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WorkWell Roadmap – Progress Report

WorkWell Roadmap


WorkWell Progress Reports
This WorkWell Progress Report documents an organization’s progress toward meeting the eight Team WorkWell Standards, which are based on current research and best practice models and are foundations for workplace wellness programs that impact employee health and productivity positively. The standards are:
1.
Gain Leadership Support

2.
Form a Wellness Team

3.
Get Data

4. 
Create a Plan

5.
Select and Implement Activities 

6.
Grow Policy and Structural Support 

7.
Promote Your Program

8.
Collect Feedback

Progress Reports are due July 31 and January 31 each year and report on actions in the previous six months. Organizations must report each action within each standard as Met, In Progress, or Unmet.
	Name of person submitting report:                           

	Wellness Coordinator name (if different):      

	Agency/Institution:      

	Address:      

	Phone:      

	Email:      

	Date submitted:      

	Progress Report for (choose one): 
 January-June 2014 (due July 31)   





 July-December 2014 (due January 31)


Submit your progress report to 

Washington Wellness at wawellness@hca.wa.gov
Standard 1: Gain Leadership Support 

	CRITERIA
	ACTIONS
	Met
	In Progress
	Unmet

	1.1 Senior leadership is committed to supporting employee health.


	R
	Senior leader signed a letter of commitment to being a member of Team WorkWell and working toward following the WorkWell Roadmap.
	
	
	

	1. 
	R
	Senior leader promoted and participated in at least one wellness activity. 

	
	
	

	1.2 Senior leadership supports Wellness Team work.
	R
	Senior leader assigned a Wellness Coordinator to represent your organization on Team WorkWell and to lead the work on WorkWell Roadmap. 
	
	
	

	1.3 
	R
	Senior leader approved and monitored the current Wellness Plan created by the Wellness Team two times per year, including an internal reporting system to monitor program effectiveness.
	
	
	

	
	O
	( Senior Leader encouraged inclusion of senior level, middle management, and front-line staff as Wellness Team members. 
	
	
	

	1.4 Senior leadership supports Wellness Plan.
	O
	( Senior Leadership approved written annual plan and evaluation targets for a summary of health and productivity of the employee population. (This is ideal when solid employee data is available.)
	
	
	


	Additional comments, questions, or feedback on Standard 1:
	     


STANDARD 2: Form a Wellness Team
	CRITERIA
	ACTIONS
	Met
	In Progress
	Unmet

	2.1 Create/maintain a cohesive Wellness Team.
	R
	Wellness Team formed with employee representatives from a range of sections/departments in the organization and an organizational chart or description has been created or written which defines employee representation and Team roles.
	
	
	

	1. 
	R
	Wellness Team has documented operating procedures (may include meeting frequency, number of members, length of each member’s term/appointment, member roles and responsibilities, and historical information (like meeting minutes, previous member composition, how long the Team has been in place)).
	
	
	

	2. 
	O
	( Employees invited to share ideas, feedback, and concerns directly with the Team or coordinator through (such as):


Suggestion box


Email


Intranet/Wellness webpage


In-person


Other 
	
	
	

	
	O
	( Wellness Team members formally recognized for their work on the wellness program by (such as):


Luncheon


Award certificates


Performance review


Staff meeting


Additional compensation
	
	
	

	2.2 Create/maintain a support network. 
	R
	Where in your organization have employees actively supported wellness activities (sections or departments):      
	
	
	

	3 
	R
	Which external partners, vendors, and/or community resources you worked with (e.g., non-profits, blood bank, local businesses/vendors, government agencies, etc.):      
	
	
	

	4 
	R
	Wellness Coordinator’s contact information (or the Wellness Team’s web site) listed on the Washington Wellness web site.
	
	
	

	
	R
	Example of a community activity, event, or service that your wellness program promoted to employees (include how it was promoted):      
	
	
	

	
	O
	Describe how a relationship with an internal advocate helped your wellness program:      
	
	
	


	Additional comments, questions, or feedback on Standard 2:
	     


STANDARD 3: Get Data
	CRITERIA
	ACTIONS
	Met
	In Progress
	Unmet

	3.1 Collect demographic data about your employee population.
	R
	Ppulation data has been collected and reviewed (such as):


Number of employees


Age breakdown (18-24; 25-44; 45-64; 65+, Unknown)


Gender


Ethnicity


Education level


Job Category


Geographic location


Absence management (sick leave usage)


Productivity


Worker’s Compensation claims

( Attach data results
	
	
	

	3.2 Collect clinical data about your employee population.
	R
	Data collected and reviewed for at least 30% of employee population via annual Health Assessment. Indicate your % completion rate and the date:      
	
	
	

	3.3 
	O
	( Data collected and reviewed on population’s biometrics (such as height, weight, cholesterol, blood pressure, blood sugar). 
	
	
	

	3.4 Collect interest data about your employee population.
	R
	Data collected and reviewed on population’s self-reported health behaviors and wellness interests.
	
	
	

	
	O
	Data collected and reviewed on population’s feedback on a promotional campaign.
	
	
	

	3.5 Collect data about your organization.
	R
	An assessment of current resources available at your organization that help facilitate the following four wellness areas has been completed and reviewed:


Physical Activity (such as onsite exercise rooms) 


Healthy Eating (such as vending machine options)


Living Tobacco-Free (such as tobacco-free campus)


Effectively Utilizing Preventive Care (such as screenings on work time, flu shot clinics)
	
	
	

	3.6 Use data to plan.
	R
	Of the data collected, used at least two results to develop program goals and activities.
	
	
	

	3.7 Demonstrate improvement.
	O
	( Demonstrated improvement in your population for at least one of the following outcomes, namely an increase in the percent of employees who (such as):

  Meet physically active guidelines 

  Meet fruit and vegetable intake guidelines or meet fat intake guidelines 

  Stop using tobacco or participate in Quit For Life tobacco cessation program 

  Get an onsite flu vaccination


	
	
	


	Additional comments, questions, or feedback  on Standard 3:
	     


STANDARD 4: Create a Plan
	CRITERIA
	ACTIONS
	Met
	In Progress
	Unmet

	4.1 Create/update a Wellness Plan.
	R
	Wellness Plan created with short and long term goals that guide the next one to three years of the wellness program and describe concrete outcomes. Plan goals set based on a review of the following:


Organizational vision/Mission statement


Health Assessment data (if available)


Employee demographic and interest data


Organizational resources


Team WorkWell criteria

Wellness Plan included a process for reporting outcomes and results and identified evaluation methods (as shown below) for each activity and the program as a whole (such as):

   Process Measures (participation, completion, satisfaction)

   Impact Measures (awareness, attitudes, knowledge, skills, behaviors, environment, resource utilization)

   Outcomes Measures (biometrics, health risks, absence management, workplace culture)


	
	
	

	4.2 Select  activities. 
	R
	Variety of activities selected to meet program goals. An objective for each activity has been written that is SMART (Specific, Measurable, Action-oriented, Realistic, Time-bound).

Example: “Forty percent of employees will complete the Health Assessment between January 1 and August 31.”)
	
	
	

	5 
	R
	Each activity assigned a Team member lead responsible for its successful completion.
	
	
	

	4.3 Create a yearly calendar.
	R
	Calendar of events created that includes all planned activities for employees, as well as committee meetings, trainings, monthly/quarterly themes, efforts to influence the environmental supports for wellness (such as bike racks, lockers, adequate kitchens – see more under standard 6), etc.


	
	
	

	4.4 Develop a budget. 
	R
	Budget developed with all planned revenue and expenses, including in-kind donations and internal resources.
	
	
	

	4.5 Develop a communications strategy.
	R
	Year-long strategy for communicating with all employees about wellness program has been developed, including event-specific plans as applicable. Strategy provides health information, promotes activities, and uses the following communication vehicles on a regular basis (such as):


Email


Intranet/website


Personal encouragement


Staff meetings


Flyers, handouts


Newsletter


Displays


Dedicated bulletin boards or posters


New employee orientation


Health fair
	
	
	

	4.6 Develop a brand for your wellness program.
	O
	( Develop a brand platform for your wellness program to effectively promote your activities and help your audience recognize the program. Brand platform elements may include:

  
Name

  
Logo

  
Tagline

  
Graphics/Art Style
	
	
	

	4.7 Provide incentives.
	R
	At least one of the following incentives or rewards was used to motivate and encourage employees to participate in activities and try new behaviors: (such as):

   Giveaway item

   Monetary reward or gift card

   Performance rewards

   Recognition (verbal, written, award)

   Other (please indicate):      
	
	
	

	4.8 
	O
	Describe an incentive or reward that was used to effectively motivate and encourage employees to participate in a wellness activity:       
	
	
	


	Additional comments, questions, or feedback  on Standard 4:
	     


STANDARD 5: Select and Implement Activities 

	CRITERIA
	ACTIONS
	Met
	In Progress
	Unmet

	5.1 Choose activities and interventions.
	R
	Activities and interventions have been chosen that fall within the broad wellness topics below:

   Physical Activity

   Nutrition/Weight Management

   Smoking Cessation/Tobacco-Free Campus

   Disease Management 

   Medical Self-Care

   Stress Management

   Mental Health/Depression

   Work-Life Balance 

   Responsible Alcohol Use

   Financial Management


	
	
	

	1. 
	R
	Each chosen activity and intervention has the following information assigned to it: 

 
Intensity level (awareness, motivation, education, knowledge, behavior change, cultural enhancement)
 
Frequency (monthly, quarterly, annually, every 24 months)

 
Plans for increasing participation
	
	
	

	5.2 Promote Health Assessment.
	R
	Health Assessment for each health plan was promoted, considering these elements:

  Completion rate objective

  Target audiences defined

  Message(s) to use

  Communication vehicles

  Schedule/timeline

  Evaluation

  Report of % HA completion  


	
	
	

	5.3 Support and communicate annual PEB initiatives.
	R
	PEB activities were actively supported and communicated this year (such as):

 
Choosing Wisely 

 
Community Supported Agriculture

 
Healthy vending/cafeteria options 

 
Lactation room/station for nursing mothers 

 
NOT ME Diabetes Control Program 

 
NOT ME Diabetes Prevention Program

 
GlobalFit/Fitness Club discounts

 
Own Your Health 

 
Quit For Life Tobacco Cessation  

 
Weight Watchers at Work

 
Other 


	
	
	

	5.4 Choose awareness type activities.
	R
	At least one awareness type activity was offered to provide participants with general education and information on health topics. Examples include:

   Wellness newsletter

   Wellness website

   Wellness bulletin board or posters

   Wellness/health messages by email, handout, flyer
	
	
	

	5.5 Choose motivation type activities.
	R
	At least one motivation type activity was offered to provide participants with the opportunity to learn a new skill, try something new, or receive personalized health information. Examples include:

   Speaker

   Lunch & Learn educational lectures

   Video

   Health screening
   Book Club
	
	
	

	5.6 Choose behavior change type activities.
	R
	At least one behavior change type activity was offered to provide participants with the opportunity to practice new behaviors, create new habits, and work toward personal goals. Must take place over multiple sessions or weeks.

   Physical activity challenge

   Weight loss challenge

   Ongoing class

   Ongoing onsite support group

   Flu vaccination clinic
	
	
	


	Additional comments, questions, or feedback  on Standard 5:
	     


STANDARD 6: Grow Policy and Structural Support 

	CRITERIA
	ACTIONS
	Met
	In Progress
	Unmet

	6.1 Gain policy support for wellness program.
	R
	Wellness Policy adopted or in-place that includes (but is not limited to) the following elements:

   Permits Wellness Team members sufficient time to attend regular meetings and facilitate the program.

   Ensures health promotion activities are made available to a broad range of employee groups, including shift workers and workers at remote sites.

   Permits employees to participate in some wellness programs during work hours, such as health screenings (using work computers) and health education seminars.

   Complies with HIPAA, ADA, and other laws related to worker health.


	
	
	

	6.2 
	R 


	( Wellness Policy, or stand-alone policies, adopted or in-place to promote the following healthy behaviors (select at least one category from each section):

Physical Activity Promotion

  
Exercise encouraged during non-work time (such as breaks and lunch) but at times during or adjacent to the regular work day
  
Onsite exercise facility or equipment

  
Gym membership discount

  
Walking meetings

  
Other (please indicate):      
Healthy Food Options

  
Vending machines with healthy options

  
Cafeteria with healthy options

  
Kitchens with sinks, refrigerators, microwaves

  
Healthy catering options

  
Other (please indicate):      
Personal Care

  
Wellness/individual break room

  
Lactation room

  
Ergonomic work station evaluations

  
Chair massage onsite

  
Other (please indicate):      
Work-Life Balance

  
Flex-time

  
Job sharing

  
Telecommuting

  
Wellness day off

  
Other (please indicate):      
Employee Safety

  
100% tobacco-free workplace

  
Safe driving training

  
Workplace violence training

  
Workplace fire/earthquake safety training

  
Natural disasters training

  
Other 


	
	
	

	6.3 Gain policy support for healthy behavior choices.
	R
	Employees had access to at least one of these supports (such as):

   Onsite fitness room/facility and policies

   Onsite, organized group fitness classes

   Onsite shower

   Walking and jogging paths that were clearly marked

   Inviting stairwells and signage to encourage use

   Bike racks

   Sport courts

   Discounts at local health clubs


Other 
	
	
	

	6.4 Get environmental supports for wellness.
	O
	( Healthy behaviors were encouraged with the following environmental supports (such as):


Employees were permitted to participate in certain organization-sponsored wellness activities on work time


Employees had access to carpooling programs, ride-share, or similar services


Employees had access to an onsite wellness library


Scales were placed in private rooms (bathrooms)


Cafeteria, vending machines, snack boxes had healthy options


Healthy cafeteria, vending machine, snack box options were offered at or below cost (subsidized by price increase for less healthy items)


Employees had access to a lactation room 


Employees were offered disaster preparedness and CPR/First Aid training


Employees had access to a personal break room, rest or quiet room


Employees were allowed to telecommute


Employees were offered ergonomic work station evaluations


Employees had access to kitchen/food prep equipment to support healthy food choices


Other 
	
	
	

	6.5 Inform employees of environmental supports.
	O
	( Employees were informed of environmental supports through (such as):


Employee Toolkits and policies


New hire orientation meetings


Employee meetings


Newsletters or flyers


Other written materials


Word of mouth


Intranet


Email


Other 
	
	
	

	6.6 Get social supports.
	O
	( Employees had access to an ongoing social support system for health improvement (such as):


Organized walking, hiking, biking, or other ongoing group activity


Buddy system as part of a behavior change activity


Coordination of book club, weight management, or other healthy support group


Coordination of teams for community activities like family fun runs, softball team, local walking challenge, etc.


Other 
	
	
	


	Additional comments, questions, or feedback  on Standard 6:
	     


STANDARD 7: Promote Your Program 

	CRITERIA
	ACTIONS
	Met
	In Progress
	Unmet

	7.1 Promote benefits.
	R
	A campaign promoting health plan and other employee benefits was conducted in the following areas (such as):

  Cancer screenings (colorectal, breast, cervical) 

  Vaccine-preventable disease prevention (flu, pertussis, shingles)

  Selecting a Primary Care Provider or using benefits wisely

  Chronic disease management tools

  Tobacco cessation 

  Employee Assistance Program (EAP)

( Attach two promotional campaign samples
	
	
	

	7.2 Offer health consumer information. 
	O
	( Education was offered about how to effectively and efficiently use the health care system. Examples include:


Health fair


Selecting a Primary Care Provider


Health care decision support tools


Self-care materials
	
	
	

	7.3 Use promotional tools.
	O
	( Promotional tools were utilized to promote activities (such as):


Email


Intranet/Website


Personal encouragement


Staff meetings


Flyers, handouts, or payroll stuffers


Newsletter


Displays


Table tents


Bulletin boards or posters


New employee orientation


Health or Wellness fair


Other (please indicate):      
	
	
	


	Additional comments, questions, or feedback  on Standard 7:
	     


STANDARD 8: Collect Feedback 

	CRITERIA
	ACTIONS
	Met
	In Progress
	Unmet

	8.1 Document outcomes.
	R
	At least one goal from Wellness Plan evaluated using the following methods (such as): 

Process Measures (select at least two)

  Activities offered 

  Participation rates

  Participant satisfaction score

  Activity completion rate (when applicable)

Impact Measures (select at least two)

  Awareness of wellness program

  Attitudes and perceptions

  Knowledge and skills

  Behaviors

  Environment

  Resource utilization (EAP, fitness room, healthy options vending machine, etc.)

Outcomes Measures (select at least one)

  Biometrics

  Health risk factors or risk stratification

  Workplace culture

  Absence management
	
	
	

	8.2 Modify plan based on feedback.
	R
	Participant feedback and evaluation results were used to alter program design to improve outcomes in these ways (such as): 

  Changed elements of an existing program

  Reported evaluation results to management

  Offered a well-liked program for a second, third, or fourth time

  Discontinued a program that was not well received

  Added a new program in response to feedback

  Improved a marketing campaign to increase participation

  Made an environmental or policy change 
	
	
	

	8.3 Create evaluation report.
	O
	( An Evaluation Report was created or modified.


	
	
	

	8.4 Communicate results.
	O
	( Evaluation and progress towards Wellness Plan goals were communicated to employees, mid-level managers, and senior leaders (such as through an Annual Report).
	
	
	


	Additional comments, questions, or feedback  on Standard 8:
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Check actions as Met, In Progress, or Unmet. Actions are marked either R for required or O for optional. ( indicates best practice.
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