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Fife Constabulary 
 

Overall Winner of the Fife Business Diversity Awards 2006 
 

Michaela McLean, ñAll our staff have a lot of good experience and good skills 
so it's in the organisation's best interests to keep hold of them and to do 

whatever we can to keep people in employment. 
 

We've never had any problem with employing people with disabilities, quite 
the reverse.  Employing people from all sections of the community enables us 
to better meet our customer's requirements.  Employing people who have very 

different perspectives on life and who know what our customers are looking 
for, helps us with the quality of service we provide and that's something that 

we actively aim to do.ò 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

Fife Constabulary, The Overall Winner's Award for the  
Fife Business Awards 2006 with Christine May, MSP 
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Exerts from Keynote 
Speech - Fife Business 
Diversity Awards 2006  
Christine May MSP 
 
ñéThe first Fife Business 
Diversity Awards were 
held in 2003, European 
Year of Disabled People.  
The aim was to give 
recognition to Fife 
employers who made a 
significant contribution to 
the recruitment and 

retention of disabled people. Since then, as we all know, the Disability 
Discrimination Act has had a huge impact on the way that we should operate 
our businesses, in terms of facilities, the provision of services and 
employment practices.  
In addition to this Act, there are numerous agencies and employment 
opportunities to assist disabled people into work and to offer advice and 
practical support to employers to encourage them to diversify their workforces.   
éFife Employability Team, Fife Employability Network, Jobcentre Plus and 
Careers Scotland are responsible for developing and driving Fife Business 
Diversity Awards and all are committed to improving work opportunities for 
disabled people.   
éWorkstep, New Deal for Disabled People and Permitted Work - all 
employment programmes specifically aimed at increasing the number of 
disabled people in work.  
é financial assistance through Access to Work, the Advisorsô Discretionary 
Fund, some New Deal programmes, and Working Tax Credit.   
Pathways to Work will offer a new approach, with more financial, advisory and 
rehabilitation support.   
Incapacity benefits are being replaced by Employment and Support 
Allowance.  
é. However many people are still defined by their disability, and we need this 
to change.   
Employment is one of the best ways to achieve social inclusion, to let society 
see that disabled people have unique qualities, abilities, ideas and not least 
ambition.  
Fife Business Diversity Awards show that employers who treat disabled 
people fairly and with equity in the workplace are amongst the most 
successful businesses in Fife.  
We need to continue to forge partnerships with employers, offering them the 
support and advice that they need to create diverse workforces and fulfil their 
business potential.   
The Fife Business Diversity Awards is a major step in building these 
partnerships.ò 

  Foreword 
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Partnership Working ï Background to the Business Diversity Awards 
 
The European Year of Disabled People 2003, coupled with the planned 
implementation of the Disability Discrimination Act, afforded a springboard to 
develop opportunities for increasing employment for disabled people.  A 
partnership of organisations in Fife recognised the potential of this situation: 
the opportunity to engage with employers keen to embrace diversity and to 
link them with organisations who were committed to assisting disabled people 
into work.   
 
Collectively, this partnership (which includes Fife Employability Team, Careers 
Scotland, Fife Employability Network, Jobcentreplus and Fife Chamber of 
Commerce and Enterprise) developed the annual Fife Business Diversity 
Awards to highlight companies throughout Fife who were implementing 
excellent recruitment and retention practice.   
 
Experience has shown us that promoting the case for employing disabled 
people by hosting these awards is exceptionally cost effective.  The event 
generates publicity and press opportunities, allowing the message of 
ñemployment for allò to be sent to disabled people, employers and the public.   
 

Fife Business Diversity Awards aim to: 

¶ Raise the profile of and promote positively employment for disabled people  

¶ Develop a partnership approach to engage with employers to improve 
employment opportunities for disabled people  

¶ Give recognition to employers who are implementing inclusive recruitment 
practices and offering employment for disabled people  

¶ Encourage the sharing of good practice at an employers event i.e. the 
Business Diversity Awards 

¶ Promote the event and the award winners throughout Fife further 
highlighting the positive outcomes and benefits of employing disabled 
people  

¶ Address the negative attitudes which hinder the employment of disabled 
people by publicising good news stories 

¶ Inspire disabled people to move into employment.    

 
The collaborative approach of Fife Business Diversity Awards enable us to 
harness the expertise of organisations with a vested interest in improving 
employment opportunities for disabled people. 
 
The partnership also provides us with the benefits of: 
 

¶ A more prestigious and high profile event due to the collective 
organisational approach  

 

¶ Shared financial costs and staffing resource 

Introduction 
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¶ The potential to reach a wider audience. 
 

¶ Shared expertise and ideas. 
 
 
The initial discussions leading to the inaugural Fife Business Diversity Awards 
event took place in July 2003.  The partners agreed that it was essential to 
recognise those companies who were doing their utmost to recruit and retain 
disabled people; informing the decision to have Recruitment and Retention 
category winners.  An Overall Winner would also be chosen and this would be 
the employer who had excelled in incorporating and accommodating disabled 
people in the workplace.  On November 16th 2003, McDonaldôs Restaurant, 
Dunfermline, received the first Overall Winnerôs Award.   
 
ñItôs good business sense to employ disabled people.  We have had a hugely 
positive response from customers.  My responsibility as an employer is to 
ensure there are no barriers to individuals doing a good job.  Our disabled 
employees are longstanding, respected members of the team, and theyôre 
amongst the most reliable, conscientious employees we have.ò 
 

Adam Buchanan-Smith, manager of McDonaldôs Restaurant, Dunfermline. 
 
Partnership in Action  
 

The Scottish Executiveôs Vision is that economic development should raise 
the quality of life of the Scottish People through increasing economic 
opportunity for all.  
 
Fife Councilôs Fife Employability Team, Jobcentreplus, Careers Scotland, Fife 
Employability Network, and Fife Chamber of Commerce and Enterprise are 
committed to working together in Fife to increase employment rates, reduce 
poverty and encourage the social inclusion of disabled people in Fife. 
 
The Scottish Business Diversity Award toolkit is designed to help you make 
the Business Diversity Awards a reality in your area.  It provides practical 
advice and tools to assist you through the process of developing and 
implementing these awards.  
 
The development of Business Diversity Awards in your area will be a 
collective effort of all the partners concerned to engage with employers by 
highlighting and recognising inclusive employment practice, particularly for 
disabled people.   
 
Reaching Employers 
  
The impact of unemployment is well documented, as is the effect of disability 
on the quality of peopleôs lives.  There are xxxx people on incapacity benefits 
in Scotland.   
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Currently Jobcentre Plus Disability Employment Advisors and Incapacity 
Benefit Personal Advisors, Disability Employment Support organisations, 
Workstep, New Deal for Disabled People, Permitted Work and Working Tax 
Credit can have a positive effect on the ability of disabled people to succeed 
in work. 
 
The Disability Discrimination Act, in relation to employment, provides a 
legislative framework which identifies inclusive employment practice in the 
recruitment, selection, training and retention of disabled people in the 
workplace. 
 
The climate now exists to allow us to actively engage with employers and 
work in partnership to promote best practice and to recognise those 
businesses who are realising the benefits of a diverse work environment. 
 
 

Collective Action  
 
In consultation with the Scottish Union of Supported Employment, and with 
the support of the SUSE Networks it is hoped to replicate the Fife Business 
Diversity Awards model throughout Scotland.  This would involve each region 
hosting a Business Diversity Awards event to identify winning candidates, who 
would then be shortlisted and invited to attend the Scottish Business Diversity 
Awards event. 
 

The belief is that increased dialogue and co-ordination between organisations 
can yield real gains for employers and disabled people hoping to overcome 
the barriers to employment.  
 

The intention is to involve organisations whose key contribution to improving 
the Scottish Economy is increasing employment opportunities for disabled 
people.   
 
This involvement will be encouraged in a collective, collaborative and 
harmonious approach, driving the implementation of nation-wide events with 
commitment and cohesion. 
 

Developing this scheme in other regions will be challenging.  Co-ordinating a 
National Event will require serious effort.  Let us seize this time and channel 
our shared vision of inclusive employment for disabled people into the 
realisation of the Business Diversity Awards throughout Scotland. 
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The Scottish Business Diversity Awards Toolkit 
 

The Toolkit contains 7 chapters and their corresponding tools.  
 
The chapters detail the stages of developing and implementing the Business 
Diversity Awards. They are: 
 
Chapter One: Organisational Commitment at Regional and National   

Level 
 
Chapter Two:     Partnership Development  
 
Chapter Three:  Publications, Promotional Material and Stationery  
 
Chapter Four:    Identifying and Targeting Employers 
 
Chapter Five:     Regional: The Judging Criteria, the Awards and the 
                             Judging Panel  
 
Chapter Six:       Hosting the Awards 
 
Chapter Seven:  Linking with the Scottish Business Diversity Awards 
 
Each chapter provides clear and comprehensive guidance on the key steps 
required to create the Scottish Business Diversity Awards. 
 
How to use the Toolkit 
 
The toolkit is prescriptive in its design, aiming to consolidate the delivery 
nationally, thereby strengthening its value.  Each chapter of the toolkit is about 
key areas necessary for the development of the Business Diversity Awards.   
 
Each chapter of the toolkit contains a tool section that provides you with the 
materials required for that stage of development.  Tools include Word 
document templates and samples, Logos and PowerPoint presentation.  All 
Word template and sample documents will appear within the tool section of 
the associated chapter.  Logos and PowerPoint presentation will be 
referenced in the tool section of the associated chapter to the Appendices 
Section. 
 
Word document templates and samples, Logos and PowerPoint presentation 
are also provided on Disk and inserted in the inside front cover of the toolkit. 
 

 
 

 

 

 

 

 

 

 

How to use the Toolkit 
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McDonalds Restaurant, Dunfermline 
Highly Commended in Recruitment,  
Fife Business Diversity Awards 2006 

 
 

Adam Buchanan-Smith, Employer. ñKevin, whoôs worked here for 9 years, is 
one of my Customer Care assistants in the dining area.  Kevin is well know to 
people who come to McDonalds and is someone whoôs courteous, works 

hard, goes out of his way to help customers and again is well respected as 
part of the team here.  I've never heard a bad word said about him either from 

customers or colleagues.ò 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Kevin Cowie & and employer Adam Buchanan-Smith 
McDonalds Restaurant, High Street, Dunfermline 

 
 
 
 

 
 
 
 
 

 
 
 
 
 
 
 

 

Scottish Business Diversity Award Toolkit 
Chapter One: 

Organisational and Commitment at Regional 
and National Level 
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Chapter One: Organisational Commitment at National and Regional 
Level 
 

The tools provided in this Chapter are:  

¶ Scottish and Regional Logos 

¶ Template Scottish and Regional Business Diversity Awards Partnership 
Agreements  

 

Nationally 
For further assistance on developing the Business Diversity Awards and 
guidance on using the toolkit contact the Fife Business Diversity 
Awards partnership on 01592 414956, prior to the implementation of the 
Business Diversity Awards in your area.  
 
The Fife Business Diversity Award partnership has introduced the ñHow toò 
Toolkit to ensure that the regional development of the Business Diversity 
Awards is synchronised nationally, culminating in the Scottish Business 
Diversity Awards.   
 
Diagram 1 shown below outlines the main stages to the development of the 
Business Diversity Awards both regionally and nationally. 
 
Diagram 1: Development Stages of the Business Diversity Awards 
 
Partnership organisations form in the  
Region and agree to host the  
Business Diversity Awards.  
Representative from Region nominated to  
participate in the  
Scottish Business Diversity Awards Partnership 
 
 
 
Initial meeting of the Regional partnership  
to develop the  
Regional Business Diversity Awards  
 
 
 
Use the Scottish Business Diversity Awards  
Toolkit to deliver the  
Regional Business Diversity Awards 
 
 
 
Representatives from the Scottish  
Business Diversity Awards Partnership  
choose winners for and host the  
Scottish Business Diversity Awards event  

 
Chapter One: Organisational Commitment at National 

and Regional Level 

Sign the Scottish Business 
Diversity Award Partnership 

Agreement  

Sign the Regional Business 
Diversity Award Partnership 

Agreement   

Winners from Regional 
events shortlisted for the 
Scottish Business Diversity 

Awards event  
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Scottish Business Diversity Awards Partnership Agreement 

The Scottish Business Diversity Awards Partnership Agreement must be 
signed by all interested representatives from the Regional Business Diversity 
Award Partnerships, prior to the approval of the Business Diversity Awards in 
any particular area.  This ratifies the Business Diversity Awards, linking the 
regional and national events to the principles outlined in: 
 

¶ The Scottish Business Diversity Awards toolkit 

¶ The Scottish and Regional Partnership agreements 
 
and as agreed by the Scottish Union of Supported Employment.  The SBDA 
Partnership Agreement provides details of the action required by all the 
partners to deliver the Scottish Business Diversity Awards.  
 

The SBDA Partnership Agreement incorporates the use of the Toolkit and 
accompanying tools. 
The Scottish Business Diversity Award Partnership will have responsibility for: 
 

¶ Review of the design and content of the Scottish Business Diversity 
Awards toolkit  

¶ Costs associated with development and publishing of the Scottish 
Business Diversity Awards Toolkit 

¶ Funding and delivering the Scottish Business Diversity Awards event  
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Regionally  
 
Partnership Agreements will also be developed and signed at a regional level, 
by all partners within that region.  The Agreement will outline the principles, 
objectives, commitments, targeted action and review needed to plan and 
deliver the regional event and link with the Scottish event. The partnership will 
decide and may wish to include in this agreement the responsibilities of the 
partners and financial contribution required both for the regional and national 
event. 
 
The regional commitment to the development of the Business Diversity 
Awards requires that each of the partners undertake shared and individual 
responsibilities to deliver the event.   
 
This responsibility includes: 
 

¶ Event Planning, Actions and Timescales 
 

¶ Printing, promotion and distribution of nomination forms 
 

¶ Pre and post publicity of the event 
 

¶ Event organisation  
 

¶ Link with the Scottish Business Diversity Awards. 
 
The regions will be identified by the Regional Business Diversity Awards logo 
that can be amended accordingly.  
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Chapter One: Tool Section 
 
Scottish Business Diversity Awards and Regional Business Diversity Awards 
logo on Disk 1 and see Appendices Section on Page 74 
Template Agreements shown in tool section and included on Disk 2  
 
Disk 1  
 
Scottish Business Diversity Awards Logo 
Regional Business Diversity Awards Logo 
 
Disk 2 
 
Template Regional Business Diversity Awards Partnership Agreement   
Template Scottish Business Diversity Awards Partnership Agreement 
 
Disks inserted in the front cover of the Toolkit Guide.   
 

Instructions  
 
The Regional Business Diversity Awards Logo: consult with the Fife Business 
Diversity Awards Partnership for information on amendments to the logo. 
 
The Agreements: Insert Regional and Organisational Logos as indicated.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Chapter One: Organisational Commitment at National 
and Regional Level 

 
Chapter One: Organisational Commitment at National 

and Regional Level 
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Regional Business Diversity Awards Partnership Agreement  
 
A Partnership Agreement for the  
(insert Region name) Business Diversity Awards 
 
Between  
 

(Insert the names of the Partner Organisations involved and date)  
 
We the undersigned agree:  
 
That our organisations will work in partnership to improve the opportunities for 
disabled people in employment by engaging with employers within the region 
to promote the (insert Region name) Business Diversity Awards.  
  
We are committed to the principles, objectives and actions detailed in this 
agreement as they apply within our Region. 
 
We are also committed to working in partnership with the Scottish Business 
Diversity Awards partnership and to work towards the outcomes set in the 
Scottish Business Diversity Awards Partnership Agreement. 

 

Print name  éééééééééééééééééééé 

Signature  éééééééééééééééééééé 

Designation éééééééééééééééééééé 

 
 
 

Print name éééééééééééééééééééé 
 
Signature éééééééééééééééééééé 
 
Designation éééééééééééééééééééé 
 
 
 
Print name éééééééééééééééééééé 
 
Signature éééééééééééééééééééé 
 
Designation éééééééééééééééééééé 
                              
 

 
Print name éééééééééééééééééééé 
 
Signature éééééééééééééééééééé 
 
Designation éééééééééééééééééééé 

Insert organisation 
logo 

Insert organisation 
logo  

Insert organisation 
logo 

Insert organisation 
logo 

Insert Regional 
Business Diversity 
Awards Logo 
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Principles 
  
This agreement is based on the need to: 
 

¶ Promote equality of access and opportunity for the employment of disabled 
people  

¶ Work towards the development and dissemination of models of best 
practice in enabling employers to develop diverse workforces and in 
particular the employment of disabled people  

¶ Work to make a success of Community Plans, particularly in relation to 
employment. 

 
Objectives  
 

The objectives of this agreement are to: 
 

¶ Ensure that a cohesive approach to the development of the Business 
Diversity Awards is adopted nation wide 

¶ Demonstrate that an effective multi-agency approach can contribute to 
improved relationships between relevant organisations, employers and 
disabled people. 

¶ Stimulate joint working and information sharing 

¶ Increase awareness of the benefits of employing disabled people and 
encourage others to achieve employment. 

 

Commitments  
 

Our organisations will work together in partnership to: 
 

¶ Raise the profile of and promote positively employment for disabled people  

¶ Develop a partnership approach to engage with employers to improve 
employment opportunities for disabled people  

¶ Give recognition to employers who are implementing inclusive recruitment 
practices and offering employment for disabled people.  

¶ Encourage the sharing of good practice at an employers event i.e.              
(insert Region name) Business Diversity Awards. 

¶ Promote the event and the award winners within the region, further 
highlighting the positive outcomes and benefits of employing disabled 
people  

¶ Address the negative attitudes which hinder the employment of disabled 
people by publicising good news stories 

¶ Inspire disabled people to move into employment    

¶ Use the Scottish Business Diversity Awards toolkit to deliver an annual 
regional event for employers. 
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Targeted Action 
 

We will commit (insert sum agreed by the Scottish Business Diversity Awards 
partnership) in the first year (to be reviewed annually) as a contribution to the 
Scottish Business Diversity Awards partnership, and to deliver the (insert 
region name) Business Diversity Awards by using the Scottish Business 
Diversity Awards Toolkit 
 
We will:  
 
 

¶ Develop a Regional Business Diversity Awards Partnership 

¶ Nominate a representative from the Regional Partnership to link with the 
Scottish Business Diversity Awards Partnership 

¶ Produce an action plan and timescales for the (insert region name) 
Business Diversity Awards, specifically indicating: 

 

¶ Event date and location 

¶ Distribution of Nomination forms to employers 

¶ Planned pre and post event promotional activity 

¶ Judging panel members for the selection of award winners 

¶ Event Organisation 

¶ Delivery of Event  

¶ Evaluation of Event.  
 
Optional  
Partnership Responsibilities 
We will agree to shared and individual responsibilities for the development 
and delivery of the (insert Region name) Business Diversity Awards and the 
Scottish Business Diversity Awards. 
 

Partner name  Responsibilities  Specific Action  Financial/ 
Resource 
Contribution 

    

    

   
Review  
 
The Organisations of the partnership will take forward the above agreement 
designating specific roles as agreed by the partnership, and include review 
and evaluation of this agreement at least quarterly. 
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The Scottish Business Diversity Award Partnership 
 

A Partnership Agreement for the Scottish Business Diversity 
Awards 
 
 

( Region name) Business Diversity Awards Partnership    
 
Date: 
 
We the undersigned agree:  
 
That our organisations will work in partnership to improve the opportunities for 
disabled people in employment by engaging with employers to promote the  
Scottish Business Diversity Awards.   
 
We are committed to the principles, objectives and actions detailed in this 
agreement as they apply nationally. 
 
We are also committed to working in partnership to achieve the aims, 
objectives and targeted action set out in this agreement. 

 

Print name  éééééééééééééééééééé  

Signature  éééééééééééééééééééé 

Designation éééééééééééééééééééé 

 

Copy above as required   
 
Principles  
 
This agreement is based on the need to: 

¶ Promote equality of access and opportunity for employment of disabled 
people  

¶ Work towards the development and dissemination of models of best 
practice in enabling employers to develop diverse workforces and in 
particular the employment of disabled people  

¶ Work to make a success of Community Plans, particularly in relation to 
employment. 

 
Objectives  
 

The objectives of this agreement are to: 
 

¶ Ensure that a cohesive approach to the development of the Business 
Diversity Awards is adopted nation wide 

¶ Demonstrate that an effective multi-agency approach can contribute to 
improved relationships between relevant organisations, employers and 
disabled people 

Insert Regional 
Business Diversity 
Award Logo 
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¶ Stimulate joint working and information sharing 

¶ Increase awareness of the benefits of employing disabled people and 
encourage others to achieve employment. 

 
Commitments  
 

We will work together in partnership to: 

¶ Raise the profile of and promote positively employment for disabled people  

¶ Give recognition to Regional Business Diversity Awards winners who are 
implementing inclusive recruitment practices by offering employment for 
disabled people  

¶ Encourage the sharing of good practice at an employers event i.e. the 
Scottish Business Diversity Awards 

¶ Promote the event and the award winners nationally, further highlighting 
the positive outcomes and benefits of employing disabled people  

¶ Address the negative attitudes which hinder the employment of disabled 
people by publicising good news stories 

¶ Inspire disabled people to move into employment    

¶ Use the Scottish Business Diversity Awards toolkit to deliver an annual 
national event for employers. 

 
 

Targeted Action 
 

We will develop a Scottish Business Diversity Awards partnership 
compromising representatives from the Regional Business Diversity Awards 
partnerships, with the aim of hosting an annual Scottish Business Diversity 
Awards event. 
 
We will:  
Produce an action plan and timescales for the Scottish Business Diversity 
Awards specifically indicating: 
 

¶ Event date and location 

¶ Short listed employers 

¶ Planned pre and post event promotional activity 

¶ Judging panel members for the selection of award winners 

¶ Event Organisation 

¶ Delivery of Event  

¶ Review and evaluation of Event  
 
Review 
 
Organisations of the partnership will take forward the above agreement 
designating specific roles as agreed by the partnership, and include review 
and evaluation of this agreement at least quarterly. 
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Fife Institute of Physical & Recreational 
Education, Glenrothes 

Highly Commended in the Recruitment,  
Fife Business Diversity Awards 2006 

 

Gilmour Stevenson, Employer, ñAdam's been a fantastic employee over the 
18 years he's been here - we are consistently, regularly complimented on the 

way Adam carries out his job as a front line member of staff.ò 
 

Adam Morely, Employee, ñI work at Fife Institute switchboard  9-5, 5 days a 
week.  Working gives me a sense of purpose in life -  

it's a reason to get out of bed in the morning - it's motivation - obviously the 
money comes in handy now and again!" 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Adam Morely - Fife Institute Institute of Physical & Recreational Education 
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Chapter Two: Partnership Development  
 
The tool provided in this chapter is: Sample Action Plan 
 
Partnerships enable organisations to pool a wealth of experience and 
resources aimed at achieving common goals.  The most effective partnerships 
are created when knowledge of each other can be shared and where each 
organisation within the partnership is committed to achieving the partnership 
objectives and actions. 
 
The Regional and Scottish Business Diversity Awards enable us to link 
organisations who aim to promote inclusive employment, particularly for 
disabled people, with employers who ultimately play the main role in making 
this happen. 
 
The Scottish Union of Supported Employment is particularly interested in 
facilitating these partnerships and anticipate involvement of Local Authorities, 
Jobcentreplus, Scottish Enterprise and Voluntary Organisations similar to the 
Fife Business Diversity Awards model. 
 
Collectively, the Regional partners will commit to the Scottish and Regional 
Business Diversity Awards Partnership Agreements and individually each 
partnership member will pledge to undertake the steps necessary to achieve 
the objectives and actions required to deliver and make a success of the 
award events. 
 
The Agreements offer the sound foundations from which the Regional and 
Scottish partnerships can develop. 
 
The initial partners meeting should be used to agree to deliver the Business 
Diversity Awards, and sign the Agreements. An action plan highlighting 
organisational responsibilities and commitments can also be initiated. 
The stages indicated in the action plan will be covered in the ensuing 
chapters.  
 
Partnership involvement can be measured by active participation, staffing 
resources made available and financial contribution.  
 
There are key areas of responsibility, which can be undertaken by a specified 
partner, that assist in the successful delivery of the Business Diversity 
Awards. 
 
These are: 
 
1. Publicity  
 

¶ Printing of and amendment to publications: Nomination forms, letters, 
event stationery   

¶ Co-ordination of Nomination form distribution lists 

Chapter Two: Partnership Development 
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¶ Distribution of Promotional material: Nomination Forms, Letters, and 
Invites 

¶ Printing of Stationery: letters, table and name cards 

¶ Pre and post event press contact. 
 
 
2. Event Management  
 

¶ Link with Event Venue  

¶ Control of Invite list  

¶ Contact with Master of Ceremonies, Keynote Speaker, Award Presenters, 
Guest Speakers, and VIP's 

¶ Organisation of staff for Event.  
 
3. Presentation  
 

¶ Development of Event Presentation 

¶ Link with winning Employers 

¶ Co-ordination of Agenda  

¶ Speech writing.  
 
4. Partnership Development  
 

¶ Chairing and arrangement of Partner meetings  

¶ Link with Scottish Business Diversity Awards 
 
Through a process of collaboration, consultation and negotiation the 
partnerships will be able to activate an achievable action plan. 
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Chapter Two: Tool 
 
Sample Action Plan shown in tool section and included on Disk 2.   
 
Disk 2: 
 
Sample Action Plan 
 
Disk inserted in the front cover of the Toolkit Guide.   
 
Instructions  
 
The sample shown offers a recommended action plan and preferred 
timescales.  This action will ensure that the regional delivery of the awards co-
ordinates with the Scottish Business Diversity Awards action plan. 
 
The sample can be amended to suit particular regions although all regions 
should adhere to the timescales for presenting the awards.    
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SAMPLE:  Business Diversity Awards Action Plan 
 

Partner name  Responsibilities  Specific Action  Financial/ 
Resource Contribution 

Timescale 

All partners  Commitment to the 
Business Diversity 
Awards 

Sign Scottish and 
Regional agreements  

 
 
 
 
 

March  

 Event date and 
location booked 
Speakers to be 
arranged  

Date, time, duration and 
location of event 
including number of 
attendees. 
Confirm speakers 

 March  

 
 
 
 
 
 
 
 
 

Amendment to 
templates in toolkit, 
printing and 
distribution of Invite 
to Nominate letters 
and nomination 
forms 

Distribute through the 
Partner contacts, 
Employers networks, 
Chambers of 
Commerce, Business 
Gateways, disability 
organisations 
E-mail and organisation 
websites 

 March/April 

 Pre and post 
publicity of Awards 

Press release to local 
publications. Articles for 
organisation newsletters. 
Local radio networks. 
Poster campaign in 
Community Buildings, 
leisure facilities etc. 

 April/ 
August  

 Judging  Judging panel agreed  
Award winners chosen 

 June 

 Awards purchased Contact Claywood Crafts  June 

 Presentation 
delivery to be  
developed  for  
Award event  

Meetings with award 
winners/photographs 
taken/Agenda of event/ 
links with all 
presenters/speeches  

 July/ 
August 

 Invite list and 
invites sent  

Letters and invites 
printed and sent   

 August 

 Event night  
organisation  

Confirmation of 
attendees, tables, 
master of ceremonies, 
link speeches venue   
co-ordination 

 September 

 Post publicity/ 
Award winners 
shortlisted for 
Scottish event 

Press release.   
Winning Employers 
informed of Scottish 
event and confirmation 
sought for attendance  

 September 
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Trans-Fife Community Transport, Crosshill 
Runner Up in Recruitment, 

Fife Business Diversity Awards 2006 
 

Bill O' Sullivan, Employer, ñI think Alan's smashing guy - he's a one-off, he's 
unique, he's cheery, he's outgoing and I think the fact that he's a people 

person allows him to fit into our organisation.  We are people-focused and 
always trying to achieve for them, our customer, rather than ourselves, and 

Alan's able to do that - Alan understands our client's needs and he helps them 
and supports them when we're transporting them from A to B. 
We shouldn't be concerned about employing disabled people.   

Having a disability like Alan's may mean it takes a bit longer to understand 
and do the job, but the rewards for our company and the achievement for the 

employee far outweighs the extra 5 minutes it might take to get to where 
you're trying to go.ò 

 
 

 
 
 

 
 
 
 
 
 
 
 
 
 

Alan Scott ï Trans-Fife Community Transport 
 
 
 
 
 
 
 
 
 
 
 

 

 
 

Scottish Business Diversity Awards Toolkit 
Chapter Three: Publications,  

Promotional Material and Stationery 

 



 38 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

 



 39 

 
 
 
Chapter Three: Publications, Promotional Material and 
Stationery  
 

The tools provided in this chapter are: 
 
Letter Templates (confirmation slip) 
Nomination Form Text Only 
Sample Nomination Form 
Template Nomination Form 
Sample Poster 
Template Poster 
Letter Heading      
Sample Invitation Card 
Template Invitation Card      
Name Badge and Table Card  
Sample Event Agenda      
Award Certificate 
ñand the Winner isò  
 
The publications, promotional material and stationery in the toolkit are 
available to all Regional partnerships for use.  Using this material throughout 
the regions reinforces the image and impact of the Business Diversity Awards 
and increases recognition and awareness of the event amongst the public, 
employees and employers. 
 
All of the publications, promotional material and stationery can be amended 
by the Regional Partnerships to suit specific regions. 
 
All of the publications, promotional material and stationary will be reviewed 
annually by the Scottish Business Diversity Awards partnership.  
 

Nomination form  
The nomination forms should be distributed either by post or electronically to 
reach the target audience.  Mailshot nomination forms should be sent with 
accompanying Invite to Nominate letter.  The nomination forms can be used 
for download or electronic submission on websites.   
 
The nomination forms include information on the awards, the event location 
and date, the nomination categories, criteria for nominations and deadline for 
entries. 
 
The regional events should be hosted in September to fit with the Scottish 
Event to be hosted in November. 
 
In the first year of hosting the awards, testimonial evidence from employers of 
disabled people can be highlighted in the nomination form, and in ensuing 
years include testimonial evidence from award winners. 

  
Chapter Three: Publications, Promotional 

Material and Stationery   
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Poster  
The posters can be displayed in any locations likely to generate interest and 
encourage nomination e.g. public buildings, leisure facilities and shopping 
centres.  Employers may wish to display the posters as a means to promote 
nominations for their company either from members of the public or 
employees. 
 
Letter heading  
The letter heading template can be printed for the Regional Partnership and 
used in all correspondence relating to the awards.   
 
Letter Templates 
Letter templates include: 
 

¶ Invite to Nominate ï to be sent with Nomination form and information from 
letter to be included in Website and Email correspondence related to 
nomination form 

¶ Invite to Event: 3 types of invite letters ï shortlisted employers/ general 
employers /general invites.  (A confirmation slip is included and should be 
sent with all invites). 

 
Invitation Card  
The invitations are included with the 'Invite to Event' letters. 
 
Name Badge and Table Card  
Name Badge and Table Cards are duplicate templates and both should be 
printed for all attendees. 
 
Name Badges should be provided at event registration 
 
The Event controller will be responsible for seating arrangements.  A seating 
plan promotes effective networking and ensures that invited guests and 
speakers are conveniently placed.  It is beneficial to ensure that 
representatives from the Awards partnership are represented at each table 
during the event. 
 
Event Pack  
An event pack will be made available to all attendees and should include 
information from all the partners and other information as decided by the 
partners 
  

Event Agenda  
The event agenda is made available on the night of the event and included in 
an event pack which is distributed to all attendees 
 
 

Award Certificate 
 
This certificate can be printed and framed for each of the Business Diversity 
Award winners. 
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ñand the Winner isò 
 
No award event would be complete without the gold winnersô envelopes and 
the announcement ñand the Winner isò.  The envelopes and the card template 
shown should be given to the relevant presenters. 
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Chapter Three: Tool Section  
 
All publications, promotional material and stationery shown in tool section and 
included on Disk 2 
 

Disk 2: 
 
Letter Templates 
Nomination Form Text Only  
Sample Nomination Form   
Template Nomination Form 
Sample Poster 
Template Poster 
Letter Heading   
Sample Invitation Card  
Template Invitation Card 
Name Badge and Table Card 
Sample Event Agenda  
Award Certificate 
ñand the Winner isò 
 

Disks inserted in the front cover of the Toolkit Guide.   
 

Instructions  
 
The publications, promotional material and stationery shown are the 
recommended format.  These can be amended where indicated and printed 
as required. 
 
This ensures that the regional delivery of the awards is co-ordinated 
nationally. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
Chapter Three: Publications, Promotional  

Material and Stationery   
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«Business» 
«Address_1» 
«Address_2» 
«Town» 
«County» «Postcode» 

 
 
 
Dear Manager 
 
Enclosed Business Diversity Award Nomination Form 
 
Are you concerned about the impact of the Disability Discrimination Act,  
especially in relation to employment?  Or are you one of the growing number of  
(Insert Region ) companies who, by implementing inclusive employment 
practises, are realising the value of employing people with disabilities? 
 
If you are a business which recognises ability and are committed to providing 
an inclusive workplace, why don't you complete the enclosed nomination form 
for the (Insert Region) Business Diversity Awards? (Insert Region) Business 
Diversity Awards are an opportunity for your company to be seen as one which 
strives for excellence in the recruitment, selection, training and retention of 
people with disabilities. 
 
(Insert Region) Business Diversity Awards enable us to: 
 

¶ highlight the success of award winners 

¶ share good practice 

¶ increase the awareness of employment for disabled people 
 
 
 
 
 
The closing date for nomination is (insert date). 
The (insert region) Business Diversity Awards will be presented at (insert 
location) on (insert date).   
 
(Insert region name) Business Diversity Awards have been developed and are 
being sponsored (Insert partnership organisations. 
 
We look forward to receiving your nomination form in due course. 
 
Yours sincerely 
 
 
 
 

Insert testimonial evidence from a company already offering opportunities 
for disabled people or last years award winner. 

Insert nominated signatory 
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«Title» «First_Name» «Surname» 
«Job_Title» 
«Business» 
«Address_1» 
«Address_2» 
«Town» 
«County» «Postcode» 
 
 
 

 
Dear «Title» «Surname» 
 
(Insert Region) Business Diversity Awards celebrate the contribution that 
disabled people can make in the workplace. 
 
(Insert names of Regional Partners) will be hosting the (insert year and 
Region) Business Diversity Awards (insert Year) at (insert time) on 
(insert day and date) at (insert location). 
 
The Awards will celebrate ability in the workplace and are designed to 
recognise employers in (insert Region ) who are promoting inclusion and 
equality for disabled employees. 
 
Your company has been shortlisted for a (insert Regional ) Business 
Diversity Award) I have enclosed 3 invites.  Two invites for you and a 
guest.  I would appreciate if you could pass the third invite to (insert 
disabled employee name) as they have been identified as receiving 
exceptional support from yourself.   
 
Please complete the attached slip indicating attendance. 
 
I look forward to seeing you at the Awards Ceremony. 
 
 
Yours sincerely  
 
 
 
 
 
 
 
 
 
 
 
 
 

Insert nominated signatory 
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(Insert Region ) Business Diversity Awards (insert year) 
 
Confirmation slip 
To minimise costs and to assist with seating plans we would appreciate if you 
could complete and return this slip by (insert date) 
 
Name(s) éééééééééééééééééééééééééééé  
 
ééé..ééééééééééééééééééééééé..éééééé... 
 
Organisation ééééééééééééééééééé 
 
Address éééééééééééééééééééééééééééé 
 
éééééééééééééééééééééééééééééééééé 
 
Contact number: éééééééééééééééé 
 
I/ we will be able to attend.                                   I will not be attending.   
 
I will be sendingéééééééééééééééééééééééééé... 
 
éééééééééééééééééééééééééééééééééé 
 
     
as my representative(s). 
 
Signed éééééééééééééééééééé 
 
Date  éééééééééééééééééééé 
 
Position éééééééééééééééééééé 
 
 
Please indicate whether you have any support or catering requirements  
 
éééééééééééééééééééééééééééééééééé 
 
éééééééééééééééééééééééééééééééééé 
 
 
Please return this slip to: 
 
(insert name and address of responsible partner) 
 
or Tel no:                                 or Fax no: 
 
or Email: 
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«Title» «First_Name» «Surname» 
«Job_Title» 
«Business» 
«Address_1» 
«Address_2» 
«Town» 
«County» «Postcode» 
 
 
 

 
Dear «Title» «Surname» 
 
(Insert Region ) Business Diversity Awards celebrate the contribution that 
disabled people can make in the workplace. 
 
(Insert names of Regional Partners) will be hosting the (insert year and 
Region ) Business Diversity Awards (insert Year) at (insert time) on 
(insert day and date) at (insert location). 
 
The Awards will celebrate ability in the workplace and are designed to 
recognise employers in (insert Region) who are promoting inclusion and 
equality for disabled employees. 
 
As a valued employer, I have enclosed 2 invites for you and a guest of your 
choice to attend this event. 
 
Please complete the attached slip indicating attendance. 
 
I look forward to seeing you at the Awards Ceremony. 
 
Yours sincerely  
 
 

 
 
  
 
 
 

 
 
 
 
 
 
 
 

 
 Insert nominated signatory 
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«Title» «First_Name» «Surname» 
«Job_Title»«Business» 
«Address_1» 
«Address_2» 
«Town» 
«County» «Postcode» 
 
 
 

 
Dear «Title» «Surname» 
 
(Insert Region ) Business Diversity Awards celebrate the contribution that 
disabled people can make in the workplace. 
 
(Insert names of Regional Partners) will be hosting the (insert year and 
Region ) Business Diversity Awards (insert Year) at (insert time) on 
(insert day and date) at (insert location). 
 
The Awards will celebrate ability in the workplace and are designed to 
recognise employers in (insert Region ) who are promoting inclusion and 
equality for disabled employees. 
 
We would like to invite you as one of our guests and I enclose your invitation 
to attend this event. 
 
Please complete the attached slip indicating attendance and I look forward to 
seeing you at the Awards Ceremony. 
 
I look forward to seeing you at the Awards Ceremony. 
 
 
Yours sincerely  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Insert nominated partner name 
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