AWEI 2019 ANNUAL SUBMISSION                         DOCUMENT 3 OF 3

FOR THOSE WHO SUBMITTED LAST YEAR:
PLEASE NOTE, POINTS CANNOT BE CARRIED OVER FROM LAST YEAR’S SUBMISSION FOR THIS DOCUMENT, ONLY FOR THE STANDING SUBMISSION (DOCUMENT 2 OF 3).  
SOME QUESTIONS HAVE CHANGED, AS HAVE SOME EVIDENCE REQUIREMENTS, REFLECTING SHIFTS IN PRACTICE.  
PLEASE READ EACH QUESTION AND THE EVIDENCE REQUIRED CAREFULLY.

PLEASE ENSURE THAT EVERY QUESTION IS ADDRESSED AS IF FOR THE FIRST TIME.
ALL WORK IN THIS DOCUMENT RELATES TO 2018 ACTIVITY ONLY.

THIS IS THE LAST YEAR OF ITERATION 3 OF THE INDEX.  A NEW INDEX ALIGNED TO BOTH AUSTRALIAN AND INTERNATIONAL BEST PRACTICE WILL BE RELEASED THE YEAR FOLLOWING.

YOU MAY DELETE THIS PAGE.
This document starts at Section 2.  Section 1 of this index can be found in: AWEI 2019 (200+ Employees) – Document 2 of 3 - Standing Submission. 
The 2019 annual submission applies only to work applicable to the 2018 calendar year.  Points will not be allocated for work carried out in 2019.

SECTION 2: STRATEGY & ACCOUNTABILITY

Q2.1
FOUNDATION: LGBTI Strategy and Accountability
	
	Assessment
	Evidence Required
	Evidence Provided – If the space within this column is not adequate for your evidence, please save in a separate file including the Question Number and Row identifier in the filename.  Please indicate that you have attached a separate document within the evidence column provided.

	(a)
	We have had in place for the assessed year, a documented strategy specifically addressing LGBTI inclusion.
	Please attach a copy of your LGBTI inclusion strategy.  This may be part of a broader strategy, incorporated within a broader/blended approach to diversity, or it may be standalone.

Note: For full point allocation; the strategy must extend beyond an image that states LGBTI inclusion is an area of importance.  LGBTI Strategy needs to clearly articulate areas of focus for the year alongside any stated objectives/ deliverables. 
	If you are including an attachment, identify the filename here (must include question number and row letter).

	(b)
	We have clearly defined and documented action plans, targets and accountabilities to support the strategy.
	Please attach a copy of any clearly defined action plans, targets, milestones that supported the strategy over the assessed year. Note: This refers to the working plans BEHIND the strategy.  For full points, you will need to show any action plans, accountabilities, milestones designed to track and monitor progress against the stated objectives/deliverables of the strategy referenced in (a) above.
	If you are including an attachment, identify the filename here (must include question number and row letter).


Q2.2
INTERMEDIATE: Further to Question 2.1 

	
	Assessment
	Evidence Required
	Evidence Provided – If the space within this column is not adequate for your evidence, please save in a separate file including the Question Number and Row identifier in the filename.  Please indicate that you have attached a separate document within the evidence column provided.

	(a)
	We meet regularly (at least three times a year) to track progress against the strategy
	Please identify 

(a) how often you meet to track progress 

(b) provide evidence of up to three progress meetings
	If you are including an attachment, identify the filename here (must include question number and row letter).

	(b)
	We report our progress against the strategy to an Executive Sponsor or other Executive/Executive Team  (or equivalent) within the organisation
	Please identify
(a) How was progress reported (in person, presentation, report)
(b) How often has this happened within the 2018 Calendar year
(c) Provide evidence to support the frequency of your reporting.
	If you are including an attachment, identify the filename here (must include question number and row letter).


Q.2.3
LEADING PRACTICE: Further to Question 2.1/2.2. 
	
	Assessment
	Evidence Required
	Evidence Provided – If the space within this column is not adequate for your evidence, please save in a separate file including the Question Number and Row identifier in the filename.  Please indicate that you have attached a separate document within the evidence column provided.

	(a)
	We have has reported our work on LGBTI inclusion to the CEO/Board or equivalent within the 2018 calendar year.
	Please identify

(a) How was progress reported (in person, presentation, report)

(b) How often has this happened within the 2018 Calendar year

(c) Provide evidence to support the frequency of your reporting.
	If you are including an attachment, identify the filename here (must include question number and row letter).

	(b)
	We have within the 2018 calendar year formally reported on LGBTI demographic or engagement data.
	Please identify

(a) Who this information was reported to

(b) When this data was last reported

(c) Sample of a report (confidential figures may be removed) showing the terminology used and any other demographics the LGBTI data was compared against)
Note:  AWEI employee survey data can be used here ONLY IF it was used for formally report on; in which case the evidence of the reporting and who to (all criteria above) must still be addressed.
	If you are including an attachment, identify the filename here (must include question number and row letter).

	(c)
	Our work in LGBTI inclusion has been communicated to all staff at least once throughout the assessment year. 
	Please provide evidence of one such communication.

Note:  This is not an email or blog with passing reference to LGBTI inclusion or an event.  This must be an all staff communication that provides information on your LGBTI inclusion work internally and/or any progress made. 

Communications that only focus on awards or events will not earn any points.

	If you are including an attachment, identify the filename here (must include question number and row letter).

	(d)
	Our work in LGBTI inclusion is documented within Annual Reports, CSR Reports (or equivalent).
	Please identify one such public document that includes reports on your local (Australian) LGBTI inclusion work. 
	If you are including an attachment, identify the filename here (must include question number and row letter).


Q2.4
ADDITIONAL WORK RELATED TO STRATEGY & ACCOUNTABILITY (MAX 3 POINTS): Additional work this year in the area of strategy and accountability (not already covered) that you would like assessed for additional points.   
· Use this table for work that you believe is over and above the requirements of the index or work not covered by the index relating to this section.  For example, for many questions throughout the index, we ask for evidence of one or two instances only.  If you have completed a significant amount of work in a given area over and above what you have already supplied evidence for, use this section to include the additional work.  Please list the area of work within ONE row and each instance of that work within the details column.  Please do not add additional rows for every instance of work in that area.  For example, question 2.3(c) asks for evidence of one piece of all staff communication re: your work in LGBTI inclusion.  If this is an area that you have done extensive communication in, use this table to add a descriptor of Extensive communication re: our work in LGBTI inclusion and within the details of work claimed column, list details of each instance, providing evidence in column 3.  Do not list each instance in a separate row.
PLEASE ADD AS MANY ADDITIONAL ROWS AS YOU NEED

	
	Assessment
Brief descriptor (just a couple of words)


	Details of work claimed

Full details of work completed or that which you are claiming points for
	Evidence Provided 

	(a)
	
	
	If you are including an attachment, identify the filename here (must include question number and row letter).




SECTION 3: LGBTI TRAINING & EDUCATION
This section refers to LGBTI inclusion or awareness training conducted throughout the assessed year.

Q3.1
FOUNDATION:  LGBTI Inclusion and Awareness Training 

IMPORTANT: Please do not include compliance training covering anti-discrimination policies or training within events.  Both of these are covered elsewhere. 
	
	Assessment
	Evidence Required
	Evidence Provided – If the space within this column is not adequate for your evidence, please save in a separate file including the Question Number and Row identifier in the filename.  Please indicate that you have attached a separate document within the evidence column provided.

	(a)
	We have conducted dedicated face-to-face LGBTI Inclusion and/or Ally/Champion Training within the assessed year, open to all employees within the organisation.

	This question refers to dedicated, face-to-face LGBTI or Ally training sessions.

EVIDENCE REQUIRED FOR ONE SESSION ONLY
Please respond to the evidence requested in the next column.

Note:  this does not apply to e-learning or events that incorporate a training component.  

Evidence of only one such session is required.  If you have delivered extensive training this year, please mention that within ONE ROW of the ADDITIONAL WORK Section (3.4) along with number of sessions held and brief details of the training.  This will be assessed for an additional point.
	If conducted by PID:  

Name of Trainer:

Date:

Number of attendees:



	
	
	
	If NOT conducted by PID:  

Include a detailed outline of the LGBTI component:
If you are including an attachment, identify the filename here (must include question number and row letter).

Length of the LGBTI/ally course:

Number of attendees:

Evidence of training being conducted:


	
	Assessment
	Evidence Required
	Evidence Provided – If the space within this column is not adequate for your evidence, please save in a separate file including the Question Number and Row identifier in the filename.  Please indicate that you have attached a separate document within the evidence column provided.

	(b)
	We have dedicated online training for LGBTI inclusion that can be accessed by all staff

	EVIDENCE REQUIRED FOR ONE ONLINE PROGRAM ONLY

Please provide:
(a) The duration of the LGBTI online training
(b) An outline of the content covered within that module

(c) From your online access statistics: the number of people who have completed the module over the 2018 calendar year. 
Note:
· Points will not be given if you cannot provide completion numbers.
· This may include previously videoed live training or utilisation of an LGBTI video library for training.
· EEO or Compliance Training is not to be included here.
	If you are including an attachment, identify the filename here (must include question number and row letter).



	(c)
	We have conducted LGBTI  training or awareness building within organisational events
	EVIDENCE REQUIRED FOR ONE EVENT ONLY

Please provide:
(a) A description of an event with the most significant LGBTI content
(b) Duration of the LGBTI content covered within the event
(c) Approximate number of attendees.
Note: Evidence of only one such session is required.  If you have delivered extensive training within organisational events this year, note that within ONE ROW of the ADDITIONAL WORK Section (3.4) along with a brief outline of the training within the events held to be assessed for an additional point.
	

	(d)
	Employees have attended dedicated LGBTI conferences within the last year (internal organisational LGBTI conferences or summits, national LGBTI conferences, international LGBTI conferences) for professional development
	Please provide:

(a) List of LGBTI specific conferences attended within the assessed year (includes either national, international, government led or commercial)
	


Q3.2
INTERMEDIATE:  In addition to any training identified in Q3.1, we have held targeted LGBTI inclusion/awareness sessions specifically for one or more of the following groups within the assessed year. Provide the evidence requested for each row selected)
IMPORTANT:  This is dedicated training for a specific audience with tailored content for the targeted group.   This does not include e-learning or events or attendance at open training sessions available to everybody.
	
	Targeted Training within 2018
	%
	No. of Attendees
	Evidence

	(a)
	We have within the 2018 calendar year, provided a tailored face-to-face LGBTI awareness session specifically for people managers that covers general LGBTI awareness but also provides time for a Q&A and focuses on role of managers in ensuring culture of inclusion and addressing homophobic/transphobic behaviour.  
Provide evidence of one session only. Sessions of less than 1 hour will not be awarded points.

For full points you will need to supply all evidence listed within the evidence column.
	Provide date held
	Provide number of attendees
	If conducted by PID:  

Name of Trainer:



	
	
	
	
	If NOT conducted by PID:  

LGBTI content covered relevant to Managers (outline):
If you are including an attachment, identify the filename here (must include question number and row letter).

Duration:
Evidence of training being conducted:

	(b)
	We have provided at least one face to face LGBTI awareness session to a group of new starters or graduates within the 2018 year.  This training must move beyond the communication of diversity at your organisation and the existence of network groups.   

Provide evidence of one session only. Sessions of less than 

30 min will not be awarded points.

For full points you will need to supply all evidence listed within the evidence column.
	Provide date held
	Provide number of attendees
	If conducted by PID:  

Name of Trainer:



	
	
	
	
	If NOT conducted by PID:  

Include a detailed outline of the LGBTI component:
If you are including an attachment, identify the filename here (must include question number and row letter).

Outline of LGBTI content over and above diversity initiatives and network groups:

Duration of  LGBTI component:

Evidence of training being conducted:


Q3.3
ADVANCED:  In addition to any training identified in Q3.1 or 3.2, we have held targeted LGBTI inclusion/awareness sessions specifically for one or more of the following groups within the assessed year. Provide the evidence requested for each row selected)
IMPORTANT:  This is dedicated training for a specific audience with tailored content for the targeted group.   This does not include e-learning or events or attendance at open training sessions available to everybody.
	
	Targeted Training within 2018
	Date held
	No. of Attendees
	Evidence

	(a)
	An LGBTI Awareness Session has been held within the 2018 calendar year specifically for Human Resources and/or Diversity teams with content specific to their role within HR/Diversity.  

Provide evidence of one session only. Sessions of less than 1 hour will not be awarded points.

For full points you will need to supply all evidence listed within the evidence column.
	Provide date held
	Provide number of attendees
	If conducted by PID:  

Name of Trainer:



	
	
	
	
	If NOT conducted by PID:  

Include a detailed outline of the LGBTI component:
If you are including an attachment, identify the filename here (must include question number and row letter).

Content specific to HR and Diversity Teams covered:

Length of the LGBTI component:

Evidence of training being conducted:

	(b)
	We have provided at least one awareness session to the CEO, Board, Senior Executive (or equivalent) teams within the 2018 calendar year that has sought to improve understanding of LGBTI inclusion.

This must be a minimum of 20 min LGBTI content to build awareness as opposed to any strategy updates (strategy/plan updates are covered in 2.3(a) – you may only use the same piece of evidence only if an awareness piece was given in addition to the strategy/plan updates).

Provide evidence of one session only. Sessions of less than 20 min will not be awarded points.

For full points you will need to supply all evidence listed within the evidence column.
	Provide date held
	Provide number of If you are including an attachment, identify the filename here (must include question number and row letter).attendees


	If conducted by PID:  

Name of Trainer:



	
	
	
	
	If NOT conducted by PID:  

Include a detailed outline of the LGBTI component:
If you are including an attachment, identify the filename here (must include question number and row letter).

Awareness content covered:

Evidence of training being conducted:


Q3.4
ADDITIONAL WORK RELATED TO TRAINING AND EDUCATION (MAX 3 POINTS): Additional work this year in the area of Training and Education (not already covered) that you would like assessed for additional points.  
· Use this table for work that you believe is over and above the requirements of the index or work not covered by the index relating to this section.  For example, for many questions throughout the index, we ask for evidence of one or two instances only.  If you have completed a significant amount of work in a given area over and above what you have already supplied evidence for, use this section to include the additional work.  Please list the area of work within ONE row and each instance of that work within the details column.  Please do not add additional rows for every instance of work in that area.  For example, for many of the training questions we ask for evidence of ONE such training.  If you have conducted extensive training, use this table to add a descriptor of Extensive LGBTI training and within the details of work claimed column, list details of each instance over and above what you have already documented within the training questions, providing evidence in column 3.  Do not list each training instance in a separate row.
PLEASE ADD AS MANY ADDITIONAL ROWS AS YOU NEED
	
	Assessment

Brief descriptor (just a couple of words)


	Details of work claimed

Full details of work completed or that which you are claiming points for
	Evidence Provided 

	(a)
	
	
	If you are including an attachment, identify the filename here (must include question number and row letter).




Additional work in this area may include but is not limited to:

· Internally developed LGBTI reverse mentoring program with active participation this year (evidence required)

SECTION 4: LGBTI EMPLOYEE NETWORK & ALLY/CHAMPION INITIATIVES

Note:  Different terms are used for internal networks including but not limited to Ally/Champion Networks, Employee Resource Groups, Employee Network Groups, and Employee Action Groups.  For the purpose of consistency within this document, we will use the term LGBTI Employee Network to reference all of the above.

Q4.1
FOUNDATION: Please select all that apply. 

	
	Assessment
	Evidence required
	Evidence Provided – If the space within this column is not adequate for your evidence, please save in a separate file including the Question Number and Row identifier in the filename.  Please indicate that you have attached a separate document within the evidence column provided.

	(a)
	We are in the process of establishing an LGBTI employee network
	Please outline the steps undertaken within the assessed year to establish the network.
	If you are including an attachment, identify the filename here (must include question number and row letter).

	(b)
	We have an established LGBTI employee network
	Please identify the network name and the number of people currently within this network.
	If you are including an attachment, identify the filename here (must include question number and row letter).

	(c)
	Our network has a clearly articulated and documented charter or purpose
	Please attach a copy of the charter/vision/purpose.
	If you are including an attachment, identify the filename here (must include question number and row letter).

	(d)
	The network has 2-way communication with HR/Diversity teams
	Describe how the network interacts with HR/Diversity and vice versa. 
	If you are including an attachment, identify the filename here (must include question number and row letter).

	(e)
	The network tracks membership growth and participation
	If this is the first year of your network, please identify current numbers.  If your network was in existence last year, please include any growth or decline in members.  
	If you are including an attachment, identify the filename here (must include question number and row letter).


Q4.2
INTERMEDIATE: Further to Q4.1 above, please select all that apply. (Place an X in the first column against all rows that apply. Provide the evidence requested for each row selected)

	
	Assessment
	Evidence required
	Evidence Provided – If the space within this column is not adequate for your evidence, please save in a separate file including the Question Number and Row identifier in the filename.  Please indicate that you have attached a separate document within the evidence column provided.

	(a)
	The network has a clearly articulated leadership structure and articulated roles and responsibilities for individuals involved in leading the network
	Please attach a copy of your leadership/accountability structure and documented accountabilities.

Note:  For full points, we must be able to see that there is not only a leadership structure, but a clear indication of roles and responsibilities.
	If you are including an attachment, identify the filename here (must include question number and row letter).

	(b)
	The network is responsible for delivering against a strategy or documented targets/action plans
	Please note the following in terms of evidence required:
(a) If this is the same strategy referenced in 2.1a/b – please identify what part of that strategy the network is responsible for.

(b) If this is a separate strategy, or you have independent targets/actions plans. Please enclose a copy in response to this question.
	If you are including an attachment, identify the filename here (must include question number and row letter).

	(c)
	The network is responsible for managing its own intranet page. 
	Please provide a current screenshot of your network’s page. 
Note: Internal social media sites are not given points here.
	If you are including an attachment, identify the filename here (must include question number and row letter).

	(d)
	The network clearly identifies non-HR people within the network that LGBTI employees can call for confidential conversations.
	Please provide a screen shot of where confidential contacts are communicated.  
Note: For full points, this should not just be a list of your network leadership or a couple of members of your team.  It needs to be clearly stipulated who within the network can be contacted for a confidential conversation or questions. 
	If you are including an attachment, identify the filename here (must include question number and row letter).

	(e)
	The network has formally sought feedback within the assessed year from the broader employee or network base in terms of the effectiveness of the network, what they would like to see, improvements that could be made etc. 
	Please provide context as to how this was formally sought and the key findings of the feedback.  
Note: This is not about casual calls for feedback.  This is a dedicated survey or means by which you can obtain targeted feedback around specific network activity; suitable for trend analysis and input into planning.
	If you are including an attachment, identify the filename here (must include question number and row letter).

	(f)
	The network is actively involved in the formal delivery of (not just the organisation of) LGBTI inclusion and awareness training/coaching across the organisation.
	Please provide context as to the role that the network has played within the assessed year (facilitation/panel/sharing stories) and provide evidence to support your response.
	If you are including an attachment, identify the filename here (must include question number and row letter).

	(g)
	Materials are readily available to  allies/champions in terms of what it means to be an ally, why it is important, the role that allies play, how allies can be more involved etc.
	Please attach a copy of these materials. 

Note: This is over and above formal ally training covered in section 3.  This refers to permanently available resources.
	If you are including an attachment, identify the filename here (must include question number and row letter).

	(h)
	The network has contributed to the active promotion of allies/champions and their stories over the assessed year (ie. why am I an ally, what does it mean, why is it important, why you should be an ally etc) in an effort to increase visibility and participation.
	Please attach one ally story promotion as evidence.
Note: This is about raising the visibility of non-LGBTI allies and why being an ally is important for the purpose of awareness building or encouraging other allies to take part in the network. This has to be more than a list of allies, it has to be an active attempt to build awareness.
	If you are including an attachment, identify the filename here (must include question number and row letter).

	(i)
	The network has held social events throughout the year. 


	Please provide approximate number of events held and the kind of events held (e.g.  social event, educational event)
Note: Please do not include any that you have a training/awareness component as these are covered in 3.1[c]
 
	If you are including an attachment, identify the filename here (must include question number and row letter).


Q4.3
LEADING PRACTICE: Further to Q4.2 above (Place an X in the first column against all rows that apply. Provide the evidence requested for each row selected)

	
	Assessment
	Evidence required
	Evidence Provided – If the space within this column is not adequate for your evidence, please save in a separate file including the Question Number and Row identifier in the filename.  Please indicate that you have attached a separate document within the evidence column provided.

	(a)
	The network has provided advice back to the organisation establishing itself as a point of reference with subject matter expertise over the assessed year. 
	Please provide the following information for up to two instances of advice provided:
(a) Overview of the discussion matter

(b) Network members involved

(c) Advice given

(d) Results/Actions 

Note: Only those advices providing the above evidence will be given points.  Partial points will be given to less than two evidenced instances.  

	If you are including an attachment, identify the filename here (must include question number and row letter).

	(b)
	The network has a sustainability plan documented and in place to ensure the longevity and ongoing contribution of the network. 
	Please attach a copy of the sustainability plan.  

Examples may include:  Elections, Succession plans, cap on years serving etc.

Note: The overall structure of the network in itself is not sufficient to gain points for this leading practice question.
	If you are including an attachment, identify the filename here (must include question number and row letter).

	(c)
	The network has worked with appropriate internal teams to enhance the organisations external reputation in terms of its inclusivity. 


	Please provide the following information for up to two instances of collaboration:
(a) Context of the collaboration (what was the advice provided)

(b) What departments or people outside of the network were involved

(c) Outcome of the advice

Note: This has to be branded or reputation aligned and should be more than working with designers for posters or media for editing of videos.

Only those advices providing the above evidence will be given points. Partial points will be given to less than three evidenced instances.  
	If you are including an attachment, identify the filename here (must include question number and row letter).

	(d)
	Network Leader/s have Diversity Group Leadership (or equivalent) recognised as a formal component of their broader role.
	Please provide evidence of this being built into formal accountabilities and identify whether or not performance in this role is formally assessed.  If so, how.  
Note: Contributing to cultural values or generic diversity statements will only get partial points.  Full points awarded if there are very specific KPI’s directly aligned to the leadership role of a network group. For full points, all of the above must be addressed.
	If you are including an attachment, identify the filename here (must include question number and row letter).

	(e)
	The network has conducted specific activities over the assessed year to support the inclusion of transgender, gender diverse and/or intersex employees. 

This can include increasing awareness of gender diverse employees via speaking engagements, films, literature, activities, events etc.
	Please provide details of one such event supporting trans/gender diverse employees and details of an event supporting intersex employees.

To obtain full points for any one of the two events, you must provide: 
(a) A brief description of the activity and the target group the activity was designed to support

(b) How specifically the activity supported the target group

(c) Whether or not the target group was involved in the event

(d) Any feedback from the target group.
Note: For full points, all of the above must be addressed for each of the two events.  
Partial points will be given for less than the two events requested.
	If you are including an attachment, identify the filename here (must include question number and row letter).


Q4.4
ADDITIONAL WORK RELATED TO LGBTI EMPLOYEE NETWORKS / ALLY INITIATIVES (MAX 4 POINTS): Additional work this year in the area of LGBTI Employee Networks and Ally / Champion initiatives that you would like assessed for additional points.  
· Use this table for work that you believe is over and above the requirements of the index or work not covered by the index relating to this section.  For example, for many questions throughout the index, we ask for evidence of one or two instances only.  If you have completed a significant amount of work in a given area over and above what you have already supplied evidence for, use this section to include the additional work.  Please list the area of work within ONE row and each instance of that work within the details column.  Please do not add additional rows for every instance of work in that area.  For example, in question 4.2(h) we ask for one Ally story that you have promoted.  If you have promoted the story of many allies, use this table to add a descriptor of Extensive Promotion of Allies and within the details of work claimed column, list details of each instance over and above what you have already documented within the index question, providing evidence in column 3.  Do not list each story within in a separate row.
PLEASE ADD AS MANY ADDITIONAL ROWS AS YOU NEED

	
	Assessment

Brief descriptor (just a couple of words)


	Details of work claimed

Full details of work completed or that which you are claiming points for
	Evidence Provided 

	(a)
	
	
	If you are including an attachment, identify the filename here (must include question number and row letter).




Additional work may include but is not limited to:

· Working collaboratively with other diversity networks within the workplace

· Producing resources/guides/kits not previously mentioned within this section
· Tracking and reporting on gender composition of your employee network
SECTION 5: VISIBILTY & INCLUSION

Q5.1
FOUNDATION: How visible is LGBTI inclusion in your workplace? 

	
	Assessment
	Evidence required
	Evidence Provided – If the space within this column is not adequate for your evidence, please save in a separate file including the Question Number and Row identifier in the filename.  Please indicate that you have attached a separate document within the evidence column provided.

	(a)
	We have throughout the assessed year celebrated IDAHOT, World AIDS Day or  Wear It Purple
	Please indicate each of the dates celebrated within the assessed year, providing one piece of supporting evidence for each event celebrated.
	If you are including an attachment, identify the filename here (must include question number and row letter).

	(b)
	We have throughout the assessed year celebrated days of significance for transgender and/or intersex employees over and above generic LGBTI days of significance such as IDAHOBIT or Wear it Purple.
	Please indicate each of the dates celebrated within the assessed year, providing one piece of supporting evidence for each event celebrated.
	If you are including an attachment, identify the filename here (must include question number and row letter).

	(c)
	We talk about LGBTI inclusion or our LGBTI networks within our orientation or new starter programs.
	Please provide evidence of covering LGBTI inclusion at orientation or within new starter programs (this does not constitute training, but rather awareness of networks and/or diversity initiatives).
	If you are including an attachment, identify the filename here (must include question number and row letter).

	(d)
	We have an active dedicated internal LGBTI social media site (ie. Yammer or equivalent) that updates staff on LGBTI news and promotes conversations and stories of interest.
	Please provide screenshot evidence of the dedicated group or page.

Note:  This is separate to and independent of an LGBTI employee network intranet page.
	


Q5.2
INTERMEDIATE: Further to Question 5.1 (Place an X in the first column against all rows that apply. Provide the evidence requested for each row selected)

	
	Assessment
	Evidence required
	Evidence Provided – If the space within this column is not adequate for your evidence, please save in a separate file including the Question Number and Row identifier in the filename.  Please indicate that you have attached a separate document within the evidence column provided.

	(a)
	There are visible (physical, excluding online) signs of an active LGBTI employee network within the workplace.
	Please attach a file containing evidence of network visibility and promotion within the workplace. 
Note: This item is not about LGBTI inclusion visibility, but network visibility, i.e. posters, banners, postcards etc. with network logo on them.

	If you are including an attachment, identify the filename here (must include question number and row letter).

	(b)
	We can readily identify LGBTI allies within the workplace beyond a list of network group members or allies on an intranet page.
	How individual LGBTI allies are physically identified within the workplace?  Please provide details along with supporting evidence.
	If you are including an attachment, identify the filename here (must include question number and row letter).

	(c)
	We have an active and visible Executive Sponsor or champion for LGBTI Workplace Inclusion who regularly participates in network activities and/or communicates the importance of inclusion throughout the organisation.
	Please provide details up to three of the most significant events or communications conducted by this executive along with supporting evidence.

Note:  Partial points will be given for less than three evidenced instances.  

If your Executive Sponsor’s activity is significant, please consider nominating them for the Executive Leadership Award.
	If you are including an attachment, identify the filename here (must include question number and row letter).


Q5.3
LEADING PRACTICE: Further to Q5.2 above (Place an X in the first column against all rows that apply. Provide the evidence requested for each row selected)

	
	Assessment
	Evidence required
	Evidence Provided – If the space within this column is not adequate for your evidence, please save in a separate file including the Question Number and Row identifier in the filename.  Please indicate that you have attached a separate document within the evidence column provided.

	(a)
	Senior Leadership (outside of LGBTI Executive Sponsor/s) regularly speak out in favour of LGBTI inclusion or incorporate inclusion within their communications. (inclusive language, work, activities).
	Please provide evidence of up to two significant communications by two separate Senior Leaders within the organisation, along with supporting evidence for each.

Note:  This has to be over and above referring to an event or award. Partial points will be given for less than two evidenced instances.  
	If you are including an attachment, identify the filename here (must include question number and row letter).

	(b)
	Our CEO or equivalent (most senior executive) has communicated to all staff the importance of LGBTI inclusion on at least one occasion throughout the assessed year.
	Please provide a copy or transcript of the most significant LGBTI inclusive communication by your CEO along with details of the breadth or reach of this communication.
Note: This has to be over and above referring to an event or an award.

If your CEO or equivalent’s activity is significant, please consider nominating them for the CEO of the Year Award.


	If you are including an attachment, identify the filename here (must include question number and row letter).

	(c)
	There are visible LGBTI people within our Senior Leadership and management teams.
	Please provide names and titles of up to three out Senior Leaders who would be happy to be identified in support of this submission (confidential).
Note:  Partial points will be given for less than three acknowledged leaders.  


	If you are including an attachment, identify the filename here (must include question number and row letter).


Q5.4
ADDITIONAL WORK RELATING TO VISIBILITY AND INCLUSION (MAX 4 POINTS):  Additional work this year in the area of visibility and inclusion that you would like assessed for additional points.

· Use this table for work that you believe is over and above the requirements of the index or work not covered by the index relating to this section.  For example, for many questions throughout the index, we ask for evidence of one or two instances only.  If you have completed a significant amount of work in a given area over and above what you have already supplied evidence for, use this section to include the additional work.  Please list the area of work within ONE row and each instance of that work within the details column.  Please do not add additional rows for every instance of work in that area.  For example, In question 5.3(a) we ask for up to two pieces of evidence of leadership speaking out in favour of LGBTI inclusion.  If your leaders have been prolific in this area, use this table to add a descriptor of Leaders Extensive Support of LGBTI Inclusion and within the details of work claimed column, list details of each instance over and above what you have already documented within the index question, providing evidence in column 3.  Do not list each instance in a separate row.
PLEASE ADD AS MANY ADDITIONAL ROWS AS YOU NEED

	
	Assessment

Brief descriptor (just a couple of words)


	Details of work claimed

Full details of work completed or that which you are claiming points for
	Evidence Provided 

	(a)
	
	
	If you are including an attachment, identify the filename here (must include question number and row letter).




Additional work may include but is not limited to:

· Significant visibility of inclusion over and above what has been covered within this section or the Network/Champions section of this submission (please provide evidence).  Please do not repeat any evidence/content covered elsewhere.

SECTION 6: COMMUNITY ENGAGEMENT AND EXTERNAL ADVOCACY

Q6.1
FOUNDATION: External promotion of inclusivity

	
	Assessment
	Evidence required
	Evidence Provided – If the space within this column is not adequate for your evidence, please save in a separate file including the Question Number and Row identifier in the filename.  Please indicate that you have attached a separate document within the evidence column provided.

	(a)
	Employees have, with employer branding or collateral, participated in LGBTI community events (external to the organisation) within the assessed year.  
	Please provide details of up to two employer endorsed participation in community events.  Please do not include any evidence covered in 6.2 a/b.

Note:  This includes events such as Mardi Gras, Midsumma, Fair Days etc. but does not include professional events.

Partial points will be given to less than two evidenced instances.  


	If you are including an attachment, identify the filename here (must include question number and row letter).


Q6.2
INTERMEDIATE: Support of LGBTI Charities / Community Groups / Community Events

	
	Assessment
	Evidence required
	Evidence Provided – If the space within this column is not adequate for your evidence, please save in a separate file including the Question Number and Row identifier in the filename.  Please indicate that you have attached a separate document within the evidence column provided.

	(a)
	We have provided pro bono work, groups of volunteers, office space or support services for LGBTI charities or community groups and/or:


	Please provide details of up to two such instances relating to any of the following:
(a) Pro bono work undertaken within the assessed year

(b) Office space or in-kind services provided

(c) Details of any employer volunteer groups
For points, you must provide evidence, i.e. written verification of the support or logo on support webpages.

Note: individual personal volunteering is not included within this question.  Providing all information is included. Partial points will be given to less than two evidenced instances.  

	

	(b)
	Employees, with the full endorsement of the employer have raised funds for LGBTI charities or community groups within the assessed year.
	Please provide details of up to two such fundraising initiatives.
For points, you must provide evidence, ice. written verification of the support or fully documented details of the fundraising activity and amount raised signed off by senior HR or D&I exec.

Note:  Partial points will be given to less than two evidenced instances.  


	If you are including an attachment, identify the filename here (must include question number and row letter).


Q6.3
LEADING PRACTICE: Employer Branded or Supported Activity (reminder: activity must have occurred within the assessed year).

	
	Assessment
	Evidence required
	Evidence Provided – If the space within this column is not adequate for your evidence, please save in a separate file including the Question Number and Row identifier in the filename.  Please indicate that you have attached a separate document within the evidence column provided.

	(a)
	We have undertaken branded sponsorships or provided production support for LGBTI related events / work or publications. 
	Please provide details of up to two such instances of support with supporting evidence.
Note:  Partial points will be given to less than two evidenced instances.  


	If you are including an attachment, identify the filename here (must include question number and row letter).

	(b)
	We have been appeared, advertised or been profiled in LGBTI or mainstream media for our work on LGBTI inclusion 
	Please provide evidence of up to two such instances.
For evidence, please provide
(a) Name and date of publication

(b) Link to the article or .pdf attachment
Note: This is over and above a passing mention of a company name and over above any Pride in Diversity promotion.  If you have appeared in many, please select the two with greatest coverage of your organisation for evidence. Partial points will be given to less than two evidenced instances.  

	If you are including an attachment, identify the filename here (must include question number and row letter).

	(c)
	We have actively sought to recruit LGBTI people and/or promote our LGBTI inclusivity at recruitment/ campus/university events. 
	Please provide evidence of one such instance.

Note: If you are listed on the inclusive employer website or other similar websites please include that in the evidence.
	If you are including an attachment, identify the filename here (must include question number and row letter).

	(d)
	We have profiled LGBTI individuals, couples or families in our external recruitment, advertising, or product/service promotions. 
	Please provide evidence.

Note: LGBTI couples need to be easily identified within the evidence provided.  
	If you are including an attachment, identify the filename here (must include question number and row letter).

	(e)
	Senior Executive(s) within our organisation have spoken at external conferences and/or industry events about our work in LGBTI inclusion.
	Please provide evidence of the most significant event at which a Senior Executive has spoken about LGBTI inclusion along with a copy or transcript of the content covered within that presentation.


	If you are including an attachment, identify the filename here (must include question number and row letter).


Q6.4
ADDITIONAL WORK RELATING TO COMMUNITY ENGAGEMENT & EXTERNAL ADVOCACY (MAX 4 POINTS): Additional work this year in the area of community engagement and external advocacy that you would like assessed for additional points.

· Use this table for work that you believe is over and above the requirements of the index or work not covered by the index relating to this section.  For example, for many questions throughout the index, we ask for evidence for one or two instances only.  If you have completed a significant amount of work in a given area over and above what you have already supplied evidence for, use this section to include that.  Please list the area of work within ONE row and each instance of that work within the details column.  Please do not add additional rows for every instance.  For example, if you are in the training section and have delivered a substantial amount of training over and above the number of instances that we requested, list ADDITIONAL TRAINING within a row, and all the instances within the Details of work claimed column.  Do not list every single training course in a row of its own. Please call for clarification if this is not clear.
PLEASE ADD AS MANY ADDITIONAL ROWS AS YOU NEED

	
	Assessment

Brief descriptor (just a couple of words)


	Details of work claimed

Full details of work completed or that which you are claiming points for
	Evidence Provided 

	(a)
	
	
	If you are including an attachment, identify the filename here (must include question number and row letter).




Additional work may include but is not limited to:

· Organisational advocacy or Senior Leader support for issues impacting the LGBTI community (not covered elsewhere within this publication)

· Active communication of our work in LGBTI inclusion or support for LGBTI inclusion via social media channels (excludes personal accounts)

SECTION 7: AWEI OPTIONAL SURVEY PARTICIPATION & ADDITIONAL ACTIVITY

Q7.1
OPTIONAL: AWEI Employee Survey Participation

	
	Assessment
	Evidence required
	Evidence Provided – If the space within this column is not adequate for your evidence, please save in a separate file including the Question Number and Row identifier in the filename.  Please indicate that you have attached a separate document within the evidence column provided.

	(a)
	We are participating in the 2019 AWEI Employee Survey
	Please provide a list of all efforts undertaken to gain as many survey responses as possible.
Please provide evidence of these efforts.
	If you are including an attachment, identify the filename here (must include question number and row letter).




Q7.2
OTHER ADDITIONAL ACTIVITY (MAX 4 POINTS):   This section allows you to describe and provide evidence for any additional work completed throughout the assessed year that has not already been included within this year’s index submission.  Please see the AWEI 2019 Completion Guide for examples of work previously claimed for this section.
This section is for:
· Work that does not fit into any of the index categories and has not been covered elsewhere within the index; or 

IMPORTANT CLARIFICATION:  Points will not be allocated for work already given points within the index.  In the case of multiple entries relating to one area of work, these will be combined for a point so please ensure that you do not list multiple instances in multiple rows.  

PLEASE ADD AS MANY ADDITIONAL ROWS AS YOU NEED

	
	Assessment

Brief descriptor (just a couple of words)


	Details of work claimed

Full details of work completed or that which you are claiming points for
	Evidence Provided 

	(a)
	
	
	If you are including an attachment, identify the filename here (must include question number and row letter).




If you have developed innovative inclusion products or initiatives, please consider applying for the Innovation Award.
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