Implementing WorkWell
Working better through wellbeing

www.workwell.health.nz

Congratulations on beginning your WorkWell
journey towards ‘working better through wellbeing’.
By joining WorkWell you connect with a community of like-minded
workplaces supporting the health and wellbeing of their staff
through WorkWell. To enable you to network with other WorkWell
workplaces, regular workshops are offered, while your WorkWell
advisor is also available to mentor and support you along the way.
Follow success stories and case studies online at workwell.health.
nz and be sure to sign up to our newsletter for all the latest tips and
advice on workplace wellbeing.
This is your opportunity to make a lasting impact on the health and
wellbeing of your staff. We wish you all the best on your journey.
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WorkWell Overview

Priority Wellbeing Areas

WorkWell is a free, workplace wellbeing initiative which
supports workplaces to ‘work better through wellbeing’.
Developed by Toi Te Ora – Public Health Service, WorkWell
can be adapted to any workplace. With step by step support
and mentoring from an assigned WorkWell advisor, easy
to use resources, workshops, networking opportunities and
recognition through accreditation, WorkWell can help create a
happier, healthier and more productive workplace.

Your WorkWell advisor will guide you through the process
to identify, prioritise and improve key areas that will have
the biggest impact on the wellbeing of your workplace and
employees. We refer to these as Priority Wellbeing Areas
they include:
Mental Health and Wellbeing

The Multi-Level Approach
Workplaces are complex organisations. To ensure all aspects
of the workplace are considered, WorkWell uses a multi-level
approach. Your WorkWell advisor will guide you through
using the Multi-Level Approach prompting workplaces to
consider staff wellbeing across three levels – organisational,
environmental and individual.

Healthy Eating

Physical Activity

Smokefree

Organisational

Breastfeeding

Ensuring that the workplace
policies, procedures, and formal
and informal rules, support and
encourage staff wellbeing.

Sun Safety

Alcohol and Other Drugs

Environmental

Addressing factors in the physical
work environment that could
either hinder or facilitate
staff wellbeing.

Infection Control and Immunisation

Individual

Providing opportunities that support
and encourage staff to increase their
knowledge, behaviours, and beliefs or
attitudes around wellbeing.
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WorkWell Overview

WorkWell Stages and Steps

separate page covering the information required to complete
that step. Supporting resources required for each step are also
included. You can access all supporting resources from the
WorkWell website at www.workwell.health.nz

WorkWell Support
Once your workplace registers with WorkWell, you will be
assigned an experienced WorkWell advisor who is trained to
support you to implement WorkWell in your workplace.

WorkWell support includes:

WorkWell uses a continuous improvement cycle to guide a
workplace to develop a sustainable wellbeing programme.
Within Implementing WorkWell we refer to this as the five
WorkWell stages.
The tasks included within each stage are further broken down
into steps. Within Implementing WorkWell, each step has a
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▪▪

One on one professional advice and mentoring

▪▪

Easy to use resources

▪▪

Access to regular networking opportunities and
interactive workshops

▪▪

Access to our WorkWell website, including the WorkWell
members section and the available online tools

▪▪

Recognition for your efforts towards creating a
sustainable healthy workplace through the WorkWell
Bronze, Silver and Gold accreditation system.

WorkWell Overview

WorkWell Accreditation
Through accreditation, WorkWell recognises your
achievements towards creating a healthy workplace. WorkWell
accreditation provides assurance that all the components of a
successful workplace wellbeing programme are in place.
Upon WorkWell registration you will be supplied with a
WorkWell Bronze Standard Accreditation Portfolio. To apply
for accreditation, your workplace will compile a portfolio of
evidence demonstrating that each step of the WorkWell
process has been adhered to. The evidence is assessed and
a site visit completed before the WorkWell Bronze Standard
Accreditation is awarded.
Each level of accreditation is valid for 15 months. Within this
15 month period, a submission for the subsequent standard
accreditation must be submitted and awarded. Workplaces
initially work towards Bronze Standard Accreditation, before
a portfolio can be submitted for Silver Standard Accreditation
and then Gold Standard Accreditation. Once you have
achieved Gold Standard Accreditation, you must apply for a
renewal within 27 months for your Gold Standard Accreditation
to remain valid.
Implementing WorkWell will guide you through each stage
and its accompanying steps in order to reach Bronze Standard
Accreditation. These stages and steps are the same for all
three levels, Bronze, Silver and Gold, however there are
additional actions required for Silver and Gold. For workplaces
progressing to Silver and Gold, these additional requirements
are outlined at the end of this guide.
A checklist of accreditation requirements is located at the end
of each stage. You can tick off the accreditation requirements
as you go to ensure you have everything prepared to achieve
accreditation.
The WorkWell Standard Accreditation Requirements
state the evidence that is needed for each stage to reach
accreditation. Your WorkWell advisor will provide an overview
of the WorkWell Standard Accreditation Requirements
including how to compile your portfolio and the associated
WorkWell Timelines.

Supporting Resources:
▪▪
▪▪
▪▪
▪▪
▪▪
▪▪
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Bronze Standard Accreditation
Requirements
Silver Standard Accreditation Requirements
Gold Standard Accreditation Requirements
WorkWell Bronze Timeline
WorkWell Bronze to Silver Timeline
WorkWell Silver to Gold Timeline

Stage 1 – Engage
Gain Commitment of Senior Management
Raise Awareness of Workwell
Identify a Workwell Leader
Establish a Workwell Group
Develop a Group Vision
Maintain Regular Communication Between all
Employees And Management
Maintain an Employee Induction Programme
Stage 1 – Requirements for Accreditation
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Stage 1 – Engage

Gain Commitment of
Senior Management
To ensure WorkWell is successful within your workplace,
commitment from senior management is essential. This can
be achieved by ensuring senior management have a clear
understanding of:
▪▪

the WorkWell stages and steps, and what is required for
WorkWell accreditation

▪▪

how WorkWell will benefit your workplace as a whole

▪▪

how WorkWell will benefit your staff

▪▪

the importance of senior managements’ role in supporting,
encouraging and participating in workplace wellbeing
activities.

Decide upon the best method and timing to present WorkWell
to senior management. Consider attending a management
meeting and/or providing a written proposal. Resources
available to gain commitment from senior management
include the WorkWell Overview, as well as the introductory
presentation, Introducing WorkWell. Your WorkWell advisor
may be able to assist in presenting WorkWell to senior
management. Senior management are required to confirm
their commitment by signing the WorkWell Pledge.

Role of Senior Management
▪▪

Invest in staff wellbeing as a workplace priority

▪▪

Help create the WorkWell vision - incorporate wellbeing
into organisational values

▪▪

Promote WorkWell and demonstrate leadership through
regular presence and participation

▪▪

Provide adequate resources (time, materials, budget etc.)

Supporting Resources:
▪▪
▪▪
▪▪
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WorkWell Overview
WorkWell Pledge
Introducing WorkWell

Stage 1 – Engage

Raise Awareness of WorkWell

Options to Consider

WorkWell encourages you to create your own information
pack for use when promoting WorkWell to your workplace.
The WorkWell Communication Flyer Templates can assist
with this also. The Communication Guidelines explain
communication strategies you can use for WorkWell and also
outline the use of the WorkWell logos.
The first time you introduce WorkWell to staff is critical to its
success. There are numerous ways to do this, but
whichever way you decide two key steps should be followed:

1. Develop a package of information

▪▪

Present WorkWell to line managers through an
existing or one-off managers’ meeting. Task line
managers to communicate the key messages back to
staff

▪▪

Organise an official launch involving all staff, or conduct
a series of mini launches throughout the workplace

▪▪

Provide incentives for staff to attend the launch e.g.
supply a healthy morning tea

▪▪

Post information in your organisation’s newsletter, on
the intranet, noticeboard or via email.

All staff should be given the following information:
▪▪

What’s in it for them?

▪▪

The reasons why the workplace is implementing
WorkWell and its vision

▪▪

An overview of the WorkWell stages and key steps and
accreditation scheme

▪▪

Contact details for the WorkWell leader and WorkWell
group members.

Whichever method you choose, ensure that staff are provided
with an avenue for face-to-face discussion and that leadership
from senior management is evident.
Your Workwell advisor can provide support by presenting to
management and staff where needed.

Consider the different needs of the various groups of
staff within your workplace e.g. relevant information for
managers will differ to that for other staff.

2. Promote the Information
Decide upon the most appropriate method and time to
promote WorkWell to staff. The options available to you will
depend on the type and size of your workplace. However, we
do encourage you to use multiple communication channels,
even in smaller businesses. Establish key times throughout
the year to launch and re-launch WorkWell to staff.

Supporting Resources:
▪▪
▪▪
▪▪
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Communication Guidelines
WorkWell Communication Flyer
Template 1
WorkWell Communication Flyer
Template 2

Stage 1 – Engage

Identify a WorkWell Leader
This step is specific to Bronze Standard
Accreditation.
Having a WorkWell leader is crucial to the WorkWell process.
An effective leader will have:
▪▪

An understanding of the workplace’s systems and
structure

▪▪

Links with senior management

▪▪

Good relationships with other staff

▪▪

An interest in staff wellbeing.

Role of the WorkWell Leader
▪▪

Be the key contact for the WorkWell advisor

▪▪

Gain and monitor commitment for WorkWell from
senior management and staff

▪▪

Recruit, establish, and provide leadership for the
WorkWell group

▪▪

Be the key liaison between the WorkWell group and
senior management

▪▪

Collate the required evidence for accreditation and submit
the completed WorkWell Standard Accreditation Portfolio
for assessment.

The WorkWell leader facilitates the WorkWell stages and
steps and needs to be supported by senior management and
the WorkWell group with all planning and decision making.
Your WorkWell advisor will provide the WorkWell leader with
a comprehensive step-by-step induction to ensure they have
the knowledge and skills needed to facilitate the WorkWell
process within your workplace. Your WorkWell advisor is also
there to provide ongoing support and guidance as required.
Implementing WorkWell will also provide the WorkWell leader
with the step by step guide to this process.
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Stage 1 – Engage

Establish a WorkWell Group

How Does the WorkWell Group Function?
The size of your WorkWell group should be dictated by the
size of your workplace. We recommend for a minimum of 4
and maximum of 12 group members.

The WorkWell group can either be created from scratch or
merged with an existing committee, such as a health and
safety group.

The group should decide the frequency of meeting based on
the size of your workplace and availability, however, once a
month is recommended.

If an existing group is used, it is important this group is given
the WorkWell mandate and that time is made available to
uphold this added function of the group. If the group is being
created from scratch, consider how you will advertise for
volunteers or nominations. Be sure to give some thought to the
selection process as you may get more volunteers than you
need. Be upfront about the group’s role and the commitment
required, which your advisor can discuss with you in more
depth.

All group members should have line manager support for the
time and work required to dedicate to group meetings and
tasks. The group should also have visible support from senior
management, either through their presence at meetings or via
their decisions and actions.
All group members should be provided with and have a clear
understanding of:

Role of the WorkWell Group
▪▪

Assist with the WorkWell stages and steps including
actioning, providing feedback on and gaining approval
for tasks

▪▪

Liaise with the wider workforce to ensure clear two-way
communication between the group, staff and senior
management

▪▪

Champion WorkWell and encourage staff
participation and consultation.

▪▪

Their role and the role of the group

▪▪

The WorkWell process and key stages and steps

▪▪

The Bronze Standard Accreditation Requirements.

The WorkWell group should receive a comprehensive
introduction to WorkWell. The presentation Introducing
WorkWell includes all the necessary information. Your
WorkWell advisor is also available to support the introduction
of WorkWell to the group members. All members should be
given a copy of Implementing WorkWell to read.

Who Should Be On the WorkWell Group?
An effective WorkWell group should include a representative
from as many levels, departments and groups as possible. It
may also be beneficial to have representatives from other key
services, such as:
▪▪

administration

▪▪

health and safety

▪▪

management

▪▪

human resources

▪▪

union or employee association representatives.

Look for group members who are:
▪▪

good communicators

▪▪

in a position to represent their colleagues

▪▪

respected within the workplace

▪▪

positive about workplace wellbeing

Supporting Resources:
▪▪
▪▪
▪▪
▪▪
▪▪

9

Introducing WorkWell
Implementing WorkWell
Bronze Standard Accreditation Requirements
Silver Standard Accreditation Requirements
Gold Standard Accreditation Requirements

Stage 1 – Engage

Develop a Group Vision
Your workplace needs to have a clear vision to guide the
scope and direction of your workplace wellbeing programme
and the WorkWell group shares the responsibility in working
towards this vision.
The shared vision is provided through an agreed group
Workwell Terms of Reference that should include:
▪▪

Your workplace’s vision in terms of employee wellbeing

▪▪

The purpose of the group, membership roles and
responsibilities

▪▪

Methods of regular two-way communication between the
group and the wider workforce and senior management.
The options available to you will depend on the size and
type of your workplace. Ensure you consider staff at all
levels, their working patterns and site locations.

▪▪

The meeting schedule, venue and process

▪▪

The process for reviewing the WorkWell Terms of
Reference and review date.

Depending on the size of your workplace it may be beneficial
to develop a formal communication strategy.

Options to Consider
▪▪

Communicate your group vision with senior
management and all staff

▪▪

Summarise the minutes from each WorkWell group
meeting and give to senior management so they know
what was achieved and planned

▪▪

Provide regular updates on the WorkWell group’s
progress via staff newsletters, noticeboards, intranet,
emails etc.

▪▪

Create a WorkWell suggestions box to encourage
feedback and questions – make sure it is easily
accessible, secure and confidential; inform staff of its
purpose and whereabouts. Develop a system to provide
feedback on any suggestions raised

▪▪

Include WorkWell as a regular feature in your staff
newsletter – make sure the newsletter editor gets an
update from each WorkWell group meeting

▪▪

Include WorkWell as a standard agenda item on senior
management, line management and team meetings.

Supporting Resources:
▪▪
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WorkWell Terms of Reference

Stage 1 – Engage

Maintain Regular
Communication Between all
Employees and Management
Open two-way communication channels and clear
mechanisms for consultation enable staff to engage in issues
that affect them and to understand decisions that may result in
organisational change.
As part of the WorkWell process we ask you to review any
policies or procedures that support two-way communication
within your workplace.
Consultation methods will vary depending on the size and
structure of your workplace; they can range from informal
discussion with individual staff members and staff suggestion
boxes to more formalised group meetings and workshops.
As part of this process it will help to consider the following
questions:
▪▪

How does management actively consult with employees
before making decisions that will affect them?

▪▪

How do employees know where to go to give feedback
or suggestions about organisational changes or issues?
Is this process documented somewhere?

▪▪

Are all employees provided with the same opportunities
for staff consultation regardless of shift work and site
locations?

If you find that you are unable to answer the above questions,
or if you have procedures but they are not clearly documented,
we encourage you to develop some formal consultation
procedures.

Supporting Resources:
▪▪
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Communication Guidelines

Stage 1 – Engage

Maintain an Employee
Induction Programme

Within the responsibilities and time constraints of your
WorkWell group, it is unlikely that the group will be responsible
for developing/re-developing the induction programme.
However, the recommendations should be submitted to
management and other relevant individuals for consideration.

This step is specific to Bronze Standard
Accreditation only.

Include information on your workplaces commitment to
wellbeing and ensure your new staff induction process includes
an overview of WorkWell within your workplace.

An induction programme is an important process for bringing
new staff into your workplace and is intended to enable your
new staff to become an integrated member of your team. It is
important that all staff know what is expected of them in their
assigned role and that they are provided with the training they
need in order to do their job well.
Collate all relevant material regarding your current induction
processes and review this information. Identify any
improvements that could be made to make the induction
more comprehensive and, if necessary, outline your
recommendations.
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Stage 1 – Requirements for accreditation

Stage 1 – Requirements for Accreditation
Signed and dated WorkWell Pledge
Communications from launch of WorkWell to
workplace
Documentation of regular WorkWell group meetings
Completed Terms of Reference including Group Vision
Communications between the WorkWell group and
senior management and employees
Evidence of procedures for employee consultation and
subsequent feedback
Evidence of clear induction process for new
employees
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Stage 2 – Assess
and Prioritise

Complete Organisational Profile Tool
Complete Staff Survey (Prepare,
Promote, Provide)
Analyse Data and Identify Priority
Wellbeing Areas
Disseminate Results and Findings
Maintain Regular Monitoring of Staff
Wellbeing Indicators
Stage 2 – Requirements for
Accreditation
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Stage 2 - Assess and Prioritise

Complete Organisational
Profile Tool
The Organisational Profile Tool is an online tool to help you
gather information on your organisation. The Organisational
Profile Tool produces a report which gives a snapshot of
measures that can be used to assess overall workplace
wellbeing. Over time this will gauge return on investment
through measuring business costs associated with staff
wellbeing, including sick leave, presenteeism, staff turnover
and accident costs. One of the aims of WorkWell is to see
these measures improve long-term.
The Organisational Profile Tool is accessible through your
secure login on the WorkWell website using the leader
username and password. The tool needs to be completed by
someone who has access to the workplace’s human
resources data.
Consider what other organisational data is collected by
your workplace which could provide further insight into staff
wellbeing, such as:
▪▪

staff satisfaction and engagement surveys

▪▪

health checks

▪▪

staff involvement in existing services or programmes

If you have done this and there are still gaps in your data
collection, decide what additional data is required and how
this will be obtained. You may need to consider talking directly
to staff on an individual or group basis (especially if there are
groups of staff who are hard to reach via the survey process).
Try to avoid duplication; don’t survey your staff on the same
information twice and combine timing, where possible, to avoid
people feeling ‘over-surveyed’ and losing interest.

Supporting Resources:
▪▪

16

Organisational Profile Tool

Stage 2 - Assess and Prioritise

Complete Staff Survey

3. Provide

The purpose of the Staff Survey is to identify
staff’ perceptions and behaviours relating to their current
wellbeing and to determine which priority wellbeing areas they
would like to make improvements in.

▪▪

offering the survey online, in hard copy, or both

▪▪

distributing the survey when staff are together, such as
meetings, events or a WorkWell launch

A standard range of questions are included in the survey and
these questions are mandatory, although the response options
relating to job roles and organisational policies can be
amended to align with your workplace’s requirements.
Additional questions can also be added as required to ensure
you meet your own workplace’s needs.

▪▪

reaching those who work alternate shift patterns or parttime staff

▪▪

reaching multiple worksites

▪▪

staff with reading difficulties

▪▪

staff confidentiality by storing surveys in a secure place

You can edit the Staff Survey through your secure login on the
WorkWell website using the leader username and password,
or alternatively your WorkWell advisor is able to do this for
you.

▪▪

offering an incentive, if appropriate.

Make the Staff Survey as easy as possible for staff to
complete to improve response rates. Things to consider
include:

1. Prepare

2. Promote
Improve response rates to your Staff Survey by explaining to
staff:
▪▪

why you are doing the survey – to develop a staff
wellbeing programme

▪▪

why their input is important – to ensure the programme
meets their needs

▪▪

how the results will be used – to identify priority areas to
focus on and develop an action plan

▪▪

how results and action plan will be communicated.

Ensure staff are aware:
▪▪

participation is voluntary

▪▪

responses are confidential; individual respondents cannot
be identified

▪▪

the survey takes 5-15 mins to complete

▪▪

there is a deadline for completing the survey (and
communicate this).

Consider multiple communication methods to promote the
Staff Survey. This could include promoting the survey through
management, at staff meetings, in your workplace newsletter,
intranet, noticeboard or email.

Supporting Resources:

Use the Communications Guidelines to help develop your
communications activity around this.

▪▪
▪▪
▪▪
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Staff Survey
Improving Staff Survey Response Rates
Communications Guidelines

Stage 2 - Assess and Prioritise

Analyse Data and Identify
Priority Wellbeing Areas

The wellbeing areas you choose must reflect your baseline
data results. Your WorkWell advisor can support you in
identifying the most appropriate areas to focus on from the
following:

All results from your Organisational Profile Tool and Staff
Survey, and other useful organisational data should be
considered and analysed together to provide a snapshot of
where the workplace is currently at.

Mental Health and Wellbeing

The Organisational ProfileTool report is available through
your secure login on the WorkWell website, using the Leader
username and password.

Healthy Eating

The staff survey results will also be available through your
website leader login; the results are collated automatically in
the form of an Aggregated Staff Survey Report. Any extra
comments collected at the end of the survey are not included
in the online report and will instead be provided to
you by your WorkWell advisor. Your advisor can also support
you by providing a summary of the results and presenting this
to the group and/or senior management.

Physical Activity

Smokefree

Breastfeeding

Your advisor can also support you by providing a summary
of the results and presenting this to the group and/or senior
management. Use the staff survey results to identify any
trends relating to positive or negative employee behaviours,
as well as areas in which employees are motivated to
make improvements. Make sure to also review any other
organisational data and assess the results of any other
information that has been collected.

Sun Safety

Alcohol and Other Drugs

Infection Control and Immunisation

Once you have reviewed all of the baseline data you should
have a clear picture of which wellbeing areas are a priority for
your workplace and you can use all of the information that you
have collected to guide your Bronze Action and Evaluation
Plan.
To achieve WorkWell Bronze Standard Accreditation, three
(or more) of the following priority wellbeing areas are required
to be identified and addressed in an Bronze Action and
Evaluation Plan.
Silver Standard Accreditation requires an additional two priority
wellbeing areas, while Gold Standard Accreditation requires a
further two (seven in total). WorkWell Silver or Gold Standard
Accreditation also requires the Results Comparison Table to
be completed. The Results Comparison Table compares the
current Staff Survey results and Organisational Profile Tool
data with those from the baseline and/or the previous year.

Supporting Resources:
▪▪
▪▪
▪▪
▪▪
▪▪
▪▪
▪▪
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Bronze Action and Evaluation
Plan
Silver Action and Evaluation Plan
Gold Action and Evaluation Plan
Results Comparison Table
Organisational Profile Tool
Staff Survey
Aggregated Staff Survey Report

Stage 2 - Assess and Prioritise

Disseminate Results and
Findings
Once your WorkWell group has agreed on the three (or more)
priority wellbeing areas, it is important to communicate results
back to management and all employees. Provide feedback
on your analysis of the baseline data, which priority wellbeing
areas you have agreed to focus on and why.
The communication methods you use will depend on the
type and size of your organisation and what communication
channels you have agreed upon. Ensure that staff and
management are given a chance to provide feedback on the
results and that any suggestions are taken into consideration.
The template ‘Staff Survey Feedback Presentation’ can be
used to guide the content that may be included when providing
feedback. Your advisor can support you to feedback the
results to all staff.
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Stage 2 - Assess and Prioritise

Maintain Regular Monitoring of
Staff Wellbeing Indicators

You may also want to consider collecting and recording sick
domestic leave and personal sick leave as separate types of
leave, so that you can distinguish between the two types of
leave taken.

This step is specific to Bronze Standard
Accreditation only.

As with the induction process, it is unlikely that the WorkWell
group will be responsible for updating monitoring procedures,
however you can outline any recommendations and take them
to human resources or senior management for consideration.

Staff wellbeing indicators can measure staff engagement and
job satisfaction. Having effective procedures or technology in
place to collect this information will enable you to see the long
term impact of WorkWell.
WorkWell workplaces are required to have appropriate
monitoring procedures in place for collecting routine indicators
of staff wellbeing on an ongoing basis. It is important this data
is provided to management and utilised on a regular basis and
not just recorded. Staff wellbeing indicators should include, but
are not limited to:
▪▪

sickness absence

▪▪

staff turnover

▪▪

accident rates.
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Stage 2 - Assess and Prioritise

Stage 2 – Assess and Prioritise
Completed Organisational Profile Tool
Copy of staff survey results
Evidence of how staff survey results have been
communicated to senior management and employees
Recording systems for and regular monitoring of:
a. Sick leave
b. Staff turnover
c. Accident rates
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Stage 3 – Plan
Develop an Action and Evaluation Plan
Communicate Your Plan
Stage 3 – Requirements for Accreditation
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Stage 3 – Plan

Develop an Action and
Evaluation Plan

Timeline

A Bronze Action and Evaluation Plan is essential for outlining
how you are going to address your priority wellbeing areas and
formalise and maintain WorkWell in your workplace.

Responsibility

When will each activity or task be carried out? Some
activities may be ongoing.
Who will have overall responsibility for making sure that each
of the activities is completed?

It is important to communicate the plan to staff so they know
what to expect and have the opportunity to provide feedback.

Deciding on Activities in Your Plan

It is important to specify a clear start and finish date for the
plan. For Bronze and Silver Accreditation, your plan is required
to cover a one year time period and a two year period for
Gold. When applying for accreditation, you only need to
have developed the plan, you are not required to roll out the
activities until after you have submitted your portfolio.

An effective wellbeing programme will involve a multilevel approach and include activities across three levels –
organisational, environmental and individual.
Workplace Checklists are available for each priority wellbeing
area. By answering simple ‘Yes/No’ questions, these checklists
can be used to assess what your workplace is currently doing
toward each priority wellbeing area. The checklists can make
the process of developing your Action and Evaluation Plan
easier by helping to identify any gaps and possible activities to
include. This also helps ensure your programme follows the
multi-level approach.

Your Plan Should Include:
Goal
What is it that your workplace would like to achieve overall?
Often this will be the same or similar to the vision agreed
upon in the group’s Terms of Reference.

The Priority Wellbeing Areas section of the WorkWell website
outline example activities you could include your plan, as
well as other relevant tools and resources. The Community
Links section can help you connect with other organisations
and resources available to support the activities in your plan.
Example Priority Wellbeing Action and Evaluation Plans are
available under the Practical Examples tab within the Priority
Wellbeing Areas of the WorkWell website.

Rationale
Why have you chosen to focus on those three (or more)
priority wellbeing areas? Incorporate relevant information
from your baseline data results.
Objectives
What do you want to achieve by the end of your plan?
Ensure your objectives are SMART (specific, measurable,
achievable, realistic and time framed). Objectives are
usually to look for an increase or decrease in certain
behaviour. Make sure to relate your objectives to data you
are already intending to collect, such as one of the questions
in the next staff survey.

Consult with your staff during the development of your Bronze
Action and Evaluation Plan for ideas on activities, and to check
what is in your plan will meet the needs of staff. Provide a clear
timeframe and method for staff to give feedback. Try consulting
with staff through team meetings, an ideas box or wish list, and
make use of your WorkWell group who represent staff.

Activities
What activities will you introduce/undertake? Do they reflect
staff suggestions? Will all employees have the opportunity to
benefit?

Once you have a number of ideas, use the Choosing Your
Activities Matrix to help you decide which will have the
greatest impact on staff wellbeing. Consider the cost and time
commitment for implementing each activity.

Tasks
What key tasks will need to be undertaken in order to
complete the activity?

If you are unsure about what to include in your plan or what
services and support is available to you, your WorkWell advisor
can assist you with this.

Communication
How will you promote employee awareness of the activities?
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Stage 3 – Plan

Include Evaluation in Your Plan
Including clear evaluation strategies in your plan will enable
you to identify how effective your activities have been. You
should consider both process and outcome measures.
Process measures look at activity orientated results:
▪▪

staff participation rates

▪▪

staff satisfaction

▪▪

policies developed and implemented

▪▪

whether the activities were implemented as intended

Outcome measures look at how effective the activities have
been:
▪▪

changes in staff wellbeing behaviours

▪▪

changes in staff wellbeing awareness and knowledge
levels

▪▪

sickness and absence rates

▪▪

staff turnover rates

▪▪

accident rates

▪▪

productivity costs

How you evaluate your plan should be determined by what
resources you have available, and what outcomes you
are trying to measure. Remember it can take time to be
able to see noticeable improvements in staff wellbeing and
associated costs.

Supporting Resources:
▪▪
▪▪
▪▪
▪▪
▪▪
▪▪
▪▪
▪▪
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Bronze Action and Evaluation
Plan
Silver Action and Evaluation Plan
Gold Action and Evaluation Plan
Workplace Checklists
Priority Wellbeing Areas
Community Links
Example Priority Wellbeing Action and
Evaluation Plans
Choosing Your Activities Matrix

Stage 3 – Plan

Communicate Your Plan
While developing your Bronze Action and Evaluation Plan,
ensure staff and management are regularly updated on its
progress. If you have had to exclude popular ideas from the
plan, let staff know the reasons for doing so.

Supporting Resources:

Ensure that senior management have approved the plan once
it is finalised, then launch the final plan and make a copy
available to all staff. Follow a similar process to when you first
launched WorkWell to staff and inform staff using a variety of
communication methods.

▪▪ Communication Guidelines
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Stage 3 – Plan

Stage 3 – Requirements for Accreditation
A 1 year Action and Evaluation plan which :
a. Addresses at least 3 Priority Wellbeing Areas
b. Includes the development and review of policies and guidelines related to
your Bronze priority wellbeing areas
c. Includes activities at the organisational, environmental and individual level
Evidence of employee consultation and subsequent feedback regarding
development of your Action and Evaluation Plan
Evidence of how your Action and Evaluation plan has been communicated with
senior management and employees
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Stage 4 – Apply
and Implement

Apply for Workwell Bronze Standard
Accreditation
Celebrate Your Success
Implement the Action and Evaluation
Plan And Maintain Momentum
Requirements for Accreditation
Stage 4 – Requirements for Accreditation
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Stage 4 - Apply

Apply for Bronze Standard
Accreditation

After the assessment process you will be given a WorkWell
Assessment Report. If you have successfully met all criteria,
you will be awarded the accreditation standard. If you have not
met the standard, the report will provide a clear explanation of
what actions and/or evidence are needed. You will have three
months to undertake the actions and resubmit your portfolio.

To prepare for Bronze accreditation use the Bronze Standard
Accreditation Requirements to check you have included all
the necessary documentation in your portfolio. Your WorkWell
advisor can support you by reviewing your completed
portfolio and making sure it is ready for accreditation. Senior
management is required to sign the WorkWell Accreditation
Submission Form (this document is found at the end of the
Standard Accreditation Requirements) and should be included
in your Bronze Standard Accreditation Portfolio.

WorkWell Bronze Standard Accreditation is valid for 15
months from the date of achievement. This allows 12 months
to roll out your Action and Evaluation Plan, and a further three
months to evaluate outcomes and prepare to either maintain
that standard, or progress to the next level of accreditation.

Advise staff and management that the portfolio has been
submitted and what to expect next.

Assessment Process
▪▪

Submit portfolio and signed WorkWell Accreditation
Submission Form to your WorkWell advisor

▪▪

You will receive confirmation from a WorkWell assessor
that your portfolio has been received

▪▪

The WorkWell assessor will review the portfolio of
evidence and will then contact you to make a time for an
on-site visit

▪▪

An on-site visit will take place, during which the WorkWell
assessor will interview a selection of staff in regards to
their experiences with the WorkWell process.

During the on-site visit the WorkWell assessor will wish to
interview a selection of staff from:
▪▪

the WorkWell Group

▪▪

a management representative

▪▪

staff

It is beneficial to arrange a meeting room and meeting times
for the interviews. During the site visit, the WorkWell assessor
may want to speak to other staff as they carry out their normal
duties.

Supporting Resources:
▪▪
▪▪
▪▪
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Bronze Standard Accreditation
Requirements
Silver Standard Accreditation Requirements
Gold Standard Accreditation Requirements

Stage 4 - Apply

Celebrate Your Success
Once you have achieved accreditation, it is a great idea to
celebrate your success as a significant milestone towards
creating a healthier workplace. Some great ways to celebrate
your success could include:
▪▪

an official certificate presentation

▪▪

hosting a morning tea for all staff

▪▪

an announcement through your workplace newsletter,
intranet, noticeboard or email

▪▪

a fun activity such as a walk or bike ride

▪▪

a media release for your local newspaper.

Once you have achieved Bronze Standard Accreditation you
will have permission to use the WorkWell accreditation logo.
Information about the legal use of the WorkWell logos and
the display of the WorkWell Standard Accreditation certificate
is covered in the Communication Guidelines and WorkWell
Disclaimer which is on the third page of the WorkWell
Standard Accreditation Requirements.

Supporting Resources:
▪▪
▪▪
▪▪
▪▪
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Communication Guidelines
Bronze Standard Accreditation
Requirements
Silver Standard Accreditation Requirements
Gold Standard Accreditation Requirements

Stage 4 - Apply

Implement the Action
and Evaluation Plan
and Maintain Momentum
Once you have applied for Bronze Standard Accreditation,
implementation of the activities documented within it
may begin. Your WorkWell group is responsible for the
implementation and monitoring of your Action and Evaluation
Plan to ensure the plan is followed. It is important your
WorkWell group meets regularly to review progress.
A record of documentation of the activities implemented is
required. Familiarise yourself with the Annual Progress Report
and the data required to collate the report. It is recommended
the relevant section of the Annual Progress Report is
completed as you go.
Ensure communication with staff and senior management is
maintained on a regular basis. Provide an update on upcoming
events, achievements and milestones reached as well as if any
changes have been made to the plan or any planned activities
are behind schedule.

Supporting Resources:
▪▪
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Annual Progress Report

Stage 4 - Apply

Stage 4 – Requirements for Accreditation
Ensure WorkWell Accreditation Submission Form has been signed
Submit accreditation portfolio
Pre-arrange a selection of staff for onsite staff interviews
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Stage 5 – Evaluate
and Improve

Evaluate Progress of Action and Evaluation Plan
Stage 5 – Requirements for Accreditation
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Stage 5 – Evaluate and Improve

Evaluate Progress of Action
and Evaluation Plan
Evaluation can provide important insight into the success of
your activities and overall programme. It can also generate
ideas for future consideration. Your evaluation should occur
throughout and upon the completion of activities in your Action
and Evaluation Plan.
Consider recording the following information:
▪▪

whether staff participated in the activities offered

▪▪

what worked well; what did not work well

▪▪

what obstacles or problems were encountered, if any

▪▪

any revisions or updates made to the plan along the way,
and the reason for this

▪▪

any new activities that may be introduced in the next plan

▪▪

other data you set out to collect in your Action and
Evaluation Plan.

As activities from your Action and Evaluation Plan are
completed you can fill out your Annual Progress Report.
This report (using the above recorded information) is used
to outline your workplaces progress over the past year. You
can begin to complete the Results Comparison Table, this
is required to be completed under the Stage 2 - Assess
and Prioritise when applying for Silver and Gold Standard
Accreditation.
Ensure you feedback to all staff and senior management on:
▪▪

the programmes achievements

▪▪

areas for improvement

▪▪

where to from here

▪▪

opportunities to provide any further feedback.

Supporting Resources:
▪▪
▪▪
▪▪
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Action and Evaluation Plan
Annual Progress Report
Results Comparison Table

Stage 5 – Evaluate and Improve

Stage 5 – Evaluate and Improve
Completed Annual Progress Report and supporting documentation
Completed Results Comparison Table
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Additional Steps for
Silver and Gold Standard
Accreditation
Progressing from Bronze Standard
Accreditation
Additional Steps for Silver Standard
Accreditation
Additional Steps for Gold Standard
Accreditation
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Additional Steps for Silver and Gold Standard Accreditation

Progressing from Bronze
Standard Accreditation

Your workplace does not have to progress to Silver, instead
you may choose to maintain Bronze Standard Accreditation.
The main reason why a workplace might choose to maintain
Bronze rather than progress to Silver, is that it feels that the
programme would benefit from focusing on strengthening the
existing Bronze activities being undertaken.

This section outlines how to progress from Bronze to Silver
and then subsequently Gold.
Silver and Gold Standard Accreditation follow the same stages
and steps as Bronze with some additions. The table below
highlights the additional steps specific to Silver or Gold and
they are coloured accordingly. More information about each
additional step is included overleaf.

Whether you choose to maintain Bronze or progress to
Silver accreditation, your portfolio of evidence will need to be
submitted within 15 months of receiving your initial Bronze
accreditation.
Gain commitment of senior management

Additional WorkWell
Stages and Steps

Raise awareness of WorkWell
Identify a WorkWell leader
Establish a WorkWell group
Develop group vision
Maintain regular communication between all employees
and management

Stage 1 – Engage

Maintain an employee induction programme
Consider flexible working hours
Enterprise community involvement
Share your WorkWell journey
Maintain a long term vision
Complete Organisational Profile Tool
Complete Staff Survey
Stage 2 – Assess and
Prioritise

Analyse data and identify priority wellbeing areas
Disseminate results and findings
Maintain regular monitoring of employee wellbeing indicators
Develop an Action and Evaluation Plan

Stage 3 – Plan

Communicate your plan
Apply for WorkWell Standard Accreditation

Stage 4 – Apply and
Implement

Celebrate your success
Implement the Action and Evaluation Plan and
maintain momentum
Evaluate progress of Action Plan

Stage 5 – Evaluate
and Improve
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Additional Steps for Silver and Gold Accreditation

Additional Steps for Silver

Amendments to the Employment Relations Act 2000 came
into effect on 6 March 2015. Amendments included; extending
rights of caregivers to request flexible working arrangements
to all staff, the provision for staff to request flexible working
arrangements at commencement of employment, and
requiring an employer to respond to a request for flexible work
arrangements within a month.

This step is specific to Silver Standard
Accreditation only.
Consider Flexible Working Hours
Progression to Silver Standard Accreditation requires
documentation of consideration and/or implementation of
flexible working hours. Flexible working arrangements help
create supportive work environments promoting better work-life
balance and can improve people’s participation in the labour
market. Even if an organisation has core working hours that
an employee is required to be present, flexible arrangements
should still be considered in terms of attending appointments
during working time.
Examples of flexible working hours:
▪▪

flexible start and finish time to support family commitments

▪▪

flexible lunch times to allow for exercise

▪▪

consideration of working from home.
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Additional Steps for Silver and Gold Accreditation

Additional Steps for Gold

experiences of building a health and wellbeing programme. It
provides an opportunity to celebrate and raise awareness of
your workplaces successes and hard work.

These three steps are specific to Gold Standard
Accreditation only.

Examples of sharing your WorkWell journey include:

Enterprise Community Involvement

▪▪

mentoring a workplace that is new to WorkWell

Progression to Gold Standard Accreditation requires WorkWell
workplaces to extend their focus towards their community.
This is a response to acknowledging workplaces and their
employees exist within communities and are influenced by the
physical and social environment of the broader society.

▪▪

promoting your WorkWell journey on your website

▪▪

developing a WorkWell case study of your journey

▪▪

sharing your story at a WorkWell workshop

▪▪

networking with other workplaces to share information or
resources

▪▪

writing and disseminating a media release promoting your
workplace wellbeing programme.

Enterprise community involvement can help improve your
corporate image by showing your workplace supports your
local community and can help raise the profile of your
organisation. It can also promote your workplace as an
employer of choice by demonstrating your business cares
about staff and the wider community. Enterprise community
involvement refers to activities that support whānau and/
or community wellbeing. Examples of enterprise community
involvement include sponsorship, charity work and extension
of employer benefits to include whānau.

Maintain a Long-Term Vision
As your workplace nears Gold Standard Accreditation, your
commitment to staff wellbeing should become part of your
workplace culture. Healthy workplace initiatives should be
integrated into your organisations overall strategic business
plan rather than existing as a separate isolated programme.

Share Your WorkWell Journey
Sharing your WorkWell journey is a practical showcase
of WorkWell in action. Sharing your WorkWell journey
encourages workplaces to share their expertise and

We wish you well on your WorkWell journey.
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Notes:

44

June 2016

0800 221 555
www.workwell.health.nz
Tauranga: 510 Cameron Road, Tauranga 3140
Rotorua: 1166 Amohau Street, Rotorua 3045
Whakatane: Corner Stewart and Garaway Streets, Whakatane

www.workwell.health.nz

