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HEALTHY WORKPLACE PROGRAM PROCEDURE
Introduction
The purpose of this procedure is to make it the step by step approach to implement and manage ${legalname} health and wellbeing program. ${legalname} will ensure that work practices, the work environment and workplace culture will value, enhance and protect the health and wellbeing of all employees. The procedure aims to encourage building a healthy workplace and to encourage staff to take responsibility for their own health and wellbeing. Well designed and managed workplaces can play a beneficial role in promoting worker health and wellbeing, minimising ill health and facilitating a faster recovery and return to work after injury or illness.
Scope
This procedure relates to all locations owned and operated by ${legalname}.
Rationale
The health of workers can benefit from workplace supported health and wellbeing initiatives.
Increased education and access to health information can improve health outcomes for individuals, particularly when the workplace environment, culture and practices provide a support base to make healthy choices. 
Well planned workplace initiatives that are tailored to the needs of the workplace; and aren’t necessarily expensive or resource intensive can:
· Improve morale and job satisfaction
· Engage a workforce that is committed to their organisation 
· Reduce absenteeism and increase productivity
· Reduce injury and accelerate return to work
· Enhance recruitment and retention 
Definitions
Health: health means physical and psychological health (SA Work Health and Safety Act 2012)
Healthy workplace: one where employees and managers collaborate to protect the safety, health, and wellbeing of all employees in the workplace through:
· Promoting health and safety in the physical work environment
· Promoting wellbeing in the psychosocial work environment
· Providing personal health resources
· Engagement in the community to improve the health of workers, their families and other members of the community
(WHO Healthy Workplace Framework and Model 2010)
Mental Wellbeing: Mental wellbeing is described by the World Health Organisation (WHO) as “the state in which the individual realises his or her own abilities, can cope with normal stresses of life, can work productively, and is able to make a contribution to his or her community.” 
Wellbeing: The state of being comfortable, healthy or happy (Oxford Dictionary) 
Roles & Responsibilities
Managers/Supervisors are responsible for:
· Providing a workplace that is safe and healthy 
· Monitoring the workplace to identify any potential health hazards
· Consult with workers on creating and maintaining a healthy workplace
Workers are responsible for: 
· Conforming to the requirements of this procedure
· report any hazards, injuries or ill health to your supervisor or employer
· cooperate with your employer when they require something to be done health at the workplace.
· You must take care of yourself and others and cooperate with your employer in matters of health and safety.

Procedure
This procedure is based on the Healthy Workers Healthy Futures Initiative – A workplace health and wellbeing toolkit; Step by step guide to developing a successful workplace program.

Step One – Get started 
At the commencement of a health and wellbeing program it is important to create solid foundations by gaining management commitment and engaging employees.
1) Propose a business case
2) Create a health and wellbeing policy 
3) Engage employees via a committee or volunteer champions 
(templates and resources available a www.sahealth.sa.gov.au/healhtyworkers)

Step Two – Needs assessment
A needs assessment is a process of determining needs and identifying gaps between current conditions and desired outcomes. It is essential to consider the needs and interests of your workplace before putting actions into place. 
1) Assess the needs of your biggest asset – your people by discussion at staff meeting, a survey, toolbox talk, gathering the committee.
2) Assess the workplace environment – by completing a healthy workplace audit to consider infrastructure, equipment and spaces. The environment includes the worksite, but local area and transport links. 
3) Assess the vision and culture – review how well your business aligns with health and wellbeing, review the policies that support the workplace by suing the healthy workplace audit.
(templates and resources available at www.sahealth.sa.gov.au/healhtyworkers)

Step Three – Action
It is useful, and more efficient to have a planned approach to your program. An action plan should be written which includes:
1) Identify key priorities 
2) Identify strategies for use. (suggestions in the ‘workplace health and wellbeing toolkit’
3) Set SMART criteria
4) Promote planned activities and events

Step Four – Monitor and Review
It is important to maintain good records to be able to make reporting to management easier and to keep everyone informed and up to date. To complete this step
1) Use the action plan template to identify indicators of success
2) Capture numbers and usage of programs/equipment
3) Get feedback from staff
4) Complete pre and post workplace audit tools
5) Recue policy or culture changes
(templates and resources available at www.sahealth.sa.gov.au/healhtyworkers)
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Further support 
· Healthy Workers Healthy Futures – SA Health www.sahealth.sa.gov.au/healthyworkers
· Healthy Workers – Australian Government http://www.healthyworkers.gov.au
· Heads Up Mental Health in the Workplace https://www.headsup.org.au/


Authority
Signature:
Authorised by: ${officer}	Title: ${role}
Date: ${date}
Healthy Workplace Program Procedure V1.0		This document forms part of the SMARTkit
Issue Date ${date}		Page 3 of 3
Review Date ${review}

