFORMAT 


	Address
	     


	Nature of business and main business activities
	     


	Total number of employees
	     
	Total number of men
	     
	Total number of women
	     


	Average age of workforce 
	     
	Average years of service
	     


CEO/ Managing Director

	Name
	     


	Job Title 
	     
	DID/ HP
	     


	Email
	     


Contact Person 

* for any queries, clarification and follow-up related to the submission.

	Name
	     


	Designation 
	     
	DID/ HP
	     


	Email
	     
	Fax
	     


Section B – Evaluation Criteria
Please answer the following questions and provide examples / figures to support your answer. Please limit your answers to 500 words per question. 
Note: Answers for different questions may overlap

	Criteria 1 : Importance of Work-Life Strategy
How important is Work-Life strategy to your organisation? 
(Work-Life strategy refers to what your organisation does to enable an employee to manage his/her work responsibilities alongside personal and family needs.) 


	


	Criteria 2: Management’s Commitment to Work-Life Strategy

How do your organisation’s leaders demonstrate their commitment to Work-Life strategy? 
 

	


	Criteria 3: Employees’ Needs Assessment
How does your organisation identify and respond to your employees’ Work-Life needs?  


	


	Criteria 4: Extent of Implementation

To what extent has your organisation implemented Work-Life strategy?  
(A list of work-life programmes / options is attached.  You can use this list to support your answer.  Your score does not depend on how many work-life programmes / options your organisation has.)


	


Work-Life Programmes Implemented
Under ‘Remarks’, where relevant, please include information on
· which employees this is available to;

· usage levels;

· how it addresses identified needs;

· how it benefits employees and the business; and

· improvements planned.
	Flexible Work Arrangement
	Remarks  

	1. Compressed work schedule

Employees work the same number of hours, but over a shorter period than normal e.g. for a 5 day, 40-hour week, employees may work a compressed schedule of 4 days a week, 10 hours a day instead of 8 hours
	

	2. Flexitime / Flexi-hours

Employees choose start and end times daily, within management-set limits; OR employees can vary their daily start and end times as long as they work the total hours agreed for an accounting period.
	

	3. Job sharing

Two or more employees share one full-time position 
	

	4. Part-time

Employees work less than 30 hours a week
	

	5. Telecommuting

Employees work at a location away from the conventional office, e.g. in the employee’s home, satellite offices or from mobile locations
	


	Leave / Time Off

(above statutory requirements) 
	Remarks 



	1. Bereavement / Compassionate leave 
	

	2. Birthday leave
	

	3. Emergency leave / unrecorded time-off for family/personal matters 
	

	4. Family care leave e.g. elder-care sick leave, child care leave 
	

	5. Marriage / anniversary leave 
	

	6. Paternity leave 
	

	7. Renewal leave / career break / sabbatical 
	

	8. Study/ exam leave 
	


	Employee Support Programmes 
	Remarks 

	1. Activities that include family members 

E.g. Family Day, Bring Children to Work Day
	

	2. Childcare/ Elder-care arrangements / subsidies 
	

	3. Counseling services
	

	4. Family information and referral service

Providing information about family issues and family service providers
	

	5. Family Life Ambassador
	

	6. Family relocation / orientation

Arranging for family members to join staff overseas etc.
	

	7. Financial assistance 

E.g. scholarships, bursaries, loans
	

	8. Gift for marriage / birth
	

	9. Health and wellness programme

E.g. health screenings, stress management, mental wellness etc
	

	10. Lactation room
	

	11. Medical and insurance coverage for family members
	

	12. Personal Work-Life Effectiveness Programmes
These impart skills on achieving Work-Life Harmony e.g. Arrows with Soul, Heart of Success PWLE programmes
	

	13. Social activities for singles
	

	14. Time-saving services 

E.g. concierge service, laundry pick-up and delivery 
	


	Other Work-Life Programmes / Options
	Remarks

	1. 
	

	2. 
	


	Criteria 5: Work-Life Programmes Awareness and Utilisation

How does your organisation effectively raise the awareness of Work-Life programmes / options among employees and help them optimally use these programmes / options?  


	


	Criteria 6: Effectiveness of Work-Life Strategy

How effective is your organisation’s Work-Life strategy?  


	


	Criteria 7: Improvements and Innovation
How committed is your organisation to the continuous improvement and innovation of its Work-Life strategy?  


	


Section C – Publicity 
* Please ensure that the information you provide is approved for public disclosure.
	Interview(s)

	Contact Person for Interview:

Name:         ,   Designation:      
DID/ HP.:         ,   Email:      


	Quotes
These are statements that you may wish to be quoted in media or publications.




	Quotes from Senior Management:

     
by Name:         ,   Designation:      


	Quotes from Middle Management:

     
by Name:         ,   Designation:      



	Quotes from Employees: 

     
by Name:         ,   Designation:      



Declaration:

The application form has been completed accurately and includes all relevant information pertaining to the assessment criteria.
The information provided in this application form is approved for public disclosure as the information may be used by the organisers for promotional purposes.
Endorsed by:
	     
	
	     

	
	
	

	Name of CEO / Managing Director / General Manager / Partner
	
	Date


Annex

Guide to Completing the WLE Award Application Form

This is a quick guide to completing the Work-Life Excellence Award application form.  The tips serve as a reference only.  You may include other details that best describes your organisation.
Please download the actual application form from www.wleaward.com.sg.

	Criteria

	Tip

	Criteria 1 : Importance of Work-Life Strategy
How important is Work-Life strategy to your organisation? 
(Work-Life strategy refers to what your organisation does to enable an employee to manage his/her work responsibilities alongside personal and family needs.) 

	Importance of Work-Life strategy may include 

· rationale for Work-Life strategy 

· alignment to the organisation’s values, vision and mission 

· alignment to business strategy

· organisation’s culture 
· management’s commitment, accountability and continuous improvements 


	Criteria 2: Management’s Commitment to Work-Life Strategy

How do your organisation’s leaders demonstrate their commitment to Work-Life strategy?
	Management’s commitment may include

· statements issued by management and senior management

· management being role models and ‘walking-the-talk’

· examples of positive impact of management’s commitment

· supportive behaviour from management and employees

· how commitment is demonstrated in the day-to-day work



	Criteria 3: Employees’ Needs Assessment
How does your organisation identify and respond to your employees’ Work-Life needs?  
	Employee needs identification and assessment may include
· how needs were identified and assessed and if it was appropriate and inclusive

· how it was used to implement or not implement Work-Life programmes

· formation of team/s or committee/s (which may comprise employees) 

· effectiveness of needs identification and assessment process


	Criteria 4: Extent of implementation

To what extent has your organisation implemented Work-Life strategy?  
(A list of Work-Life programmes / options is attached.  You can use this list to support your answer.  Your score does not depend on how many work-life programmes / options your organisation has.)
	Extent of implementation may include

· Work-Life strategy and programmes implemented and integrated to organisation’s day-to-day functions

· how the programmes meet and benefit employees’ and business’ needs

· utilisation of the Work-Life programmes

· strategy and plans for continued improvements



	Criteria 5: Work-Life Programmes Awareness and Utilisation

How does your organisation effectively raise the awareness of Work-Life programmes / options among employees and help them optimally use these programmes / options?  
	· Work-Life awareness and utilisation may include
· how you inform employees about Work-Life programmes and options that are available or relevant to them

· processes to facilitate employees and managers to use Work-Life programmes (e.g. forms, training for supervisors on how to respond to requests for flexible work, etc.)

· examples that illustrate that processes were fair and equitable

· how employees had use and benefited from Work-Life programmes (especially flexible work arrangements)

· communication strategies and platforms to inform and communicate with employees/ managers about Work-Life programmes/ options



	Criteria 6: Effectiveness of Work-Life Strategy

How effective is your organisation’s Work-Life strategy?  
	Effectiveness of Work-Life strategy may include
· success indicators 
· how Work-Life strategy contributed to employees’ well-being as well as business goals, making it a win-win

· evaluation process, measures and findings. Both formally collected data and anecdotal examples are acceptable.
· how Work-Life strategy was implemented and evaluated
· sharing with other employers


	Criteria 7: Improvements and Innovation
How committed is your organisation to the continuous improvement and innovation of its Work-Life strategy?  
	Commitment to improvements and innovations may include

· how you evaluate, improve and innovate on Work-Life strategy 

· commitment to respond to changing business and employee needs

· measures of success on how new programmes addressed new or changing needs

· example of improved or innovative Work-Life programmes that has been adopted by industry peers

· identification of Work-Life issues (e.g. ageing population) that affects business and steps taken to address it.
· Process to continually refine and/or innovate Work-Life programmes/ options
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