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Welcome to the Healthy Working Lives Silver 
Award portfolio. 

Congratulations on achieving your Bronze 
Healthy Working Lives Award. Already you 
are working towards a planned and integrated 
approach to improving health at work. 

By participating in the Silver Award, you will 
continue to 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 Silver Award. 

It is important that: 

  you are aware of the overall framework 
of the Silver 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 ll each criterion. 
Your adviser will explain what the assessor 
will be looking for when you are ready for 
assessment.

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

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

If you currently hold the Scotland’s Health at 
Work Silver Award you will be able to transfer 
to the Healthy Working Lives Silver Award 
simply by undertaking additional components. 
You can also progress from the Scotland’s 
Health at Work Bronze Award to the Healthy 
Working Lives Silver Award. 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. 

Introduction
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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 Silver 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, 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

Before progressing to a Silver Award, 
the workplace must have fulfi lled and be 
maintaining the criteria for the Bronze Award.

Core criteria

The workplace must meet all the 
following criteria:

1.  Introduce a policy on alcohol and drugs 
and statements of intent on healthy 
eating and physical activity

a)  Implement a workplace policy on alcohol 
and drugs that includes education about 
sensible drinking, and counselling support

b)  Introduce a statement of intent that 
promotes healthy eating

c)  Introduce  a statement of intent that 
promotes physical activity.

2. Mentally healthy workplaces
Plan activity to raise awareness around mental 
health and well-being issues, including stress, 
in the workplace.

3. Support staff attendance
Identify why staff may have diffi culty attending 
work and support staff returning to work.

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

Additional criteria

The workplace must meet ONE of the 
following criteria:

1. Lifestyle checks
Provide all staff with the opportunity to have 
one-to-one discussions about their lifestyle and 
identify changes they could make to improve 
their health.

2. Employability
Develop initiatives that enable people to 
progress towards work or get into work.

3.  Promotes community health 
and well-being

Encourage workplaces to strengthen 
community health and well-being.

4. Mentally healthy workplaces
Ensure organisations provide managers with 
the appropriate skills to improve mental health 
and well-being in the workplace.

5. Health and the environment
Encourage workplaces to reduce their impact 
on the wider environment.

Introduction
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Introduce a policy on alcohol/drugs and 

statements of intent on physical activity 

and healthy eating

1a)   Implement a written policy on alcohol 
and drugs that includes education 
about sensible drinking and counselling 
support.

An alcohol and drugs policy is part of an 
organisation’s overall commitment to the 
safety and health of its staff, and details the 
procedures which apply in relation to alcohol 
and drugs. Under employment and health and 
safety law, employers have a duty of care to their 
employees. An added incentive for employers 
is that misuse of alcohol and drugs can have a 
serious impact on business, affecting health, 
safety, work performance and absenteeism.
 
The organisation should have policies on 
alcohol and drugs (either separate or combined 
policies are acceptable, although both topics 
must be properly addressed).

The policies should be set out in a written 
document and include the following:

 acknowledgement that the policy is part  
 of the organisation’s overall concern for the  
 health, safety and welfare of staff 

 the legal obligations of the workplace under  
 the Health & Safety Work Act 1974 and Misuse  
 of Drugs Act 1971

 defi nitions of the substances/drugs covered,  
 which includes alcohol

 clear aims and objectives

 evidence (either in the policy or portfolio)  
 of consultation with all levels of staff  
 during development of new/revised policies,  
 including details that 12 weeks notice of any  
 policy implementation which changes  
 working conditions has been given to 
 all employees

 clear rules in relation to the use of alcohol/ 
 drugs during  working hours

 a statement that employees are not allowed  
 to work when affected by alcohol or drugs

 clear guidelines relating to any breach of the  
 policy rules

Criterion 1
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 provide employees with information/ 
 education on the adverse effects of alcohol  
 and drugs

 clear guidelines on corporate hospitality, 
 if applicable

 a statement that employees using  
 prescription/over the counter drugs, which  
 may affect their behaviour and/or work have  
 a responsibility to inform their employer

 
demonstrate that the policy applies to 
all employees, including contractors/
volunteers/agency workers if applicable)
 
evidence of education/information 
activity(ies) for all staff on the adverse effects 
of alcohol and drugs (either in the policy or 
portfolio)
 
evidence of providing appropriate training/
guidance for managers to assist in effective 
implementation of the policy
 
details of drug testing/screening procedures, 
if applicable
 
support offered to employees with an 
alcohol and/or drug-related problem

 
sources of information for support and help, 
outwith the workplace (either in the policy 
of portfolio)
 
statement on confi dentiality

date of implementation

details of a monitoring or review process.

Organisations should also consider including 
some of the following recommended 
elements:

 
statement that referral to support will not 
affect job or promotion prospects
 
statement that employees are able to access 
support during work time or receive sick pay
 
statement on relapse.
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Portfolio evidence

 a copy of the policy or policies

  details of how the policy is communicated 
to staff

  details of training/guidance provided 
to managers

  details of the education/staff awareness 
regarding alcohol issues, sensible drinking 
and drugs issues

  details of the support provided to staff with 
alcohol/drugs problems.

Assessment interview/site visit

The assessor will seek to confi rm that the 
policy is operating as set out in the policy 
statement.
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1b)  Introduce a statement of intent 
that promotes healthy eating in 
the workplace.

The organisation should develop a written 
statement of intent that supports and 
promotes healthy eating among all staff and 
lists the ways in which it will endeavour to 
provide this. It should be signed and dated 
by the head of the organisation and include 
a date for review.

The statement should cover any food, drink and 
healthy eating information provided to staff. 
The aims should be to:

  promote the consumption of a healthier 
diet and food choices 

  promote the preparation and provision 
of meals which offer a balanced diet

  increase access to healthier food choices. 

The statement of intent should address both 
catering and non-catering facilities in relation 
to the following requirements. 

(If an organisation selected healthy eating at Bronze 
additional criterion 1, they must produce a statement 
of intent and evidence of additional work to satisfy 
this criterion).

Organisations with in-house 

catering facilities

Essential components
All organisations with in-house catering 
facilities should:

a)  provide healthy eating 
education/information to staff annually

b)  meet the healthy eating standards* as 
outlined on page 12 

c)  fulfi l their legal obligations to risk assess 
mothers returning to work and make 
adjustments accordingly to support mothers 
to continue breastfeeding 

d)  ensure all their catering facilities are 
registered with their local authority as a 
food provider. 

Criterion 1

*  Organisations attaining a healthyliving award will automatically qualify 
for point b) above. However, organisations are not required to achieve the 
healthyliving award to meet this criterion.
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Recommended components
It is recommended that organisations with 
in-house catering facilities should:

a)  promote healthy eating through appropriate 
interactive activity

b)  actively support employees (over and 
above the legal requirements) who wish to 
breastfeed on their return to work.

Portfolio evidence

Organisations who have achieved the 
healthyliving award:

  copy of the organisation’s statement 
of intent

  evidence of achieving the healthyliving award

  details of healthy eating information and 
activities provided to staff

  evidence of supporting mothers returning to 
work who wish to breastfeed (if applicable).

Organisations without a healthyliving award:

  copy of the organisation’s statement 
of intent

  copy of a completed healthy eating criteria 
checklist 

  copies of menus for one week, highlighting 
the healthy choices and, where necessary, 
establishing ingredients used and 
cooking methods

  copy of catering contract (or relevant 
section), if appropriate

  details of the way healthy choices are 
highlighted and promoted to staff

  details of healthy eating information and 
activities provided to staff

  evidence of supporting mothers returning to 
work who wish to breastfeed (if applicable)

  evidence of registration with a local 
authority as a food provider.
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Organisations without in-house 

catering facilities

Essential components

a)  Where feasible, all organisations must 
provide a clean and tidy eating area (with 
suitable tables and chairs) separate from the 
work area. There should be a sink or means 
for washing eating utensils, refrigerator for 
keeping food fresh, hot water or hot and cold 
drinks dispenser and a small 
oven/microwave for heating food.

b)   All organisations must provide access to 
adequate drinking water.

c)   Fulfi l their legal obligations to risk assess 
mothers returning to work and make 
adjustments accordingly which support the 
mother to continue breastfeeding.

Section A – Promotion of healthy eating

Please choose one:

  Promote the consumption and 
preparation of a healthy diet through 
appropriate activity. This could be a 
one-off event or an ongoing activity. 
Examples would be fruit schemes, cooking 
demonstrations, taster sessions, healthy 
breakfast week, workshops or seminars. 

  Promote consumption or preparation 
of a healthy diet through information 
campaigns on relevant topics. Examples 
include, 5-a-day, oral health and healthy 
eating, healthy snacks, healthy lunches, 
reducing fat intake etc. 

Information campaigns and appropriate 
activity can link with the options in Section B or 
with other health topics such as oral health and 
physical activity.

Weight management groups can partially fulfi l 
this criterion but must be supplemented with 
other activities or information that focus more 
generally on healthy eating. Organisations 
should seek clarifi cation from their Healthy 
Working Lives adviser.


