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HSE Healthy Workplace Checklist
Supporting Staff Personal Health and Wellbeing


This HSE Healthy Workplace Checklist is available to assist managers to identify what supports are in place for staff personal health and wellbeing and where improvements can be made. This checklist supports managers in reviewing the current status for each of the Action Categories included in the Taking Action to Support Staff Personal Health and Wellbeing Manager’s Guide. 

[image: ]The Action Categories are:
· Signposting staff to Personal Health and Wellbeing Resources
· Creating Supportive Workplaces for Staff Personal Health and Wellbeing, under the areas of:
· Physical Activity and Active Travel
· Healthier Vending and Food Choices
· Healthy Meetings
· Tobacco Free Workplaces
· Alcohol
· Mental Health and Wellbeing
· Sexual Health and Wellbeing


In completing this Checklist, the manager assigns an implementation score for each of the Action Categories. This process enables the development of an annual Healthy Workplace Quality Improvement Plan (QIP) to progress and measure implementation, chart progress and celebrate success.



How to use this Checklist

It is recommended that this Checklist is completed by the manager with their team; or by the Workplace Health and Wellbeing Committee, where in place.

In completing the Checklist, each Action Category should be considered and the estimated implementation score entered into the ‘Implementation Score’ column. The implementation score for each area can be assigned as follows: 0 = Not Implemented;  1 = Early Stages of Implementation;   
2 = Significant Progress Made;   3 = Fully Implemented.

Proceed to then identify the required action and record in the ‘Action Plan’ column.

When this process is complete, review all of the recorded actions and prioritise those for inclusion in the annual HSE Healthy Workplace Quality Improvement Plan. On an annual basis, review the Quality Improvement Plan and repeat the process of completing the Checklist. 

Share and acknowledge the success of the implementation.
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	Signposting Staff Personal Health and Wellbeing Resources (Reference 2.1 in Manager’s Guide)
0 = Not Implemented;  1 = Early Stages of Implementation;   2 = Significant Progress Made;   3 = Fully Implemented
  

    

	Action 
	Score
	Action Plan

	1
	National and local resources and initiatives have been identified.

	
	

	2
	The Staff Health and Wellbeing – Resources and Initiatives for Adopting Healthy Behaviours brochure has been shared with staff.

	
	

	3
	Staff are periodically reminded of Staff Health and Wellbeing resources and initiatives in a variety of ways e.g. signage and digital communications.

	
	

	4
	Staff are periodically signposted to the personal health and wellbeing resources available e.g. at team meetings, staff gatherings, information sessions and new employee inductions. 

	
	

	5
	HSE Health and Wellbeing and Healthy Ireland campaigns are supported and promoted to staff (e.g. QUIT months; Alcohol Awareness Week; World Mental Health Day; World Sexual Health Day; Men’s Health Awareness Week).
	
	

	6
	Staff are reminded and encouraged to avail of the free screening services available to them as members of the public.
	
	

	7
	Details of local committee(s) have been identified, along with opportunities to contribute to and support these committees (or committee).
	
	

	8
	The existence of a locally available Healthy Ireland Staff Health and Wellbeing Incentive Fund has been checked.
	
	

	
Total Score (Insert score total into the Annual Score Tracker on page 7)

	
	








	
Physical Activity and Active Travel (Reference 2.2.1 in Manager’s Guide)
0 = Not Implemented;  1 = Early Stages of Implementation;   2 = Significant Progress Made;   3 = Fully Implemented  



	Action
	Score 
	Action Plan

	1
	Uptake of the free HSE online exercise videos (Pilates, Yoga, Strength & Conditioning, Chair-based Yoga) is promoted and their use in the workplace for staff groups is facilitated.

	
	

	2
	Use of walking routes and outdoor spaces in or around the workplace are promoted and their use is encouraged.

	
	

	3
	Staff are encouraged to take part in the HSE annual Steps to Health Challenge.

	
	

	4
	A safe walking route in or around the workplace has been mapped and signposted (if feasible).

	
	

	5
	Staff are aware of the Cycle to Work Scheme.
 
	
	

	6
	Cycling facilities - such as bike racks/ shelters, storage, drying areas and showering facilities – are provided.

	
	

	7
	Available cycling facilities are promoted to staff.

	
	

	8
	The implementation of adjustable height desks is progressed where feasible when buying new, or replacing existing, desks for staff with sedentary roles.

	
	

	
Total Score (Insert score total into the Annual Score Tracker on page 7)

	
	










	Healthier Vending and Food Choices (Reference 2.2.2 in Manager’s Guide)
0 = Not Implemented;  1 = Early Stages of Implementation;   2 = Significant Progress Made;   3 = Fully Implemented      
                                         


	Action
	Score 
	Action Plan

	1
	The HSE Vending Policy (2019) is understood and supported.

	
	

	2
	The Vending Machine Audit Tool is used to check for compliance with the HSE Vending Policy (site managers).

	
	

	3
	Any concerns/queries regarding compliance with the HSE Vending Policy are reported to (or brought to the attention of) the person who has responsibility for the vending services contract. This may be a facilities or catering manager, or a general manager with this responsibility.

	
	

	4
	Participation in the ‘Happy Heart Healthy Eating Awards’ is encouraged by speaking to the catering or facilities manager to encourage participation in the ‘Happy Heart Healthy Eating Awards’. 

	
	

	
Total Score (Insert score total into the Annual Score Tracker on page 7)

	
	





	Healthier Meetings (Reference 2.2.3 in Manager’s Guide)
0 = Not Implemented;  1 = Early Stages of Implementation;   2 = Significant Progress Made;   3 = Fully Implemented  



	Action

	Score 
	Action Plan

	1
	The Department of Health’s ‘Healthy Meeting Guidelines’ are followed when hosting workplace meetings, events and initiatives.

	
	

	2
	Staff are reminded to follow the Department of Health’s Healthy Meeting Guidelines; and other departments are encouraged to use these guidelines also.

	
	

	Total Score (Insert score total into the Annual Score Tracker on page 7)
	

	


	Tobacco Free Workplaces (Reference 2.2.4 in Manager’s Guide)
0 = Not Implemented;  1 = Early Stages of Implementation;   2 = Significant Progress Made;   3 = Fully Implemented  



	Action
	Score 
	Action Plan

	1
	Resources available on www.quit.ie, such as free nicotine replacement therapy and the 12-month long counselling support programme, have been highlighted to staff.

	
	

	2
	Implementation of the ‘Tobacco Free Campus (TFC)’ Policy is supported in the workplace.

	
	

	3
	All staff have completed the ‘Supporting Staff to Communicate the HSE Tobacco Free Campus Policy’ training on HSeLanD.

	
	

	4
	Reference is made to the ‘TFC Policy’ in staff recruitment and induction programmes, training and meetings.
	
	

	5
	The proactive role of staff as role models to service users in relation to their own cigarette/e-cigarette (vape) use is communicated.
	
	

	6
	Any breaches of the ‘TFC Policy’ by staff have been addressed with the staff member concerned. This includes offering a referral to stop smoking services and taking disciplinary action where appropriate.

	
	

	7
	Any breaches of the ‘TFC Policy’ by staff not under your management have been brought to the attention of security or appropriate site personnel.

	
	

	Total Score (Insert score total into the Annual Score Tracker on page 7)
	

	


	Alcohol (Reference 2.2.5 in Manager’s Guide) 
0 = Not Implemented;  1 = Early Stages of Implementation;   2 = Significant Progress Made;   3 = Fully Implemented  



	Action
	Score 
	Action Plan

	1
	Alcohol education and information resources available on www.askaboutalcohol.ie and the HSE Drug and Alcohol Helpline are promoted and disseminated in the workplace.

	
	

	2
	Use of the alcohol self-assessment tool and drinks calculator (available on www.askaboutalcohol.ie) have been promoted in the workplace.

	
	

	3
	Alcohol-related information leaflets from healthpromotion.ie are made available to staff.

	
	

	
Total Score (Insert score total into the Annual Score Tracker on page 7)
	

	


	Mental Health and Wellbeing (Reference 2.2.6 in Manager’s Guide)
0 = Not Implemented;  1 = Early Stages of Implementation;   2 = Significant Progress Made;   3 = Fully Implemented
  


	Action
	Score 
	Action Plan

	1
	Staff are encouraged and facilitated to participate in programmes such as ‘Minding Your Wellbeing’ and ‘HSE Stress Management’. 

	
	

	2
	Opportunities for social connection and taking part in creative arts initiatives (e.g. staff choirs, social clubs, drama/variety groups) are created/supported.

	
	

	3
	Provision of dedicated quiet/outdoor spaces (e.g. a quiet room, garden space, picnic benches) are available for staff.

	
	

	Total Score (Insert score total into the Annual Score Tracker on page 7)
	

	













	
Sexual Health and Wellbeing (Reference 2.2.7 in Manager’s Guide)
0 = Not Implemented;  1 = Early Stages of Implementation;   2 = Significant Progress Made;   3 = Fully Implemented  



	Action
	Score 
	Action Plan

	1
	Sexual health education and information resources available on www.sexualwellbeing.ie are promoted and disseminated in the workplace, such as the Free Home STI Testing Service and the Free Contraception Scheme.

	
	

	2
	National and local sexual health and wellbeing campaigns, events and initiatives are supported and embraced in the workplace e.g. World Sexual Health Day, Pride Month.

	
	

	3
	Sexual health information leaflets from healthpromotion.ie are made available to staff.

	
	

	
Total Score (Insert score total into the Annual Score Tracker on page 7)
	

	




	Annual Score Tracker

	
Action Category Scores


	Action Category

	Year 1
	Year 2
	Year 3
	Year 4
	Year 5

	
	Signposting to Staff Personal Health and Wellbeing Resources
(Maximum Score = 24)

	
	
	
	
	

	
	Physical Activity and Active Travel (Maximum Score = 24)

	
	
	
	
	

	
	Healthier Vending and Food Choices  (Maximum Score = 12)

	
	
	
	
	

	
	Healthier Meetings (Maximum Score = 6)

	
	
	
	
	

	
	Tobacco Free Workplaces (Maximum Score = 21)

	
	
	
	
	

	
	Alcohol (Maximum Score = 9)

	
	
	
	
	

	
	Mental Health and Wellbeing  (Maximum Score = 9)

	
	
	
	
	

	
	Sexual Health and Wellbeing (Maximum Score = 9)

	
	
	
	
	

	
Total Score (Maximum Score = 111) 

	
	
	
	
	


	Checklist Completed by (Name and Title):


	Department:

	Date:

	Review Date:
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