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Introduction

>
Welcome to the Healthy Working Lives Gold
Award portfolio.

Congratulations - by this stage your
organisation has been successful in achieving
both Bronze and Silver Awards.

Please make sure you discuss the contents

of this portfolio with your Healthy Working
Lives adviser before you begin working towards
the Gold Award.

It is important that:

<{ you are aware of the overall framework
of the Gold Award

<{ you are aware of the resources available
to supportyou in undertaking each of the
criteria - remember our advice is free
and 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.

If you currently hold a Scotland’s Health at Work
Gold Award, you will be able to transfer to the
Healthy Working Lives Gold Award simply by
undertaking additional components.

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 participation in the Gold Award

will constitute acceptance of this disclaimer without
modification or amendment.

Therole 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 supportin the
implementation of successful safety, health and
employment policies and practices.

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 being given, certain criteria set
by the Scottish Centre for the purposes of the
Healthy Working Lives Award Programme.

It does not constitute certification 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 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
awarranty, representation or undertaking

by the Scottish Centre as to the adequacy
oradequate 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 participantand/or any third partyasa
result of the participant acting upon such
recommendation or review.
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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 ouradvisers 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
ortraining 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
therightatany 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.



Begun prior
to submission Completed during strategy
Information required Year Year Year
v/ Required each year 1 2 3
<. Completed during the three-year strategy
<¢/ Begun priorto submission and completed during
three-year strategy
Four topics: Two of which are activities and two of which are 2XA 2XA 2XA
information campaigns
2x1C 2Xx1C 2Xx1C
Note: During the course of the three-year strategy, a
minimum of two new topics not previously covered, should
be introduced.
Additional to the above
In-house catering - healthy eating information (S 1b) v4 v v
Without in-house catering - information campaign or ) ) )
activity (S 1b) < < <
Mental health information campaign (S2) v v v
Health and the environment activity (S2) v v v v
Physical activity event, where appropriate (S 1c) v v v
OHS training (B 1c) v v v
OHS action plan/priorities (B 2b) v v v
Review statements of intent - healthy eating, physical <% <% <%
activity (S1c) : : :
Lifestyle checks (G) v Na Na Na
Promote community health and well-being (G) v < < <
or
employability (G) v Na Na Na
Mental health training for managers (G) v % % %
Raise awareness activities for mental health (S2) < i <
Health needs assessment (B 2a) < % <
Policy reviews - smoking (B 3b), alcohol and drugs (S 1a) < < <
Statement of intent - Health and environment (G) < < <
Benchmarking (G) < < Na
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The Healthy Working Lives Gold Award
To achieve the Gold Award, organisations
must demonstrate that a clear commitment
to promoting Healthy Working Lives is

an integral part of the business and it’s
development.This is demonstrated by a
written strategy that addresses all aspects of
the Healthy Working Lives Award, including
all the components of Bronze and Silver. It is
supported by a one year rolling action plan.

The format of the strategy should be appropriate
to the organisation; however, it must cover

at least threeyears. If an organisation can
demonstrate that there isa commitment to
Healthy Working Lives integrated in existing
plans or strategies, then this may be considered
suitable. Examples of existing documents
include an occupational health strategy

or health, safety and well-being strategy.
Organisations should seek clarification from
their Healthy Working Lives adviser.

The strategy should incorporate:

+{- the Bronze and Silver core and additional
criteria previously addressed

<{ the Silver additional criteria that may not

have been selected. For convenience ALL the

Silver additional criteria are detailed on the

following pages, they are;

> lifestyle checks

>promote community health and
well-being and employability over an
alternate three-year period

>mentally healthy workplaces

>health and the environment

Please only select the ones you have not yet
undertaken to include in your Gold portfolio.

<{- in maintaining Bronze, promote four topics
peryear, two of which must be new topics
and can be introduced over the three year
strategy plan

<{- development of a written statement of
intent that reflects the organisation’s
long-term commitment to protecting the
environment

<{ benchmarking of your Healthy Working Lives
performance against other organisations or
departments and sharing good practice.
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An action plan must be developed for each
year of the strategy to ensure that all aspects
of Healthy Working Lives are subject to an
ongoing process of review and monitoring,
enabling adjustments and improvements
where necessary.

The action plan should also encompass all
aspects of Healthy Working Lives,and outline
the activity to be carried out during each year
of the strategy.

Each year should include:

<{ four topics must be promoted, two of which
must be activities and two of which can be
information campaigns

+{- information on mental health and stress

+{- review of statements of intent
>healthy eating
>physical activity

<{ occupational health and safety training

+{- occupational health and safety priorities,
including:
>monitoring,audit and review of staff
attendance
>monitoring,audit and review of incidents,
accidents, 'near misses’

+{- environmental priorities.

Other activities that must be addressed
within the three years are:

< lifestyle checks

<{ promote community health and well-being
and employability over an alternate three
year period

< mental health training for managers

<{ activities to raise awareness of
mental health

<{ assessment of safety and health needs
of your organisation

<{ review of policies
>smoking
>alcoholand drugs

<{- development of statement of intent on
health and the environment

+{- benchmarking your Healthy Working Lives
performance and sharing good practice.

The action plan should also identify the
persons responsible and the timescales.

The organisation can either develop a single
action plan, or refer to existing action plans,
e.g.occupational health and safety, training,
environmental.



>

Portfolio evidence
<{- copy of strategy or strategies

<{- copy of current action plan or related
action plans

<{ a statement of commitment to delivering
the strategy, signed by the head of the
organisation

<{ evidence of a current Healthy Working
Lives Mental Health and Well-being
Commendation Award, if applicable.

Assessment interview/site visit
The assessor may ask the working group
representatives about:

<{ staff involvement in the development and
implementation of the strategy and action
plan orrelated action plans

<{ the process of reporting to management
on the action plan.
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Lifestyle checks

>

Provide all staff with the opportunity

to have a lifestyle check that includes a
review of lifestyle behaviour, and personal
health care.

Lifestyle checks give staff the opportunity

to have one-to-one discussions about their
lifestyle, and to identify changes they could
implement to improve their health.The
emphasis is on the review of lifestyle behaviour
and the giving of personal health advice.

Pre-employment and mandatory occupational
health screening is not applicable. However,
some company medicals, if they include

a lifestyle review, will be acceptable. It is
acceptable for different types of health checks
to be provide for different types of staff,
e.g.afull private medical style assessment for
managers and less comprehensive check

for other staff. However, all staff must be
offered a check that at least meets the
minimum standard.

The essential components of the lifestyle
check are:

<{ discussion on lifestyle issues (e.g. smoking,
alcohol, stress, diet, physical activity, sexual
health, dental health). Where appropriate,
advice should be given. Relevant health
information should be available for
participants to take away

<{- calculation of body mass index (BMI)
OR measurement of waist-to-hip ratio.

Organisations may choose to include blood
pressure checks; however, clear guidelines must
be provided in relation to the advice given for
abnormal readings.

The lifestyle check should be carried out

by a suitably trained and qualified person.
They need not be medically qualified but, at
aminimum, should havea HNCor HND in
fitness and exercise, or hold a personal training
qualification.They must also have relevant
experience, including experience of discussing
lifestyle concerns.

Lifestyle checks should be available to all
employees,and participation should be
voluntary. Where there are large staff numbers,
itisacceptable for lifestyle checks to be offered
to staff on a phased basis, over a maximum of
three years.



>

The results should be treated confidentially,
although it is recommended that the
management receive a global report on the
overall results of the checks. This report may
provide useful information in relation to

the health needs of the staff which could be
addressed through information and activities.

Prior to Gold submission

+{- the programme of Lifestyle checks should
actually be underway, but not necessarily
completed

<{- the action plan should provide evidence of
the programme of Lifestyle checks, including
proposed dates

<{- the programme of Lifestyle checks can
be ongoing, or should be planned to be
completed within the period of the
three-year strategy

<{ where this criterion has been selected and
begun at Silver additional, the programme of
Lifestyle checks should have been progressed
and incorporated as a rolling programme
within the organisation’s Gold strategy.

Portfolio evidence
<{- an outline of the nature of the check

<{- how staff are informed of the checks

<{- details of the experience/qualification(s)
held by the assessor(s)

+{- dates of checks already carried out, or
proposed programme for checks

<{- numbers and categories of employees
covered or due to be covered.

Assessment interview/site visit
The assessor may ask the working group
representatives about:

<{ theaim of the check and a brief description
of how itis carried out

<{ what type of information and advice is
offered as part of the check

< the rate of uptake from staff

<{- procedures for dealing with ‘abnormal’
results, e.g. high blood pressure

<{ ifaglobal report was produced, how the
results are being used.
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