


Congratulations on winning a National Training Award!

This toolkit has been created to provide you with the templates and key tools required to
promote your organisation’s success in the Awards effectively and to organise your Celebration.
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Checklist

This checklist has been designed to help you through the process of organising your Regional

Celebration.

Aims of the event:

To promote and celebrate your organisation’s success as a National Training Award Winner
to internal and external stakeholders and the wider public. It is important that all trainees,
employees, partners and stakeholders involved in the award winning training are invited to and

form part of the celebratory event.

Checklist

3. Registration and Mailing

Tick

Set a deadline for RSVPs

Confirm the method for registration — normally by email or the mailing address
for registration forms

You may want to use the toolkit template registration form available, and add any
essential information that may be required

Determine what form the event will take — we suggest a speech from the head of
your organisation, followed by a trainee’s experiences and then the presentation
of the Award by an NTA representative

4. Additional considerations

Tick

How accessible is your venue — are you able to provide reasonable access to all
attendees?

Registration — you should provide some form of registration for your guests, you
may want to hand out badges to aid networking opportunities

Create a list of attendees, including organisation and contact details to record
how many guests attended the presentation (toolkit template available)

Include ‘Have a Go’ opportunity at your presentation — see toolkit

1. Planning the event Tick
Agree and fix a date and time for your event — as a guide we suggest 30 — 60
minutes for your presentation
Agree where your event will take place. It should be a room within your
organisation’s offices which can accommodate all your guests with an area for
the presentation to take place
Determine your budget and identify the costs which may include
e Catering — will this be non alcoholic drinks and nibbles
» Audio Visual requirements — which may include lighting, microphones, PA
system, projector, screen
Determine what form the event will take — we suggest a speech from the head of
your organisation, followed by a trainee’s experiences and then the presentation
of the Award by an NTA representative
2. Audience - you may want to: Tick

Ask all attendees to complete an evaluation at the end of the presentation.

Invite VIPs and other officials (toolkit template invitation available)

Invite sector/ industry trade press and local press (toolkit template invitation
available)

Invite trainees and determine if they would address attendees at the presentation
and share their experience

Invite speaker for opening address. This could be senior members of your
organisation

Invite keynote speakers (trainee/MP/ councillor/mayor)

Determine who is welcoming VIPs and other officials at the event

Invite sector/ industry trade press and local press (toolkit template invitation

available)
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Organising your event

The following Hints and Tips are provided to help make your presentation a success.

Hints and Tips

How to make your presentation a success:

Publicise the presentation and your success through your intranet/message board and /or
internal newsletter

Invite local press to attend your celebration and cover your success as a National Training Award
Winner (refer to the toolkit which includes template press releases and press & photo call
templates)

Hold the event on a Monday or Friday when most MPs hold surgeries in their constituencies

Invite the head of your organisation if they aren't already involved as they may not be aware of
your success!

Ensure your trainees are present. Would they be prepared to speak of their experience and how
training has benefited them?

Make sure your attendees are provided with name badges to aid networking at the event
Consider your audio visual requirements

Have fun after all it is a celebratory event!

Please find below a list of external guests and representatives you should consider inviting to your
presentation:

Clients (current, lapsed, prospective)

Partner Organisations

Relevant Sector Skills Councils

Business Link

Training Providers and Colleges

Local Councillors

Local Investors in People Centre

Local press (The NTA PR team can supply list of suitable press contacts to invite)

Local Chamber of Commerce

If you need assistance in obtaining contact details for any of the above, please let contact the NTA
team. We will invite your local MP and judges - please let us know if you do not want us to.

Organising your event

The following templates are available to help you organise your event.

TEMPLATE GENERAL INVITATION

[INSERT DATE]

Dear XX

Re: Invitation to National Training Awards Winners Presentation

[Insert organisation name] are delighted to have been awarded [insert category] in [insert region].
| am pleased to invite you to join us at the National Training Awards (NTA) Regional Winner
Presentation which will be held on [Insert date] at [insert venue].

The Awards recognise and celebrate the success of Investors in People accredited employers that
have delivered exceptional business benefits to their organisation through the training needs of
their staff across [insert region]. The ceremony will start with a reception and refreshments followed
by the presentation of the award.

Registration will commence at [insert time] with the Welcome starting at [insert time]. The
presentation is scheduled to finish at [insert time].

Please register your attendance by completing the booking form attached and submitting your
details. Please also indicate if you have any additional requirements so that we can ensure your
comfort at the presentation.

If you have any queries in the meantime please contact [insert name and contact details].
We look forward to meeting and celebrating our success with you.

Yours sincerely

[Name of organisation representative]

Template available to download here.
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Organising your event

TEMPLATE REGISTRATION FORM

Registration

NTA Winner Presentation
[Your organisation name]
[Category] [Region]
[insert date and time]

[insert venue]

| can/cannot* attend the National Training Awards Winner's Presentation

*Delete as applicable

U T et
OB T ettt
ENAIL s
ULy 0P PP RUPRRPPR
0D HI . e
0T TSP P TP PRT
OrGANISATION: .ttt et et
TelePNONE NMUMDET ..o e
Dietary/acCess FEQUITEIMENTS: ...ttt ittt ettt
RSVP by [insert date]

Please return to:

[Insert contact information]

N.B. This template is provided as guidance. Please alter to suit your arrangements for your
presentation whilst ensuring the overall branding and layout remain in place.

Template available to download here.

Organising your event

A\
"

worldskills
London 2011

Have a

WorldSkills London 2011 Have a Go is a
national campaign to provide one million
opportunities for people across the UK to

try a new skill. The WorldSkills Have a Go
programme will peak between 19 September
to 9 October 2011 in a three-week skills festival
promoting a great array of events taking place
around the UK and during the WorldSkills
London 2011 event itself.

We would like you as an NTA winner to include
a Have a Go opportunity at your Winner’s
Presentation event, providing your guests with
a fun, interactive, engaging way of getting
involved in skills.

By putting on a bite-sized skills taster event,
you can enhance the profile of your celebration
by generating additional material for training
employees, and further inspire your workforce
about their future training and career choices.

How it works?

Organise the Have a Go activity to take
place at your celebratory event.

Provide a bite-sized taster activity which
is fun, interactive and a hands-on way of
promoting and demonstrating the skills
used in your workplace.

The Have a Go opportunity should be
supported by information, advice, guidance
on furthering learning and development in
careers within the workplace.

Link up with partners such as training
providers, Sector Skills Councils,
employment agencies, Schools and
Colleges to deliver your Have a Go activity

Some of the ideas we've had so far...

Become the perfect host

Visit the Springboard event to try cocktail
making and housekeeping (take the bed
making challenge!). Or why not take part in
the omelette challenge, or test your restaurant
skills with silver service and elaborate napkin
folding in the waiter challenge.

Try out car body repairs

Using Car-O-Liner's collision repair equipment,
try your hand at re-shaping a damaged car
shell. There will be a separate viewing area for
your friends to see how you shape up!

Further Information

For more ideas and information download
the resources to help you plan and deliver
your Have a Go activity. Visit www.
worldskillslondon2011.com/haveago

Why not use the opportunity to maximise your
exposure by linking up with our WorldSkills
Have a Go programme of events? We will

add your event to our map and list the details
on the event page, just send the details to
haveago@worldskillslondon2011.com
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Marketing and PR Material

We aim to support you both through our own marketing and PR, and by providing the following
resources for your activity.

How to use the brand

As winners, you are authorised to use the National Training Awards brand. This includes the use of
logos to promote the Awards and your success.

The logo is an important part of our identity and it is important to ensure that the logo is correctly
positioned and can only be used in black or reversed out white. The full brand guidelines are
available to download here.

Logos are available for regional winners and also the Winner of the Year (example shown below).
Please download these here.

National Training Awards
East Midlands Winner 2011

Marketing and PR Material

PRESS RELEASE TEMPLATE: WINNER ANNOUNCEMENT

(Insert date)

Top training award for (insert organisation name)

A (insert town) based (type of organisation) company has beaten off stiff competition to scoop a
prestigious award for delivering outstanding training programmes.

(Insert organisation name) has been named the National Training Awards 2011 (insert region)
winner in the (enter category name) Category. The company will now compete against other
organisations from across the country to become the ‘best of the best’ and claim the coveted
‘Winner of the Year’ accolade at the National Training Awards 25th Annual Ceremony, which takes
place on 5 October at ExCel London.

This year, National Training Award Winners will be provided with the unique honour of celebrating
their success on a global stage at the world’s largest international skills competition, WorldSkills
London 2011. This once in a lifetime event will enable NTA winners to demonstrate their
commitment to developing skills and raising standards in workplace learning and showcase their
success alongside other top international businesses and organisations.

(Please note: the following quote has been pre-approved by Skills Minister, John Hayes,
and cannot be altered)

Commenting on the Awards, Further Education, Skills and Lifelong Learning Minister John
Hayes said: “The National Training Award winners show that firms that invest in workforce skills
gain real dividends. Not only are their employees more motivated because they are happier in their
work, but they reap the benefits of productivity, profitability and competitiveness.”

The 2011 National Training Awards celebrate and showcase Investors in People accredited
employers that demonstrate organisational benefits gained by directly linking the training needs of
their staff to the business needs of their organisation.

Winning a National Training Award can directly impact on an organisation’s success. Forty percent
of recent winners have seen bottom line benefits as a result of winning, with one in five stating
that they had seen an increase in the number contracts secured following their Award and one in
three stating that their organisations had become more efficient.*

(Insert quote from your organisation’s spokesperson here)

continued...
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Marketing and PR Material

The judging process of the National Training Awards is rigorous and closely relates to Investors
in People criteria. All entrants go before a regional judging panel, made up of individuals with
considerable knowledge and experience in training and development.

Encompassing employers of all sizes and from across all sectors, the National Training Awards cover
four categories:

Macro Employer (1000+ employees)
Large Employer (250 — 999 employees)
Medium Employer (50 -249 employees)

Small Employer (up to 49 employees) [Organisations with 20 or less employees are not required
to be Investors in People accredited to enter the Awards]

For more information visit www.nationaltrainingawards.com

-Ends-

Notes for Editors

*Statistics taken from the National Training Awards 2009 Winners Survey. A copy is available on
request.

About The National Training Awards
The National Training Awards are delivered by the Department for Business, Innovation and Skills.

Now run in association with Investors in People, the National Training Awards recognise

and celebrate Investors in People accredited organisations that have delivered outstanding
organisational benefits by directly linking the training needs of their people to the business needs
of their organisation.

For more information about the National Training Awards, visit www.nationaltrainingawards.com

About Investors in People:

Investors in People offers a practical, flexible and easy to use framework for improving business
productivity, performance and competitiveness in organisations of all types and sizes through
good practice in people management.

The UK Commission for Employment and Skills has strategic ownership of the Investors in
People framework. Investors in People is part of the UK Commission’s ambition to improve
skills, employment and productivity across the UK.

For more information on Investors in People please visit www.investorsinpeople.co.uk

continued...

Marketing and PR Material

About WorldSkills London 2011

WorldSkills London 2011 will bring together 1,000 Competitors (under 25 years) from over 50
countries/regions to compete in 46 separate skills competitions. Around 150,000 people are
expected to attend the event, which takes place at ExCel London from 5- 8 October 2011. The
world’s greatest skills Competition, WorldSkills London 2011 will see young people compete for
medals in 46 categories.

The WorldSkills Competition takes place every two years and WorldSkills London 2011 will be the
41st Competition. The UK previously hosted the WorldSkills Competition in 1965 in Glasgow, and
in 1989 in Birmingham. Every community and business in the UK thrives on skills, enterprise and
inspiration and the WorldSkills London 2011 team is working to make sure that the Competition
acts as a catalyst to spark the ambitions not just of Competitors but of people across the country.
Visitors to the event will discover how skills shape our world, get the chance to Have a Go at a
wide range of skills activities, and have an opportunity to talk to a range of experts about future
career options and opportunities. To find out more, visit: www.worldskillslondon2011.com.

Media Contacts:

Insert contact details for company individual handling media

Template available to download here.
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Marketing and PR Material

PRESS RELEASE TEMPLATE: WINNER PRESENTATION

(Insert date)

(Insert organisation name) staff in spotlight after winning National Training Award

Local dignitaries and VIPs joined management and staff from (insert organisation name) to
celebrate the organisation being named the (insert region name) Winner in the
(enter category name) Category in this year’s National Training Awards.

(Insert name, job title of organisation spokesperson and organisation name) was presented with
the National Training Award Regional Winner trophy by (insert name of VIP/person presenting
trophy and name, job title of NTA representative) at the celebration event held at (insert venue/
location) on (insert date).

(Insert organisation name) beat off stiff competition to win the prestigious award for delivering
outstanding training programmes. The company will now compete against other organisations
from across the country to become the ‘best of the best’ and claim the coveted ‘Winner of the
Year' accolade at the National Training Awards 25th Annual Ceremony, which takes place on 5
October at ExCelL London.

This year, National Training Award Winners will be provided with the unique honour of celebrating
their success on a global stage at the world’s largest international skills competition, WorldSkills
London 2011. This once in a lifetime event will enable NTA winners to demonstrate their
commitment to developing skills and raising standards in workplace learning and showcase their
success alongside other top international businesses and organisations.

(Please note: the following quote has been pre-approved by Skills Minister, John Hayes,
and cannot be altered)

Commenting on the Awards, Further Education, Skills and Lifelong Learning Minister John
Hayes said: “The National Training Award winners show that firms that invest in workforce skills
gain real dividends. Not only are their employees more motivated because they are happier in their
work, but they reap the benefits of productivity, profitability and competitiveness.”

(Insert name, job title of organisation spokesperson and organisation name) said:

(Insert quote or use following sample quote — “It is a real honour to have received this prestigious
award, which is a testament to the hard work of all our staff. Investing in training and development
has equipped this organisation with a highly motivated workforce dedicated to improving
productivity, no matter what their level or grade. | would like to thank everyone involved. We now
look forward to competing for the Winner of the Year title at the Annual Ceremony.”

The 2011 National Training Awards celebrate and showcase Investors in People accredited
employers that demonstrate organisational benefits gained by directly linking the training needs of
their staff to the business needs of their organisation.

continued...

Marketing and PR Material

Winning a National Training Award can directly impact on an organisation’s success. Forty percent
of recent winners have seen bottom line benefits as a result of winning, with one in five stating
that they had seen an increase in the number contracts secured following their Award and one in
three stating that their organisations had become more efficient.*

Guests at the (insert organisation name) presentation event heard all about the (insert organisation
name) award winning training programme. (Insert brief details of training programme).

Encompassing employers of all sizes and from across all sectors, the National Training Awards cover
four categories:

Macro Employer (1000+ employees)
Large Employer (250 — 999 employees)
Medium Employer (50 -249 employees)

Small Employer (up to 49 employees) [Organisations with 20 or less employees are not required
to be Investors in People accredited to enter the Awards]

For more information visit www.nationaltrainingawards.com

-Ends-

Notes for Editors

Photo caption: (Insert name(s) and job title(s) of those in celebration event photograph

*Statistics taken from the National Training Awards 2009 Winners Survey. A copy is available on
request.

About The National Training Awards
The National Training Awards are delivered by the Department for Business, Innovation and Skills.

Now run in association with Investors in People, the National Training Awards recognise

and celebrate Investors in People accredited organisations that have delivered outstanding
organisational benefits by directly linking the training needs of their people to the business needs
of their organisation.

For more information about the National Training Awards, visit www.nationaltrainingawards.com

continued...
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Marketing and PR Material

About Investors in People:

Investors in People offers a practical, flexible and easy to use framework for improving business
productivity, performance and competitiveness in organisations of all types and sizes through
good practice in people management.

The UK Commission for Employment and Skills has strategic ownership of the Investors in
People framework. Investors in People is part of the UK Commission’s ambition to improve
skills, employment and productivity across the UK.

For more information on Investors in People please visit www.investorsinpeople.co.uk

About WorldSkills London 2011

WorldSkills London 2011 will bring together 1,000 Competitors (under 25 years) from over 50
countries/regions to compete in 46 separate skills competitions. Around 150,000 people are
expected to attend the event, which takes place at ExCel London from 5- 8 October 2011. The
world’s greatest skills Competition, WorldSkills London 2011 will see young people compete for
medals in 46 categories.

The WorldSkills Competition takes place every two years and WorldSkills London 2011 will be the
41st Competition. The UK previously hosted the WorldSkills Competition in 1965 in Glasgow, and
in 1989 in Birmingham. Every community and business in the UK thrives on skills, enterprise and
inspiration and the WorldSkills London 2011 team is working to make sure that the Competition
acts as a catalyst to spark the ambitions not just of Competitors but of people across the country.
Visitors to the event will discover how skills shape our world, get the chance to Have a Go at a
wide range of skills activities, and have an opportunity to talk to a range of experts about future
career options and opportunities. To find out more, visit: www.worldskillslondon2011.com.

Media Contacts:

Insert contact details for company individual handling media

Template available to download here.

Marketing and PR Material

PRESS & PHOTO CALL TEMPLATE

(Insert organisation name) to be presented with National Training Award

Date: (Insert day, month, year)
Time: (Insert time)

Venue: (Insert full address of venue)

Photographers, journalists and film crews are invited to join local dignitaries (insert names of high
profile guests if confirmed eg. local MP) in celebrating the 2011 (insert region) Regional Winner of
the National Training Awards, (insert category name) Category, at (insert venue) on (insert date and
time).

(Insert town) based (insert type of organisation and organisation name) scooped the prestigious
award for delivering an outstanding training programme that directly impacted on the
organisation’s success.

(Insert name and job title of organisation spokesperson and invited VIPs) will be present at the
event along with members of staff who have been involved and benefited from the organisation’s
award winning training programme.

(Insert company name) will now go on to compete against other organisations from across the
country to become the ‘best of the best’ and claim the coveted ‘Winner of the Year’ accolade at
the National Training Awards 25th Annual Ceremony, which takes place on 5 October at ExCel
London.

-Ends-

For more information please contact:

(Insert contact name, number and email)

Template available to download here.

We will organise a photographer for your event.
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Marketing and PR Material

Top Tips for gaining media coverage

10.

11.

12.

Ensure your news release is as gripping and as interesting as possible and include all relevant
and accurate information

Do include quotes from the people involved where possible, the template press release gives
scope for this

Identify all possible local and regional media channels (print, broadcast and online)

Tailor the release as much as possible to maximise your media coverage, including in the first
paragraph a local angle which is relevant to the media channel you are sending to

Make contact with media channels in advance of issuing your news release to identify the most
suitable journalist to send information through to.

Contact the most relevant journalists and Introduce yourself; notify them of the story and that
a news release will follow

Identify how best the journalist likes to receive the information (as an email attachment or in
the body of the email)

Once the news release has been issued, make a follow up call to ensure the journalist
has received the information and has all the relevant information; provide any additional
background information as required

Provide the journalist with the opportunity for follow up interviews with relevant members of
staff

Ensure those members of staff are briefed about the story and what the journalist is likely to
want to talk about

Offer a photo opportunity and try and identify the best picture angle/setting in advance to save
time on the day

Always return journalists’ and photographers’ calls

Materials for the event

The following resources may be useful on the day of your event.

PROGRAMME TEMPLATE

NTA Winner Presentation
[Insert category]

[Insert organisation name]
[insert date]

[insert venue]

1500  Registration and refreshments

1530  Welcome - by host (Head of Organisation) and introduction of VIP

1535  Speech by VIP on the importance of training and developing staff

1545  Speech from trainer and staff on how training has benefited them and the organisation
1555  Presentation of NTA trophy

1600  Closing speech by host

N.B. This template is provided as guidance. Please alter to suit your arrangements for your
presentation whilst ensuring the overall branding and layout remain in place.

Template available to download here.
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E WINNER’S PRESENTATION ATTENDEE LIST TEMPLATE WINNER'S PRESENTATION POWERPOINT SLIDES TEMPLATE E
5. 5.
=) . . . =)
2 Title First Name Last Name Organisation | Position Email Telephone Address Line 1 | Address Line2 | Address Line3 | Postcode . — Powerpoint slides available to 2
A National Training Awards download here. w
g g
—_— [Insert Name] [Insert photo] —
E Winner E
+ [Insert Category] ~+
[Region]

Title here

Et ip ex exer alit vel ilit eum iliquate dolor summolo

Sit laoreet loreros er sed minci tin hent nonum zzrit lam venim
Vercidunt lummy nulluptat acip euiscidunt ipsustie magna
Sequipisl utpatue minismodo dip euipit velisis modiat

Et ip ex exer alit vel ilit eum iliquate dolor summolo

Sit laoreet loreros er sed minci tin hent nonum zzrit lam venim
Vercidunt lummy nulluptat acip euiscidunt ipsustie magna
Sequipisl utpatue minismodo dip euipit velisis modiat

Template available to download here.

National
Training Awards

Title here

Subtitle [Insert photo]

« Etip ex exer alit vel ilit eum
iliquate dolor summolo

« Sit laoreet loreros er sed minci
tin hent nonum zzrit lam venim
euiscidunt ipsustie magna

« Vercidunt lummy nulluptat acip
euiscidunt ipsustie magna eum

« Etip ex exer alit vel ilit eum

iliquate dolor summolo

Sequipisl utpatue minismodo

dip euipit velisis modiat

National
Training Awards
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Evaluation for the event

The following template can help you evaluate your event.

ATTENDEE EVALUATION TEMPLATE

National Training Awards Winner's Presentation

[Insert Date]

1. How did you rate the administration of the event?

[ Excellent [ ]Good || Average [ |Poor

2. How did you rate the format of the event?

[ Excellent [ ]Good || Average [ |Poor

3. How did you rate the venue?

| JExcellent | |Good || Average [ | Poor

4. How did you rate the quality of catering?

[ Excellent [ ]Good || Average [ |Poor

5. How do you rate the event as a celebration of training, learning and achievement through the
National Training Awards?

[ ] Excellent [ ] Good | ] Average [ | Poor

6. How do you rate the event as an opportunity for networking?

[ Excellent [ ]Good || Average [ |Poor

7. How would you rate the overall success of the event?

[ Excellent [ ]Good || Average [ |Poor

8. Do you have any other comments or suggestions about the presentation?

Please complete this evaluation form and hand in at the registration desk before you leave the event. Thank you!

Template available to download here.

Evaluation for the event

Please complete the follow evaluation so we can use the feedback for future events.

WINNER'S EVALUATION TEMPLATE

Please complete this form after your Awards Presentation has taken place. The NTA
are keen to know how we can improve our service and continue to ensure future
presentations are a success for all our winners.

Name:

Organisation:

How did you rate the overall administration and support provided to you by the NTA in helping you
organise your organisation’s NTA Awards Presentation?

[ |Excellent [ ]Good || Average [ |Poor

How did you rate the support materials provided to you by the NTA?

[ |Excellent [ ]Good || Average [ |Poor

Do you have any other comments?

How did you as an NTA Winner rate the experience of organising and hosting the Winner’s
presentation?

[ |Excellent [ ] Good | ] Average || Poor

Do you have any other comments?

continued...
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Evaluation for the event

Did you feel you given enough autonomy to host the event and tailor it to suit your organisations

requirements?

D Excellent D Good D Average D Poor

Do you have any other comments?

Did the amount you apply for from the NTA sufficiently cover the expenses of your event?
[ ]Yes [ |No, Please explain

Do you have any other comments?

How did you rate the overall success of the event?

| ] Excellent | ] Good | ] Average || Poor

Do you have any other comments or suggestions about the presentation?

Please email the completed evaluation form to geeta.sharma@skillsfundingagency.bis.gov.uk by 7 October 2011.

Thank you.

Template available to download here.

Contact us

For more information and support in organising your Winner's Presentation or for any other queries

please contact:

Geeta Sharma, 020 7904 0827
Or

Julia Bena, 020 7429 2824

For PR related queries to your event please email
pressoffice@skillsfundingagency.bis.gov.uk
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Do you have enough information?
If not, please feel free to contact us on:

T 020 7904 0827
E geeta.sharma@skillsfundingagency.bis.gov.uk
W nationaltrainingawards.com
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