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Introduction

>

Welcome to the Healthy Working Lives Mental
Health and Well-being Commendation Award
portfolio, part of the Healthy Working Lives
Award Programme.

There s little doubt that mental health is
movinguptheagendaforemployersasgrowing
research demonstrates the importance of
mental health and well-being in relation to our
physicalhealth,socialinclusionandproductivity.

This award sets a workplace standard for good
practice in promoting positive mental health
and well-being, supporting staff with mental
health problems in the workplace and reducing
barriers to recruiting staff with a history of
mental health problems.

It is designed to complement the Healthy
Working Lives Bronze, Silver and Gold
Awards. Therefore, activities undertaken to
achieve the Commendation Award can count
asevidencetowardseach ofthesethreeawards.
Similarly, activities undertaken for the Bronze,
Silver and Gold Awards can count towards the
Commendation Award where appropriate.

However, an organisation must have achieved
the Bronze Award before being eligible for
assessment for the Commendation Award.

YourHealthyWorking Livesadviserwilldiscuss the
contentsofthe portfoliowithyoubeforeyoubegin
working towards the Commendation Award.

It is important that:

< You are aware of the overall framework
of the Mental Health and Well-being
Commendation Award.

<{ You are aware of the resources available to
support you in undertaking each criterion -
rememberouradviceisfreeand confidential.

< You have a clear understanding of what you
must do to successfully fulfil each criterion.
Your adviser will explain what the assessor
will be looking for when you are ready for
assessment.

On the next two pages we have set out the
role of the Scottish Centre for Healthy Working
Lives in creating and managing the Healthy
Working Lives Award Programme and how
we will use the information you submit.

Please read the following pages carefully.

The Award Programme is supported and endorsed by the Confederation

of British Industry (CBI) Scotland, the Federation of Small Businesses (FSB),
the Scottish Trades Union Congress (STUC), the Scottish Government,

the Health and Safety Executive (HSE), NHS Scotland, the Convention

of Scottish Local Authorities (COSLA), Jobcentre Plus, Scottish Enterprise
and Highlands and Islands Enterprise (HIE).
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Please read the following carefully. Submitting
your registration and participating in the Mental
Health and Well-being Commendation Award will
constitute acceptance of this disclaimer without
modification or amendment.

The role of the Scottish Centre for Healthy
Working Lives (the Scottish Centre) is to
promote healthier and safer workplaces by
reviewing working environments and offering
Scottishemployersguidanceandsupportinthe
implementation of successful health and safety
and employment policies.

The Scottish Centre is not a certifying body
or part of, or affiliated with, a certifying body.
Possession of a Healthy Working Lives
Award means that the participant meets, at
the time of the award, certain criteria set by
the Scottish Centre for the purposes of the
Healthy Working Lives Awards Programme.
It does not constitute certification that the
participant complies with the law (including
therelevant health and safety and employment
legislation).

Participation in the programme does not
remove, replace, or qualify to any extent the
participant’s obligation to comply with the
law (including health and safety and
employment law).

All advice provided by the Scottish Centre

is based on the information the participant
has provided about the circumstances of its
business/organisation.

Even though the Scottish Centre shall
make every effort to ensure the adequacy,
completeness and suitability of its
recommendations and reviews for the
purposes of the Healthy Working Lives
Award Programme, the participant
understands and accepts that such
recommendations and reviews do not
constitute legal advice, and that the
Scottish Centre and its officers, employees
and advisers shall not be responsible for the
adequacy or adequate implementation of
such recommendations and reviews.

Therefore no recommendation or review
provided shall in any circumstances constitute
a warranty, representation or undertaking

by the Scottish Centre as to the adequacy

or adequate implementation of such
recommendation and review for the purposes
of compliance with the law including health
and safety and employment legislation.

The Scottish Centre and its officers, employees
and advisers shall not in any event be held
liable for any loss or damage that may be
suffered, whether directly or indirectly, by

the participant and/or any third party as a
result of the participant acting upon such
recommendation or review.
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submission -

Jse of iInformation

>

By completing the registration form you have
consented to the Scottish Centre for Healthy
Working Lives (Scottish Centre) holding and
using the information you submit. We will use
this information to process your registration
and administer any services we offer to you

as part of the Healthy Working Lives Award
Programme.

The information you provide will be processed
by the Scottish Centre and will be passed on
to our advisers for the purposes of the Award
Programme. We will keep that information
confidential and we will not disclose it to

any third parties, unless we are required to

do so by law.

The Scottish Centre may, from time to time,
further process any data you submit in order
to remove personally identifiable information.
In such circumstances, we may make further
use of such ‘anonymised’ data for statistical

or training purposes.

You have theright at any time to change your
registration details or cancel your registration
by contactingtheScottish Centre.Youalso have
the right at any time to request a copy of the
information we hold on you and your business
(provided it has not meantime been destroyed
or deleted from our records), for which we may
charge a reasonable fee.

Our more detailed privacy policy is available
from Health Scotland.
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Criterion 1

Provide mental health awareness
campaigns and activities for all staff and

specific training for managers
Evidence required:

(- completed education and
information/training proforma

< fulfilled Healthy Working Lives
Bronze Award criteria.

Criterion 2

Conduct a stress risk assessment/stress
audit and produce an annual action plan
to tackie any organisational issues
Evidence required:

(- completed stress risk assessment proforma

<{- copy of the annual action plan.

Criterion 3
Iimplement a workplace mental health
and well-being policy

Evidence required:

+{- copy of the workplace mental health and
well-being policy/or statement

<{- copy(ies)ofany policies/statements referred
toin the policy/ statement document

< evidence of consultation with staff during
policydevelopmentand/orcompletedpolicy
consultation proforma.
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Criterion 1

>

Provide mental health awareness
campaigns and activities for all staff and
specific training for managers.

Raising awareness about mental health issues
in the workplace should go someway towards
reducing stigma and improving individual's
understanding of how to look after their own
mental health and well-being. Remember
activities carried out for this criterion also
contribute towards the core Healthy Working
Lives Award Programme.

< In order to fulfil this criterion, the workplace
must provide information on mental health
issues on an annual basis. This could be
provided in the form of leaflets, posters,
intranet, newsletters and promotional
displays etc.

Information must be from a credible
source and easily accessible to all staff in
the course of their normal working duties.
Workplaces may wish to time the provision
of information with national campaigns,
such as Scottish Mental Health Week or
National Stress Awareness Day.

<+ Mental health awareness activities must
be made available to all employees and
offered every three years, as a minimum.
These activities must be interactive and
could include training, exhibitions, health
fairs, a visit from a theatre group, videos,
competitions etc. Feedback from
staff/evaluation must be carried out for all
activities.

< Managers are key to tackling discrimination
on the frontline and ensuring that everyday
management practices are conducive to
positive mental health and well-being.
As such, the workplace must provide
specific training for managers to ensure
that they understand their expected roles
and responsibilities.

This training must also be made available
to staff working in human resources and
occupational health.Training must be
provided every three years,asa minimum,
and feedback from staff/evaluation carried
out after each session.

Completed education
and information proforma

Current Healthy Working Lives
Bronze Award
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>
Details of how the workplace provides information on mental health issues:

Details of what mental health awareness campaigns/topics were covered:

Details of the interactive mental health awareness activities provided,
including number of staff participating and feedback/evaluation:

Details of the training provided for managers including who delivered
the training, number of staff attending and feedback/evaluation:

Please use this master for photocopying or alternatively, an electronic version is available.
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Criterion 2

>

Conduct a stress risk assessment/stress
audit and produce an annual action plan
to tackie any organisational issues.

The management of Health and Safety at
Work Act 1999 requires employers to assess
the nature and scale of risks to physical and
mental health in the workplace and to put
adequate control measures in place.

The Health and Safety Executive (HSE) has
already developed management standards
to assist organisations to carry out a stress
risk assessment/stress audit.

There are six stress management
standards covering:

- demands

<« role

< support

- control

- change

<{ relationships.

Any stress risk assessment carried out by your
organisation musttakeaccountofthesesixrisk
factors.These factors are essentially about the
workplace culture and management practices.
Furtherinformationonthestressmanagement
standards can be found in the HSE books and
website listed in Useful Resources.

The Work Positive pack, developed by HEBS
(now Health Scotland) and the Health

G Safety Authority, can also assist workplaces
in taking the necessary action to identify and
reduce potential causes of stress.

Please note that this criterion is not in any
way an assessment of an organisation’s
performance in relation to health and safety.
The ethos of Healthy Working Lives is on
facilitating good practice, not on‘enforcement’.
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The key principle for arisk assessment is
ensuring that there is adequate arrangements
for staff to communicate issues of concern

to them. A range of methods can be used to
gather information including questionnaires,
focus groups, informal talks to staff,
performance appraisal, return to work
interviews, sickness absence data, productivity
data and staff turnover.

The HSE Stress Management Standards and
the Work Positive pack both provide
organisations with guidance on key areas
to cover during the risk assessment and the
relevant questions to ask.

Having completed the Healthy Working Lives
staff health needs assessment (Bronze Award:
core criterion), you will have already begun the
process of identifying organisational issues.
The risk assessment process must include
discussing any findings with staff to identify
specific areas of concern.

Because stress can affect anyone it is important
that the initial risk assessment is carried out
either across the whole organisation or across
arepresentative sample of your workforce.

Large organisations should consider breaking
down the results by individual department
or site as there may be different sources of
stress. Care should be taken to protect
individual confidentiality during the risk
assessment process.

The risk assessment should be repeated on a
regular basis and after any workplace changes.
As a very minimum Healthy Working Lives will
require evidence of a stress risk assessment
conducted every three years.
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Producing
an action plan

>

The organisation must produce an annual
action plan for tackling any organisational
issues identified by the stress risk assessment.
It is crucial that staff and staff representatives
are involved in developing and implementing
the action plan.

As a minimum, the action plan should include
the identified risks, how they were identified,
proposed action, persons responsible and
timescales. You may wish to use one of the
template action plans provided (headings
based on the HSE Stress Management
Standards and the Work Positive pack).

If noissues are identified by the risk
assessment, obviously it will not be necessary
to produce an action plan and evidence should
be provided to support this decision.

The action plan must be communicated to all
staff and reviewed and updated annually.

Completed stress risk
assessment proforma

A copy of the annual action plan
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Details of the methods used to carry out the stress risk assessment (please attach a copy of the
assessment tool(s) questionnaires, etc:

A description of the process for discussing findings with staff and involving them in generating solutions:

Future plans for repeating the stress risk assessment including timescales:

A description of how the action plan will be updated on a regular basis and communicated to staff:

Please use this master for photocopying or alternatively, an electronic version is available.
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Templiate

action plan

(based on HSE Stress
Management Standards)

Demands

Control

Relationships

Change

Role

Support

Please use this master for photocopying or alternatively, an electronic version is available.

www.hse.gov.uk
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Templiate
action plan B
(based on'\Work Positive pack)

Demands

Control

Support

Relationships

Role

Change

Reward and
contribution

Indicators

Please use this master for photocopying or alternatively, an electronic version is available.
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Criterion 3

>

Develop and implement a workplace
mental health and well-being policy.
Consult and communicate with staff
during policy development.

As with any health-related policy the
document needs to be tailored to the needs of
the organisation and written in consultation
with staff. The policy should be in a written
format with any definitions clearly explained.

This criterion requires that the components
specified in the policy checklist are covered and
take account of the associated guidance notes
on pages18 -24.

In some circumstances, the workplace may
already have policies in place covering some
of the checklist components, e.g. stress
policy, equal opportunities policy, sickness
absence policy etc. In these circumstances

it is acceptable for the mental health and
well-being policy to refer the employee to
existing policies for more detail. Where this
is the case, additional policies should be
submitted along with the mental health and
well-being policy as evidence for assessment.

Consultation process

The involvement of employees in the
development and implementation of the
workplace mental health and well-being policy
is essential. Research clearly shows that where
consultation does not take place the policy is
less workable.

The purpose of consultation is:

<{ to ensure that all issues can be raised and
concerns aired before the policy is formally
adopted, and that wherever appropriate,
these concerns can be addressed

< to identify any gaps/omissions in the policy

< to create a sense of ownership of the policy
by staff.

A policy working group should be established
to look at existing provisions, develop a draft
policy, consult with a representative sample
of staff and recommend how the policy should
be implemented. The policy should also detail
what training is required and how the policy
should be monitored and reviewed.

The working group membership should be
drawn from across the spectrum of staff.

Key groups represented on the working group
should include occupational health, health and
safety, human resources, senior management,
trade unions/staff representatives and
departmental representatives where these
post holders exist. It may be that your

Healthy Working Lives working group could

be given this remit.
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Staff need to be given the opportunity to
comment on the draft policy and their

suggestions taken onboard where appropriate.

It is important to make every effort to involve
staff that have experienced mental health
problems themselves in this process to gain
their expertise.

For example, what helps them stay in

work? What makes it more likely they will
need time off? What information their
colleagues might need to help them better
understand their mental health problem? etc.
There should be a means to ensure that staff
can contribute to the policy development
process on a confidential basis.

Policy development from the formation of a
working group to the date of implementation
is likely to take at least six months. Within that
time a minimum of three months notice must
be given to staff for any changes to their terms
and conditions of employment.

Communication

All employees must have access to a copy

of the policy with details of how to obtain
further information or support if required.

The organisation can inform staff of the policy
using a range of communication methods such
as the induction process, intranet, newsletters,
team meetings, and training sessions.

A copy of the workplace mental
health and well-being policy

A copy of any additional policies
referred to within the mental health
and well-being policy

Completed policy consultation
and communication proforma
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