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Green Gown Awards 2010
Guidance Notes for Stage 2 Applications
Stage 2 applications should be emailed to greengown@eauc.org.uk by 12:00 noon on Friday 7 May 2010. If you have not received email confirmation of your application form by 12:00 noon on Friday 14th  May 2010 please contact us on 01242 714321. By submitting your application, you are accepting the Conditions of Entry given at the end of this document.  
If you have any supporting materials to accompany your application please email them to greengown@eauc.org.uk. If the information cannot be emailed please send two hardcopies to the address below by Monday 10th May 2010:

Green Gown Award Team, EAUC, University of Gloucestershire, The Park, Cheltenham, GL50 2RH
Filling out the Form

Only those short listed from the Stage 1 process are eligible to complete and submit a Stage 2 application form. Applications which stand out through their clear signalling of achievements, succinct descriptions of work done and benefits achieved, and the provision of quantitative information, will have a greater chance of impressing the judges. A suggested length for the total application is 4-6 pages.
Please cover the following topics in your application:
Title – Insert a short title
Summary – Give a brief summary of your application, in less than 200 words. Make it as ‘catchy’ and descriptive as possible, and update it if new material has been added since stage 1.   

The Initiative – Describe, in under 300 words, the initiative, covering topics such as the activities undertaken; reasons for doing it; time-scale; costs (in cash and staff time); current status (on-going, completed etc); departments/organisations involved; any external recognition. 
Environmental and Social Benefits – Summarise these in bullet point format and then provide detail under each of the bullet point headings. Provide as much quantification as possible, making maximum use of normalised measures (e.g. energy per FTE or square metre of floor space) and being consistent in use of units. Also describe the provenance and reliability of the key data which is being used to make the case (e.g. based on half hourly metered data, based on independent research), and bear in mind that the organisers may ask to see this for winning 
applications. Indicate, where relevant, the reference case against which benefits are being compared. Wherever possible make comparisons with publicly available data 
at other institutions to illustrate distinctive features (e.g. levels of energy and water efficiency saving, success in reducing car usage). 
Other Benefits – e.g. financial, reputation, recruitment. Summarise these in bullet point format and then provide detail under each of the bullet point headings. Provide as much quantification – especially on financial impacts - as possible. For financial impacts describe both benefits and costs and demonstrate the relationship between 
them in terms of payback etc. Also describe the provenance and reliability of the key data which is being used to make the case (e.g. based on university accounting data) and bear in mind that the organisers may ask to see this for winning applications.
Relevance to the Sector – Please summarise, in bullet point form, what you feel is distinctive about your proposal e.g. originality, replicability through the sector, outstanding example of best practice, external recognition and then provide detail under each of the bullet point headings. Also describe learning from the initiative which could be of relevance to other institutions. Evidence of transfer to other institutions should be provided where available. 

Background material - Note that only the application forms will be distributed to judges prior to the stage 2 judging day. Additional material submitted will be made available to them on the day. Hence, it is unlikely that additional material will be read in detail so it is important that it is used to support points being made in the application form rather than acting as an alternative to it. Cross referencing will therefore be very important.
Special Note for Applications on Activities Involving More than One FE or HE Institution – These should normally be submitted as joint applications. If this is not the case, please provide brief confirmation within the form that it is appropriate for these other institutions not to be a full applicant (e.g. minor role, application focuses on only part of the activity).   

Special Note for College and Continuous Improvement Applications Focusing on ‘Institutional Change’ - It is obviously especially difficult to judge these so please help by highlighting the key areas where it is felt that the institution is distinctive compared to its peers, and provide supporting evidence. Tangible evidence of high level commitment, and its incorporation into management procedures, will also carry great weight with the judges.
Special Note for Applications in the Sustainable Construction and Refurbishment category - There is much evidence that the energy and environmental design specifications of buildings are often not achieved in practice. Hence, the judges for this category will put considerable weight on data which shows 
that this has happened. Please describe the provenance and reliability of data used for this purpose (e.g. actual metered data from X sites within the building). Details and outcomes of any commissioning, quality control and post occupancy evaluation activities which occurred will also be of interest. Information about problems identified, and responses made, will be seen as a positive commitment to improvement rather than being penalised by the judges (provided that they do not undermine the entire rationale of the application!). All data within the application should use metric units wherever feasible. Normalised figures per square metre of gross floor space should be provided for capital and relevant operating costs (e.g. energy consumption). Capital costs should also be broken down as much as possible (e.g. build, fitting-out, plant, and fee costs) to enable detailed comparisons between applications. 
	Conditions of entry

· Entries must be submitted using the official Green Gown Awards 2010 entry form. Only entries which were successful at Stage 1 will be accepted. 

· Whilst it is accepted that some overlap is inevitable, activities which have formed the basis of previous winning or commended entries will be given less weight than others.

· The closing date for stage 2 entries is 12:00 noon on Friday 7 May 2010.

· Unless otherwise stated, it is assumed that applicants accept that their applications will be in the public domain. 
· Unless otherwise stated, it is assumed that applicants will allow the Award organisers to use applications and materials provided for publicity and marketing purposes.
· On submission of your stage 2 application form you must complete and return the short listed marketing information form and accompanying material. This form will be used for marketing purposes only and will have no bearing on your application.

· It is expected that winning institutions will be willing to make a presentation on their applications, if asked, or host a Masterclass for dissemination of best practice in collaboration with EAUC and other Green Gown partners. 
· The Awards organisers reserve the right to a) refuse an entry if the rules have not been met, and b) audit stage 2 applications to ensure that claims made are fully justified.


· The Award organiser’s decisions are final and no correspondence or appeal will be entered into.

· A reliable telephone number must be given for Wednesday 26 May 2010, the stage 2 judging day, in case the judges have any queries about the application.
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