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[bookmark: GettingStarted]Getting Started

[bookmark: JoinTeamWW][bookmark: _Toc394470681]Join Team WorkWell
A great work environment starts with keeping employees healthy and happy. You can help make this happen by getting on the wellness bus of supporting and maintaining your employees’ health. In fact, Governor Jay Inslee’s Executive Order 13-06 requires agencies to take part. Fortunately, the Washington Wellness team can help. We support Wellness Coordinators like you to start, grow, and sustain workplace wellness programs. The first step you need to take is joining Team WorkWell.

[bookmark: FollowWWRoadmap]Follow the WorkWell Roadmap
To help you succeed, we created the WorkWell Roadmap. Our roadmap shows you how to build a wellness program. Using “best practices” from a variety of researched sources, the roadmap outlines the following eight key steps to help you plan your path:
Gain leadership support
Form a wellness team
Get data
Create a plan
Select and implement activities
Grow policy and structural support
Promote your program
Collect feedback and improve your program

Why, What, and How
The WorkWell Roadmap offers a great overview for achieving success. However, we know you need more details and examples to help make it happen. We don’t expect or want you to reinvent the wheel, which is why we created this WorkWell Handbook. The handbook breaks down the why, what, and how of the eight WorkWell standards by giving you useful examples, templates, and resources to build from. We give you quick and clear direction because we value your time. For example, we used embedded hyperlinks to connect you to the tools you want to know more about. We also provide a robust appendix to give you a one-stop shop for all your wellness needs.

Build Your Own 
[image: https://encrypted-tbn2.gstatic.com/images?q=tbn:ANd9GcTLtlimel6LaxQVPkgyiKmNa7cxH-fZKH4B5Uj84HLcwS-KvRFWgQ]This handbook does not give you a one-size-fits-all blueprint for a successful worksite wellness program. You will need to customize from these examples to fit your organization’s specific needs.  For example, look at the houses below. Even with the same materials list (like foundation, walls, and roof) they end up looking different. Even though all coordinators will use this same handbook with the same charts or list of materials, your programs will look different since you do the building. 
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That’s perfectly fine because we know how incredibly diverse your wellness programs are. We value your diversity and aim to help each of you achieve your specific wellness goals.
S[image: https://encrypted-tbn0.gstatic.com/images?q=tbn:ANd9GcQsCOWG_MwKoYVfdvH8tiFQdKFOaPgFr1Ab11M3tvu6h-o4h5TkNQ]tart Where You Are
Wellness programs come in many shapes and sizes. Some may have an entire house built, while others are just starting to take shape. That’s fine, start where you are and use these standards in whatever order works best for your organization! 

Why Do Wellness at the Worksite?
We spend a lot of time at work, so it’s no surprise our work environment has a great influence on our behaviors. We may know what healthy choices are (such as eat better, sleep more, or get more exercise), but we can all use a little help to make them more often. When employers buy-in and help make healthy choices easy and accessible, employees are more likely to make the healthy choice. When this happens, everyone benefits. Employers see improved productivity and a reduction in health care costs, while employees feel healthier and more energized. 

The Washington Wellness team wants to help make the healthy choice the easy choice. We can accomplish this goal together by helping you grow and sustain effective worksite programs. Your programs can create a culture of wellness, encouraging healthy lifestyles.

Use a Long-Lasting Approach
The eight standards outlined in the WorkWell Roadmap use a policy, system, and environmental (PSE) approach. A PSE approach creates the framework for program activities, helping wellness teams build a long-lasting program. To form a sustained program, you first need to build a plan. A thoughtful plan can engage leadership up front by clearly outlining your goals and objectives. When leadership buys-in from the start, your program receives the support it needs to succeed. 

Standard 6 is Everywhere!
We want to point out the importance of Standard 6. This standard focuses on activities to grow policy and structural support. This critical piece plays a role for building all eight standards and your team will need to use it throughout. We encourage you to use the activities from Standard 6 to help boost your efforts while working on the other standards.

The PSE Approach
Let’s chat more about the PSE Approach. With written policies, system changes, and environmental structures, PSE creates credibility for an issue and helps make it part of an organization’s culture. 

Policies involve the official rules developed and enforced by management. Policy changes come in multiple forms (usually written) such as contracts, codes of conduct, guidelines, employee handbooks, or performance evaluations. When considering a policy, it’s important to:
· craft a policy specific to your workforce culture,
· educate your employees about the policy, and 
· ensure management buys-in. 

See two worksite wellness policy samples in Appendix F: Standard 6. 

System changes (sometimes referred to as “operational changes”) involve changes to business procedures and practices. System-level efforts play an instrumental role for developing consistency and sustainability in worksite practices. Let’s look at these examples of systems changes:
· To support a new smoke-free campus policy, implement a training protocol so management understands their role in enforcing it. 
For an employer investing in onsite physical activities such as exercise equipment or a dedicated space for group fitness classes, create exercise waivers employees sign so they can participate.

Environmental changes involve adjustments within the physical setup of a worksite. Let’s review the following examples:
· To promote more movement and physical activity, keep stairways well lit, clean, and safe. You can also add signage and music to encourage the health benefits of using stairs. You can also transform unutilized space with an exercise mat and ball along with a scheduling tool to coordinate and encourage use. 
· To support an effective lactation program for nursing mothers, design a private room with a locking door, sink, electrical outlet, and a do-not-disturb sign. 

We’ve got a lot more resources to help you use the PSE approach. Remember, when you adopt or modify your organization’s wellness plan, use the resources from Standard 6.

Kudos to You!
We’re so glad you’ve taken on the rewarding task of worksite wellness. Please contact us if you need more help.

         Washington Wellness:	wawellness@hca.wa.gov or 360.725.1700
		
Pam Walker:	Outreach and Support for Higher Education Institutions 
				pam.walker@hca.wa.gov or 360.725.2103

		Sonja Dordal:	Outreach and Support for State Agencies 
				sonja.dordal@hca.wa.gov or 360.725.1471


[bookmark: _Toc394470686]Standard 1: Gain Leadership Support

[bookmark: _Toc394470687]Why? 
Gaining leadership support is critical for your program’s success. Once leadership buys-in and helps champion the cause, everything becomes easier.   

What?
Leadership support can be a simple wellness email from the director or something complex like incorporating new policies. Although support comes in many shapes and sizes, leadership buy-in enables change to occur from the top-down.

How?
Use the table below to get started. Complete the required criteria and use the Appendix for more resources. 

	REQUIRED CRITERIA
	RESOURCES

	1.1.  Senior leadership is committed to supporting employee health
	A. [bookmark: Standard1_1_a]Assessing organizational readiness for wellness
B. Why wellness makes sense in the workplace
C. Strategies for enhancing management support for wellness
D. Team WorkWell support letter guidelines
E. Sample letter of support to join Team WorkWell
F. Sample communication from a senior leader supporting wellness in the workplace
G. Sample list of how leaders participate in wellness programs


	1.2.  Senior leadership supports Wellness Team work
	A. Sample Wellness Coordinator position description 


	



	OPTIONAL CRITERIA
	RESOURCES

	1.3.  Senior leadership supports Wellness Plan

	


	





[bookmark: _Toc394470688]Standard 2: Form a Wellness Team

Why?
A wellness team makes everything easier. A team can reach more people, accomplish more tasks, and reach sustained success by sharing the load. When your team grows together, you’re better prepared to handle any employment transitions or role changes.

What?
Successful teams rely on diversity. A diverse team offers different skills and expertise. With more tools in the toolkit, you have more ways to get the job done.

You may even need a couple teams, depending on the size of your organization. For example, you could form an advisory group, a planning committee, or join forces with your Safety Committee. We like to say, “Wellness is the new Safety,” because many of the issues are complimentary.

How?
Use the table below to get started. Complete the required criteria and use the Appendix for more resources. 

	REQUIRED CRITERIA
	RESOURCES

	2.1. Create/maintain a cohesive Wellness Team
	A. Setting up your Wellness Team
B. Sample Wellness Team chart/description
C. Sample operating procedures
D. List of recognition ideas


	2.2. Create/maintain a support network
	A. Key components of administrative infrastructure
B. List of potential partners
C. List of example community events to promote


	








[bookmark: _Toc394470689]Standard 3: Get Data

Why?
Knowing where you’re at makes it easier to figure out where you want to go. You need to collect data before you launch your wellness initiative to create realistic goals. This critical step helps your Wellness Team: 
· Plan and develop relevant activities. 
· Identify the policy, system, and environmental efforts to complement these activities. 
· Understand your employee’s health and wellness risks, needs, and interests.

What?
Collect useful data for your program such as: 
· Demographics: Ask Human Resources or Payroll 
· Clinical: Use Employee Health Assessments for aggregate information
· Interest data about your population: Use a survey to gauge interest
· Organization data: Conduct an environmental scan   

How?
Use the table below to get started. Complete the required criteria and use the Appendix for more resources. 

	REQUIRED CRITERIA
	RESOURCES

	3.1. Collect demographic data about your employee population
	A. List of potential data items and sources



	3.2. Collect clinical data about your employee population
	A. Major functions of health assessments
B. What we know and don’t know about health assessments
C. How to utilize health assessment data

	3.3. Collect interest data about your employee population
	A. Sample worksite wellness interest survey

	3.4. Collect data about your organization
	A. Sample environmental assessment
B. What to look for during a “wellness walk-through”

	3.5. Use data to plan
	No resource provided, as your internal data must 
drive specific data planning


	



	OPTIONAL CRITERIA
	RESOURCES

	3.6. Demonstrate improvement

	A. Sample improvement data


	




[bookmark: _Toc394470690]Standard 4: Create a Plan

Why?
A good plan gets everyone working toward a shared vision so you can:
· Identify your main goals and objectives.
· Plan the tasks you need to accomplish those goals and objectives.
· Identify what you need to complete those tasks.
· Identify roles and responsibilities up front. 
· Empower team members to complete their tasks on schedule.
· Communicate your goals, progress, or status clearly to leadership. 
· Make sure your team can continue moving forward during employee turnover.

What?
A Wellness Plan mirrors a good project management plan. You’ll need similar elements such as a vision, mission, goals, measurable objectives, roles and responsibilities, timeline, budget, communication strategies, and evaluation procedures. This might sound intimidating, but the extra work you do up front will help you work faster and smarter down the line.

How?
Use the table below to get started. Complete the required criteria and use the Appendix for more resources. 

	REQUIRED CRITERIA
	RESOURCES

	4.1. Create/update a Wellness Plan
	A. Suggested approach for creating a Wellness Plan
B. Sample Wellness Plan

	4.2. Select activities
	A. List of potential activities

	4.3. Create a yearly calendar
	A. Sample calendar (this one ties wellness programming to relevant national health observances)
B. Sample calendar table

	4.4. Develop a budget
	A. Sample budgets


	4.5. Develop a communication strategy
	A. Sample communication strategy
B. Draft Wellness Program launch letter

	4.7. Provide incentives
	A. Factors that determine the effectiveness of wellness incentives

	



	OPTIONAL CRITERIA
	RESOURCES

	4.6. Develop a brand for your wellness program 

	A. Sample logos of organization wellness programs


	




[bookmark: _Toc394470691]Standard 5: Select and Implement Activities

Why?
The most visible and engaging part of your program are the activities you choose to promote and offer. Take the time to plan engaging activities for your employees. Think about their interests, their goals, or their needs to figure out what to incorporate. 

What?
Use the data you obtained from Standard 3 to help you choose meaningful activities. You want to meet your employees needs and interests, but you can also mix it up and add some needed variety. For example, you can focus on the following activities to start:
· Raising awareness: Use newsletters, bulletin boards, or website.
· Motivation: Learning a new skill or get personalized health information from speakers, a video, or a lunch and learn session. 
· Changing behavior: Offer a physical activity challenge, ongoing class, or flu shot clinic.

Focus on your employee’s specific needs to increase participation rates.

How?
Use the table below to get started. Complete the required criteria and use the Appendix for more resources. 

	REQUIRED CRITERIA
	RESOURCES

	5.1. Choose activities and interventions
	A. Five tips for maximizing participation in worksite wellness programs

	5.2. Promote health assessment
	A. Sample health assessment promotions

	5.3. Support and communicate annual PEB initiatives
	A. Sample SmartHealth activities

	5.4. Choose awareness-type activities
	A. List of potential awareness-type activities

	5.5. Choose motivation-type activities
	A. List of potential motivation-type activities 

	5.6. Choose behavior change-type activities

	A. List of potential behavior change-type activities 
B. Sample participation waiver

	





[bookmark: _Toc394470692]Standard 6: Grow Policy and Structural Support

Why?
As your employees’ needs change, your team can find ways to meet them by creating new policies. With a structural support in place from leadership, employees will support your efforts because you’re addressing their specific needs. This level of attention motivates and engages your staff, creating more champions for your efforts. 

What?
Let’s use an example to explain the importance of Standard 6. Your Wellness Team refines the Wellness Plan each year (Standard 4), selecting activities to implement (Standard 5). During this process, your team identifies a new opportunity to increase wellness. To make it happen, you need a new agency policy.. For example, say you want to boost participation in a lunchtime physical activity. Attendance may be low because there is no agency policy allowing an employee to combine breaks and lunches. With the proper support, your team helps create a new agency policy to meet this need. .
How?
Use the table below to get started. Complete the required criteria and utilize the resources available in the Appendix. It is followed by a list of additional resources that may assist your Wellness Team in implementing Standard 6.

	REQUIRED CRITERIA
	RESOURCES

	6.1. Gain policy support for wellness programs
	A. Sample wellness policies 
B. Sample wellness activities/events and vendor procurement guidelines


	6.2. Gain policy support for healthy behavior choices
	A. Sample wellness policies 


	



	OPTIONAL CRITERIA
	RESOURCES

	6.3  Get environmental supports for wellness
	A. List of potential environmental supports 

	6.4 Inform employees of environmental supports
	A. List of potential communication channels

	6.5 Get social supports
	A. Social networking effects on wellness
B. List of potential social supports


	





[bookmark: _Toc394470693]Standard 7: Promote Your Program

Why?
If your employees don’t know or hear about your planned activities, how can they participate? To engage your staff, make sure you use multiple methods to promote your efforts. 

What?
You’ll need to focus on promoting your program throughout your wellness efforts. You need it up front to gain leadership support, you’ll need a large enough pool to collect meaningful data, and you’ll need enough participants to make events successful. 

How?
Use the table below to get started. Complete the required criteria and utilize the resources available in the Appendix. 

	REQUIRED CRITERIA
	RESOURCES

	7.1. Promote Benefits
	A. Tips for creating and disseminating effective promotional tools
B. Multiple promotional samples that have been used by other organizations


	



	OPTIONAL CRITERIA
	RESOURCES

	7.2. Offer health consumer information 
	A. Sample logos of organization wellness programs


	7.3 Use promotional tools
	A. Tips for creating and disseminating effective promotional tools
B. List of potential promotional tools


	






[bookmark: _Toc394470694]Standard 8: Collect Feedback and Improve Your Program 

Why?
If you don’t hear back from your employees, how will you know how or what to improve? You need good feedback to find out what to keep, what to remove, or what to add. Make sure you build in time to complete this critical work to meet your employees’ changing needs. 

What?
If you want a high response rate, make it easy for employees to provide feedback. Build in time on Wellness Plan (Standard 4) to figure out ways for them to have a voice. You need their input to help plan your next set of activities.

How?
Use the table below to get started. Complete the required criteria and utilize the resources available in the Appendix. 

	REQUIRED CRITERIA
	RESOURCES

	8.1. Document outcomes
	A. Sample of annual program evaluation survey
B. 10 common evaluation questions for worksite wellness programs
C. Potential evaluation questions
D. Participation measurement suggestions


	8.2. Modify plan based on feedback

	A. Criteria for sustainability of program infrastructure

	



	OPTIONAL CRITERIA
	RESOURCES

	8.3. Create evaluation report 
	A. Sample evaluation report


	8.4. Communicate results

	A. Sample Annual report
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