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INTRODUCTION

The concept of workplace health can be new and exciting
for an organization. The comprehensive workplace health
model presented in the Workplace Wellness Toolkit has been
created to assist workplaces on their path to promoting
wellness. Some of the resources have been adapted, with
permission, from best practice guidelines, The Health
Communications Unit' and Halton Region Health Department?.

It is recommended that the various sections of this toolkit
be followed step-by-step in order to build a successful and
sustainable health model in your workplace. Workplaces
may choose to move through all of the steps very quickly
or choose to adopt a more gradual, guided approach to
developing their wellness plans.

The Workplace Wellness Toolkit is divided into three main
sections: Planning, Implementing and Evaluating. Each
section contains various activities and resources that will
help you promote wellness in your workplace. This toolkit
can be completed and printed for documentation purposes,

1 THCU (2008, September). Introduction to comprehensive health promotion (CWHP). Retrieved May 25,
2011, from http://www.thcu.ca/resource_db/pubs/771388233.pdf

2 The Regional Municipality of Halton. Setting up a wellness program. Retrieved May 25, 2011, from
http://www.halton.ca/working_in_halton/workplace_health_information_for_employees/setting_
up_a_wellness_program/

serving as a snapshot of activities that have been
implemented within your workplace.

Two other sections, Contacts and Links, have been included
for supplementary reading and support.

Planning (Steps 1-6)
Implementing (Step 7)
Evaluating (Step 8)
Contacts

Links

York Region Workplace Wellness is available to support your
organization in developing a comprehensive workplace
health program. Our contact information can be found in
the Contacts and Links sections of this toolkit.

Please provide us feedback on the usefulness of the
Workplace Wellness Toolkit by completing a short survey
in the Contacts section.
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WHY COMPREHENSIVE WORKPLACE HEALTH?

More than 15 million Canadians spend over half of their waking hours at work3. This statistic alone makes the workplace an
excellent venue for promoting the health of Canadians.

A healthy workplace benefits both the employee and the organization and results in:

« Decreased worker absenteeism

- Fewer insurance and disability claims

« Improved productivity

- Fewer accidents on the job

« Increased staff retention

« Enhanced business reputation

« Improvement in staff attitudes and higher staff morale*

Traditionally, programs that promote the health of employees have focused primarily on occupational health and safety
(OHS) initiatives. Although this is an integral part of employee health, current evidence has shown a more comprehensive
approach to health and wellness is more effective. A comprehensive approach includes OHS initiatives but should also
factor in organizational change or culture and the health practices of workers.

For more information on comprehensive workplace health, please download the Why Workplace Health? The Business Case
for Comprehensive Workplace Health document. More information is also available in the Contacts and Links sections of this
toolkit or visit www.york.ca/workplacewellness.

3 Health Canada, 2001

4 The case for comprehensive workplace health promotion. THCU, 2004
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PLANNING (STEPS 1-6)

This first section will help you and your organization plan for comprehensive workplace health programming.

Each of the following six sub-sections contain various tools and resources that can assist you in the planning stage of your
comprehensive workplace health programs.

Management Support (Step 1)
Workplace Wellness Committee (Step 2)
Situational Assessment (Step 3)
Multi-Year Health Plans (Step 4)

Short Term Health Plans (Step 5)
Management Approval (Step 6)

WORKPLACEwellness el oriiace
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PLANNING (CONTINUED)

Management Support (Step 1)

An important first step in developing a comprehensive workplace health program is to ensure the support of organization
leaders. The level of commitment from senior management is directly linked to the success of wellness programs.

Employers are able to provide support and assistance as the program grows, and along with employees, they will also gain
many benefits.

[ & Organizational Commitment Progress Checklist

WORKPLACEwellness  ##eatthy workplace isagreat investment

CHECKLIST:
comprehensiv
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http://www.york.ca/NR/rdonlyres/fovijnv6dp5ug4axponbuforwzug2gytgzkxnxs62gajmp5hnoofmmam7qkeahgduc65sslonpw6xobe4trgsepl7c/WW_Org_Commitment_Progress_Checklist.pdf
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PLANNING (CONTINUED)

Workplace Wellness Committee (Step 2)

When creating a Workplace Wellness Committee, it is important to include representation from all levels of the organization
including senior management, employee representatives, employee associations such as unions and stakeholder depart-
ments such as human resources, occupational health and safety, and training and development.

Having a variety of committee members will bring diverse perspectives and consistent communication links to all levels of
staff within the organization and will lead to a more successful comprehensive workplace health program.

Developing a Terms of Reference for your Workplace Wellness Committee will establish expectations and roles for committee
members. As with any committee, it is important to document discussions and decisions made at meetings through the use
of minutes.

The following resources will help you build an ongoing and successful Workplace Wellness Committee:

[ & Workplace Wellness Committee ORPLACEwWelliess +rety i e prr—y T Yl B L G T T e ——

Progress Checklist ST shes
[J & Meeting Minutes Template e | I
[0 & Terms of Reference Sample w

SAMPLE: Terms of Reference for a workplace wellness committee

‘Agenda tem
1
2
3.
4
5.
6.

TEMPLATE: Meeting minutes

DATE
PRESENT.
REGRETS,

[ ] [ [} york caiworkpla eliness york. calworkplace Iness [ [}
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http://www.york.ca/NR/rdonlyres/4c7do5mzknnnpdqhqlnfqopoemvufloolc5fd23qcgcgtammyarbpbj4qjhdzbfmi5kd7uvfniyvs5whoex5miidmb/WW_Committee_Progress_Checklist.pdf
http://www.york.ca/NR/rdonlyres/4c7do5mzknnnpdqhqlnfqopoemvufloolc5fd23qcgcgtammyarbpbj4qjhdzbfmi5kd7uvfniyvs5whoex5miidmb/WW_Committee_Progress_Checklist.pdf
http://www.york.ca/NR/rdonlyres/xyjrod7h32qn5plg2hlt75sk4lbksq55u36jetfs6lrzp4bxmgjfo2gbjl4vuq7gfa2rrc4mjaltskbucuql5scb6b/WW_Meeting_Minutes_Template.pdf
http://www.york.ca/NR/rdonlyres/jlt37gvt33zifb2hvztjlcmff45ytqqqpo2e2jxn2qcjl66yav4ovkbljjcm342gcmqpgfmqyya5peisd3glud4gcb/WW_Terms_of_Reference.pdf
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PLANNING (CONTINUED)

Situational Assessment (Step 3)

Assessing and understanding employees’ needs and preferences is an essential part of the process of developing a wellness
program in the workplace. If a workplace health program is going to be successful, it needs to reflect what employees
consider important. The resources listed below will help you:

[J & Assessing Employee & Organizational Needs Progress Checklist
[J & Health Situational Assessment Tool

[J & Sample Employee Interest Survey

[J & Tri Fit Organization Health Audit

[0 & Workplace Organizational Culture Checklist
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http://www.york.ca/NR/rdonlyres/c336gjjd4m3n4l652jul22izoun5lj7if5xsc2pzgp6lob3o645jlq5djbuecq4wz5xiuouyaik4fd5klvrqqo3p4b/WW_Assessing_Emp_Org_Needs_Progress_Checklist.pdf
http://www.york.ca/NR/rdonlyres/7mvuk3mqlf3tnbqbyyxfwdfu5vuc5bh6dpb2dr3viqdclwn7ljehvhrqu7yngbnclil7rosvbv6bxlsaqfnbofaxqd/WW_Health_Sit_Assessment_Tool.pdf
http://www.york.ca/NR/rdonlyres/odrv32p2bs5pprc7sjl2bayo47yrcvmo7sxxq3cp4r7n5q4yxc55cqw4lcs7tonw6jfzwn2jtrwioyhq3bicjyxgeb/WW_Sample_Employee_Interest_Survey.pdf
http://www.trifit.com/wp/wp-content/uploads/2010/10/OHA.pdf
http://www.york.ca/NR/rdonlyres/k47zq3j57psfnwl6mlkbfolxu7ao2k7c4ajyhj5hij2ihdvqdp3ouqrbca7vexnonkrpflsw7dqmpybsu5qctbvg5c/4846+Org+Culture+Checklistv3USER.pdf
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PLANNING (CONTINUED)

Multi-Year Health Plans (Step 4)

The Workplace Wellness Committee may review information collected from the situational assessment, communicate
the information to employees and put together a plan or blueprint for the development of a comprehensive workplace

health program.

The plan may identify key issues or findings, make program recommendations, identify required resources and establish a
timeline for the implementation of the recommendations. Plans should address occupational health and safety, voluntary
health practices and organizational change. They should include awareness building, education and skill building, environmental

supports and policy development.

Key components of a comprehensive workplace health plan should:

- Meet the needs of all employees regardless of their current level of health, literacy, ethnicity, social and skill backgrounds

- Balance employee wants and what the employer can do

- Address employee concerns

- Be kept confidential until approved by the Workplace Wellness Committee and other key
stakeholders involved

« Be shared with all employees once approved by the committee

- Be brief, easy to read and updated regularly as required

The Workplace Wellness Committee may need to start small and focus on key areas identified
in the needs assessment and on issues that management supports. Changing an organization
into one that supports a comprehensive workplace health program will take time.

[0 & Long Term Health Plan Progress Checklist

WORKPLACEwellness
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CHECKLIST: Creating a long-term health plan

Progress Checklist
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http://www.york.ca/NR/rdonlyres/iesaczhr6fwaigk3kdhztxgvrlqnb7cmvcxb3oqij4hur7ggaozlmlytfpzdbzeylssvkm6decf4pampjjzid5el6h/WW_LT_Health_Plan_Progress_Checklist.pdf
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PLANNING (CONTINUED)

Short Term Health Plans (Step 5)

Based on the multi-year health plan, the Workplace Wellness Committee can now develop a detailed action plan for the
upcoming or ongoing year. The action plan outlines the program objectives, activities and evaluation methods that will

be undertaken.

Developing a plan for activities is more likely to result in successful initiatives. The program activity plan needs to be
revisited regularly to check on progress and to make any modifications. The most effective plans are comprehensive in
nature and include a variety of activities ranging from awareness building to policy development.

[0 & Workplace Wellness Committee Annual Action Plan
[0 & Workplace Wellness Action Plan Progress Checklist

healthy wokplace sagratinvesment \NORKPLACEwellness WORKPLACEWelIness  eatthy workplace isw grat investment
CHECKLIST: Creating a workplace wellness action plan
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http://www.york.ca/NR/rdonlyres/2w2pfib3hi7abqdipyon5zamd5pzt34ch44v44o2eklwshiflj5k76m3zemzqrtsbrb6ps6gwrr6w7q3cc52juifge/WW_Committee_Annual_Action_Plan.pdf
http://www.york.ca/NR/rdonlyres/m2hj54iomjqg6ith5dgd54isxlcwuuipn76bepvshzqzgnngq6oxutcwmociz55r5s6a725qqd5xwgei2rcqf5wd2h/WW_Action_Plan_Progress_Checklist.pdf
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PLANNING (CONTINUED)

Management Approval (Step 6)

Once the work plan is prepared, it is essential that senior management reviews and approves the work plan, and supports

any financial or human resource allocations that will be required.

The following resource will help you present the plan to management and gain their approval:

[0 & Management Approval Progress Checklist

CHECKLIST: Obtaining management approval

Progress Checkist Notes

WORKPLACEwellness  ##eatthy workplace isagreat investment
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http://www.york.ca/NR/rdonlyres/i3vlkg5qdk5jg4hzkynszdgnasfxesjxfes2xuyvkofbherokzfy7vsdw27nc2aqcb5xk5augnmstnhxd2r2q4cxcf/WW_Management_Approval_Progress_Checklist.pdf
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IMPLEMENTING (STEP 7)

It is now time to put your comprehensive workplace health program into action!

A detailed work plan guides the implementation of the program in terms of timing, content, strategies, monitoring and
evaluation. It is important to maintain communication with employees, promote the program and initiatives, receive and
respond to any feedback, monitor the progress of the plan and adopt recommendations for changes accordingly.

Annual Program Action Plan

[0 & Annual Program Action Plan Progress Checklist
[0 & Communications Initiatives Template

WORKPLACEWellness 4 ectehy workplaceisa great investmcent Ahealthy workplace isagratinvsment \NORKPLACEwellness

CHECKLIST: Implementing the annual program action plan

Progress Checkist Notes g

tobedoneby? | havemadeadiference?
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TEMPLATE: Communications iniiatives

GOAL:

1
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http://www.york.ca/NR/rdonlyres/fo2h3b33jhhcw6rvdpnsozplmlsdb7pay62tphpvawn6wa5wqimuxxycovjviblohhuxdu5axhugyoav72pcgqaqec/WW_Annual_Program_Action_Plan_Progress_Checklist.pdf
http://www.york.ca/NR/rdonlyres/ip3rlkgvn5fhcu2om4ljvr7i72ai2fp535hl72czyhdajnnggu5l7a4jaoowflykwurldtrkdzw7cq7zowau63zbxg/WW_Communications_Initiatives_Template.pdf
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EVALUATING (STEP 8)

Evaluation is the systematic collection, analysis and reporting of information about a program. Programs and initiatives

need to be evaluated based on goals and objectives set during the planning stage.

Monitoring and evaluating your comprehensive workplace health program is important. It provides accountability while
also allowing for input from employees, the sharing of successes with the organization and the making of changes to the

action plan as necessary.

[J & Evaluating Workplace Wellness Program Progress Checklist

[J & Workplace Wellness Evaluation Plan

WORKPLACEwellness  # ectety workplace isagreat investment

CHECKLIST: Evalating yourworkpacevellness program

Progress Checklist Notes
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http://www.york.ca/NR/rdonlyres/hs6bcdtllvrc6ubhcwlisxq246va4wvk2qk4wgccb44kmonszslrtyrgz4bai3ohwvy6lpmempsptii75w65h7ugve/WW_Evaluating_WW_Program_Progress_Checklist.pdf
http://www.york.ca/NR/rdonlyres/rfcuzdnj7xqi5ldkampbpzjz4sfbtw7zgebojyq7a75nxaz3idxjb5pav4d4u2kjlmpbcpeywsxtxtawnylkeetmcc/WW_Evaluation_Plan.pdf
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CONTACT INFORMATION

If you have any questions about the Workplace Wellness Toolkit or require assistance in planning, implementing or
evaluating your comprehensive workplace health program, please email: workplace.wellness@york.ca

You can also contact York Region Health Connection at 1-800-361-5653, TTY 1-866-252-9933
Visit:

York Region Workplace Wellness website

The Regional Municipality of York website

Did you find this toolkit useful?

Please provide us with some feedback!

13
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http://www.york.ca/Services/Public+Health+and+Safety/Workplace+Wellness/default+Workplace+Wellness.htm
http://www.york.ca
http://app.fluidsurveys.com/s/WorkplaceWellnessToolkitEvaluation/
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LINKS TO ADDITIONAL RESOURCES

For more information on workplace wellness, please visit the following websites:

The Health Communications Unit — Comprehensive Workplace Health Promotion (CWHP) Resources
The Regional Municipality of Halton

Health Canada - Environmental and Workplace Health

Canadian Centre for Occupational Health and Safety

Institute for Work and Health

Industrial Accident Prevention Association

While the York Region Community and Health Services Department provides a listing of community resources, it recommends
that you independently research the resource(s) to determine its appropriateness for your own organization.

14
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http://www.thcu.ca/infoandresources/resource_display.cfm?res_topicID=16
http://www.halton.ca/cms/One.aspx?portalId=8310&pageId=19903
http://www.hc-sc.gc.ca/ewh-semt/index-eng.php
http://www.ccohs.ca/
http://www.iwh.on.ca/
http://www.iapa.ca/
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