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Welcome to the Healthy Working Lives 
Bronze Award portfolio. 

Congratulations on taking the fi rst step 
towards developing a planned and integrated 
approach to improving health at work. Indeed 
you may already fulfi l some of the criteria and 
be well on your way to qualifying for the award! 

By participating in the Award Programme, 
you will enjoy all the benefi ts of developing a 
co-ordinated, custom-designed programme 
meeting the needs of your workplace, and 
receive support from our network of expert 
Healthy Working Lives advisers.

Your Healthy Working Lives adviser will discuss 
the contents of the portfolio with you before 
you begin working towards the Bronze Award.
 
It is important that: 

  you are aware of the overall framework 
of the Bronze Award, that is, which criteria 
are core (essential) and additional (optional)

  you are aware of the resources available 
to support you in undertaking each criteria 
– remember our advice is free and 
confi dential

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

Once you have achieved the Bronze Award, 
hopefully you will progress to the Silver Award, 
then to Gold and consider working towards the 
Healthy Working Lives Mental Health and 
Well-being Commendation Award.

Your Bronze Award will remain valid for 
three years, and then it can be reassessed. 
If you choose to progress to Silver, this will 
include maintaining the standards you 
achieved for Bronze.

If you currently hold a Scotland’s Health at Work 
Bronze Award, you will be able to transfer to 
the Healthy Working Lives Bronze Award 
simply by undertaking additional components. 
Your Healthy Working Lives adviser can explain 
this to you in detail.

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. 
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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 Bronze Award 
will constitute acceptance of this disclaimer without 
modifi cation 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 
Scottish employers guidance and support in the 
implementation of successful safety and health 
and employment policies and practices. 

The Scottish Centre is not a certifying body 
or part of, or affi liated with, a certifying body. 
Possession of a Healthy Working Lives Award 
means that the participant meets, at the time 
of the award being given, certain criteria set 
by the Scottish Centre for the purposes of the 
Healthy Working Lives Award Programme. 
It does not constitute certifi cation that the 
participant complies with the law (including 
the relevant 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 his 
or her 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 offi cers, 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 offi cers, 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.

Introduction
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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 
confi dential 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 identifi able information. 
In such circumstances, we may make further 
use of such ‘anonymised’ data for statistical 
or training purposes.

You have the right at any time to change your 
registration details or cancel your registration 
by contacting the Scottish Centre. You also have 
the right at any time to request a copy of the 
information we hold on you and your business 
(provided it has not in the 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.

Portfolio
Submission – 
Use of information
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Getting started

To participate in the Award Programme, 
it is important that you are addressing your 
minimum health and safety requirements. 
Therefore you are asked to complete and 
submit a signed checklist prior to assessment. 

Core criteria

The workplace must meet all of the 
following criteria:

1.  Address Healthy Working Lives 
in the workplace

a)  Set up a Healthy Working Lives 
Working Group

b)  Identify and support staff roles and 
responsibilities

c)  Plan and record staff training in 
occupational health and safety.

2.  Assess safety and health needs 
in the workplace

a)  Undertake a Health Needs Assessment 
for staff and prepare an Action Plan

b)  Develop an Occupational Health and 
Safety Action Plan.

3.  Raise awareness of Healthy 
Working Lives

a)  Provide information and activities, 
prioritised on the fi ndings from the 
Health Needs Assessment and Health 
and Safety Action Plan or from any other 
relevant sources

b)  Implement a policy on smoking and provide 
access to smoking cessation support.

Additional criteria

The workplace must choose to undertake 
TWO of the following fi ve criteria:

1. Healthy eating
Promote access to healthier food choices.

2. Support staff attendance
Identify why staff may have diffi culty 
attending work.

3. Mentally healthy workplaces
Provide information and undertake awareness 
raising around mental health and well-being 
issues, including stress.

4. Avoid accidents in the workplace
Encourage workplaces to report and act on 
accidents, incidents and ‘near misses’ to reduce 
injuries and lost time.

5. Health and the environment
Encourage workplaces to raise awareness of 
their impact on the wider environment.

Introduction
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Defi nitions

A topic is a subject which refl ects the 
wider agenda of Healthy Working Lives. 
It may be health promotion, health and 
safety, environment, community health or 
employability, and should be selected following 
a Health Needs Assessment within the 
organisation.

The topic can be promoted via information 
campaigns and activities:

• An information campaign is the availability 
and distribution of leafl ets, posters, the use 
of the intranet and other media

• An activity is an event where there is both 
an information campaign and an activity 
linked to a health promotion/health and 
safety topic.

Topics to be undertaken at each level of the 
Award Programme:

Bronze Award 
Promote four topics, two of which must be 
activities and two of which can be information 
campaigns.

A topic may be developed at Bronze and then 
again at Silver, when a signifi cantly different 
approach can be demonstrated.

Silver Award
Maintain Bronze Award by promoting four 
topics, two of which must be activities and two 
of which can be information campaigns.

A topic may be developed at Silver, and again at 
Gold, when a signifi cantly different approach 
can be demonstrated. 

Gold Award
Maintain Bronze Award and Silver Awards 
by promoting four topics per year. Two must 
be new topics introduced over the three year 
strategy plan i.e. topics not previously covered 
at bronze and silver.

From the four topics selected, two must be 
activities and two of which can be information 
campaigns.

Healthy Working
Lives 
Guidance Notes
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Choice of topic being promoted 

When a topic is being actively promoted within 
a criterion, the same topic cannot be used to 
satisfy the criterion on information campaigns 
and activities.

Evidence cannot be used to fulfi l more than one 
criterion at the same level.

As an exception, it is  important that the 
Healthy Working Lives Award can fully dovetail 
with local NHS/Community Planing health 
priorities programmes, and that engagement 
in such priorities can be enabled through the 
framework of the Award Programme. Because of 
the fl exibility in terms of the range of topics that 
can be pursued under Bronze criterion 3a, this 
criterion provides a useful vehicle for supporting 
such local initiatives.

As such, certain topics can be accepted as an 
activity at Bronze 3a, even though they are 
already being pursued by a client under another 
exisiting core or additional criterion.

There are two conditions governing this:

 it must contribute to a major priority 
programme as set by an NHS Board and/or 
Community Planning Partnership

  
it must be of signifi cant scale and requiring 
additional effort on behalf of a client 
organisation that also goes well beyond that 
necessary to meet the other criterion. 

By defi nition, therefore, such an initiative 
could only count as an activity, and not as an 
information campaign.

Example
Whilst Bronze criterion 3b requires 
organisations to implement a smoking 
policy, including the provision of access to 
smoking cessation support, active and high 
profi le engagement with a Board-sponsored 
programme of smoking cessation support could 
be counted separately for Bronze criterion 3a.

Similarly, at Silver criterion 1a, where an 
organisation is required to implement a 
workplace policy on alcohol, maintenance of 
Bronze criterion 3a could be fulfi lled by active 
engagement in a high profi le NHS Board 
programme of work to tackle alcohol abuse.

Reviews and assessments
 Organisations not progressing to the next 

level will have an annual review following 
an Adviser visit. In year three, an Adviser will 
carry out a re-assessment.

  
At Gold level, there will be an annual review, 
following an Adviser visit. In year three, and 
Adviser will carry out a re-assessment.

 To maintain the Mental Health and 
Commendation Award there will be an 
annual review following the Adviser visit.



27
11

 1
/2

00
8

27
11

 1
/2

00
8

7

>

Prior to assessment for the Bronze Award, 
organisations are required to complete 
the following Healthy Working Lives 
Award checklist.

The purpose of the checklist is to ensure that 
every organisation being assessed for a Healthy 
Working Lives Award is aware of its basic 
occupational health and safety requirements 
before assessment for an award. Many parts 
of the Award Programme take organisations 
further than their legal requirements therefore 
it is important that they have a broad 
understanding of their requirements before 
encouraging them to develop specifi c areas. 

The checklist can be completed at any time 
prior to assessment, but assessment cannot 
be undertaken until the checklist has been 
completed. Also, if there is outstanding health 
and safety enforcement action(s) against the 
organisation or section of the organisation 
undertaking the award, the assessment cannot 
be undertaken until the enforcement action is 
closed. 

Ideally organisations should complete the 
checklist as early as possible in their journey 
through the Healthy Working Lives Award 
Programme. Every question on the checklist 
is supported with advice. 

The Healthy Working Lives adviser will either 
observe compliance or receive evidence from 
the organisation on each item on the checklist. 

The checklist is laid out as follows:

  In the fi rst column there are questions to 
be answered by the organisation. All the 
answers given in the second column must be 
‘Yes’ or ‘Exempt’ before an organisation can 
be assessed.

  In the third column, a short explanation is 
given for each question and some pointers to 
getting extra help. For every question, more 
assistance can be obtained from a Healthy 
Working Lives adviser and/or the Healthy 
Working Lives adviceline on 0800 019 2211.

  The fourth column sets out the evidence 
that a Healthy Working Lives adviser must 
see to support the answer given. 

Healthy Working
Lives Award
checklist
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By the time an organisation is ready for 
assessment, all the relevant boxes in the second 
column must be ticked by the organisation 
and all the appropriate boxes in the ‘for 
offi cial use only’ column should be ticked or 
signed by an adviser. The completed checklist 
should be signed by the person with ultimate 
responsibility for occupational health and 
safety and included in the award portfolio.

If, at any point during completion of this 
checklist, an organisation is unsure about what 
is required to answer the questions or cannot 
confi dently tick ‘Yes’ or where appropriate 
‘Exempt’ to each question, extra advice and 
assistance can be obtained from the Scottish 
Centre for Healthy Working Lives Advice 
Line on 0800 019 2211 or by visiting the web 
site at www.healthyworkinglives.com 

A random sample of organisations going 
forward for assessment for an award will be 
audited on the items in this checklist. This will 
involve a visit to your premises by a Healthy 
Working Lives assessor, specifi cally to identify 
and verify the evidence presented in the 
portfolio in relation to the checklist.
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checklist

If you employ staff you require Employers Liability 
Compulsory Insurance (ELCI). The certifi cate must be 
displayed in your workplace where all your staff can 
see it e.g. on a notice board.
 The certifi cate is valid for one year and must be 
current at the time of submission.
Certain Government organisations and some family 
businesses are exempt form ECLI. More information 
is available from the HSE website at 
www.hse.gov.uk/pubns/hse39.pdf

Do you have 
employer liability 
compulsory 
insurance?

What do we mean Supporting evidence

OFFICE
USE 

ONLY

1. Adviser has viewed either ELCI 
certifi cate displayed in an area 
where staff can see it
Or
Copy of certifi cate sent as evidence

2. Plus
The certifi cate must be valid 
e.g. for the organisation concerned 
and less than one year old

1

2

Exempt

Yes

No

Exempt

Employers and staff have duties under health 
and safety legislation. Information on these duties 
is available on a health and safety law poster. If you 
have employees you must display the health and 
safety law poster or provide workers with a leafl et 
with the same information. The poster has boxes for 
information on who is responsible for health and 
safety and where to get help. These boxes must be 
fi lled in correctly. The poster can be purchased from 
HSE website at www.hse.gov.uk/books
The leafl et can be downloaded from the HSE website 
www.hse.gov.uk/pubns/law.pdf

Do you display a 
Health and Safety 
Law poster or 
provide leafl ets 
to staff?

Adviser has viewed poster and boxes 
correctly fi lled in 

Or
Evidence that leafl ets are given to 
each employee (usually as part of 
induction)

Yes

No

Since the law in Scotland changed, it is now an 
offence to allow smoking in an enclosed workplace. 
All workplaces must display a statutory no smoking 
sign at the entrance to their premises. Samples of no 
smoking signs can be downloaded from 
www.clearingtheairscotland.com

Do you display 
a No Smoking 
sign in your 
workplace?

Adviser has viewed statutory
No Smoking sign displayed

Or
Evidence submitted that statutory 
No Smoking signs are displayed in 
the workplace

Yes

No

If you are an employer you will need to be registered 
with either the Health and Safety Executive (HSE) 
or your Local Authority – depending on the sort of 
business you have.
Broadly speaking, you should register with: the HSE 
by completing form F9 (notice of factory occupation); 
or your Local Authority by completing form OSR1 
(notice of employment of persons in offi ce, shop 
or certain railway premises. This includes catering 
establishments, staff canteens, fuel storage depots). 
If you are unsure which one to register with, please 
contact the Healthy Working Lives adviceline.
The forms can be downloaded from the HSE website.

Is your 
organisation 
registered with 
the appropriate 
enforcing 
authority?

Adviser has viewed sight of copy 
of registration form or copy of 
the form

Or
A written statement from 
the organisation that they have 
registered with the appropriate 
authority

Exempt

Yes

No

Exempt

Question
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checklist

All organisations striving to achieve a HWL award 
must have a written policy. A written health and 
safety policy helps show that the organisation has 
thought about how it will manage its safety issues 
and has nominated individuals with responsibility 
for taking this process forward.

Leafl ets on policy development and examples can 
be downloaded from the HSE website at 
www.hse.gov.uk/pubns/indg259.pdf

Do you have a 
written health 
and safety policy?

What do we mean Supporting evidence

OFFICE
USE 

ONLY

Adviser has viewed a copy of current 
health and safety policy
And
Policy is signed by a director
and dated
And
There are named individuals with 
responsibility for aspects of safety
And
Policy states it is reviewed annually 
or more frequently if needed
And
If policy is old, there is evidence 
of review

Yes

No

All organisations are required to have access to 
competent advice on health and safety. This can be 
workers from your organisation who have the correct 
skills and knowledge, external consultants/advisers 
or a combination of these. Many organisations offer 
advice and assistance. Some will charge for their help.

Do you have 
access to 
competent 
advice on health 
and safety?

Adviser has reviewed a letter of 
engagement of an external consultant

Or
Name and qualifi cations of internal 
appointment

Or
Supporting documentation on how 
the organisation has addressed the 
need for competent advice

Yes

No

Regulations require organisations to consult 
with staff on issues that could affect their health 
or safety at work. For example the introduction of 
new equipment or working practices.
There are many suitable ways of doing this from 
using notice boards to having formal workplace 
reps to liaise with staff, to direct discussion or 
communication on a one to one or group basis. 

Leafl ets on consultation can be downloaded from 
the HSE website at 
www.hse.gov.uk/pubns/indg232.pdf 

Do you carry out 
consultation on 
health and safety 
with your staff? 

Adviser has viewed examples 
of consultation methodology 
e.g. notice boards, minutes etc

Or
Methods of consultation outlined 
in policy of procedure

Yes

No

Question


