
 

  



 

 

Bronze  FM PM NM Small sized organisation 

1.The workplace has a policy or 
statement on alcohol and substance 
misuse, together with health 
information  for employees and 
workers. This information includes 
the overlap with mental health and 
emotional wellbeing. 

   • Staff are provided with health information on alcohol 
and substance misuse, and the workplace has a 
statement on consumption at work or affecting work. 

2.The policy or statement includes 
the use of alcohol at business 
functions or in the course of 
employment. 

   • Wording of policy or statement. 

3.The workplace supports staff 
seeking help to assess or treat 
alcohol or substance misuse. This 
includes sources of further 
information and support that are 
readily available. 

   • Staff are aware of the supportive nature of the policy or 
statement and are supported in seeking help. 

 

 

Gold FM PM NM Small sized Organisation 

5.All managers have access to 
information on how to identify the 
signs of alcohol or substance misuse, 
and actively promote the use of 
external help and treatment. 

   • Access to manager training and materials. 

• Referral pathways in place 

6.Staff have the opportunity to feed 
back and comment on policy or 
statement, and information. 

   • Recording of feedback. 

7.Staff have access to alcohol and 
drug awareness sessions 

   • Awareness materials, training, other opportunities. 
Particularly show how the workplaces ‘catches’ new 
staff to show the importance of this standard. 

Silver FM PM NM Small sized organisation 

4.New employees and workers are 
made aware of how to access 
relevant policies, information and 
support services at the point of 
induction. 

   • Induction checklist and materials. 



 

Bronze  FM PM NM Medium sized organisation 

1.The workplace has a policy or 
statement on alcohol and substance 
misuse, together with health 
information  for employees and 
workers. This information includes 
the overlap with mental health and 
emotional wellbeing. 

   • Staff are provided with health information on alcohol 
and substance misuse, and the workplace has a 
statement on consumption at work or affecting work. 

2.The policy or statement includes 
the use of alcohol at business 
functions or in the course of 
employment. 

   • Wording of policy or statement. 

3.The workplace supports staff 
seeking help to assess or treat 
alcohol or substance misuse. This 
includes sources of further 
information and support that are 
readily available. 

   • Staff are aware of the supportive nature of the policy or 
statement and are supported in seeking help. 

 

 

Gold FM PM NM Medium sized Organisation 

5.All managers have access to 
information on how to identify the 
signs of alcohol or substance misuse, 
and actively promote the use of 
external help and treatment. 

   • Access to manager training and materials.  

• Referral pathways in place 

6.Staff or their representatives have 
the opportunity to participate in drafts 
and reviews of policy, and to 
comment or feed back on policy and 
information. 

   • Recording of feedback, comment, participation in 
reviews. 

7.Staff have access to alcohol and 
drug awareness sessions 

   • Awareness materials, training, other opportunities.  

• Evidence that the workplaces ‘catches’ new staff to 
show the importance of this standard. 

Silver FM PM NM Medium sized organisation 

4.New employees and workers are 
made aware of how to access 
relevant policies, information and 
support services at the point of 
induction. 

   • Induction checklist and materials. 

     



 

Bronze  FM PM NM Large sized organisation 

1.The workplace has a policy or 
statement on alcohol and substance 
misuse, together with health 
information  for employees and 
workers. This information includes 
the overlap with mental health and 
emotional wellbeing. 

   • Staff are provided with health information on alcohol 
and substance misuse, and the workplace has a 
statement on consumption at work or affecting work. 

2.The policy or statement includes 
the use of alcohol at business 
functions or in the course of 
employment. 

   • Wording of policy or statement. 

3.The workplace supports staff 
seeking help to assess or treat 
alcohol or substance misuse. This 
includes sources of further 
information and support that are 
readily available. 

   • Staff are aware of the supportive nature of the policy or 
statement and are supported in seeking help. 

 

 

Gold FM PM NM Large sized Organisation 

5.All managers have access to 
information on how to identify the 
signs of alcohol or substance misuse, 
and actively promote the use of 
external help and treatment. 

   • Access to manager training and materials. 

• Referral pathways. 

6.Staff or their representatives have 
the opportunity to participate in drafts 
and reviews of policy, and to 
comment or feed back on policy and 
information. 

   • Recording of feedback, comment, participation in 
reviews. 

7.Staff have access to alcohol and 
drug awareness sessions 

   • Awareness materials, training, other opportunities.  

• Evidence that the workplaces ‘catches’ new staff to 
show the importance of this standard. 

Silver FM PM NM Large sized organisation 

4.New employees and workers are 
made aware of how to access 
relevant policies, information and 
support services at the point of 
induction. 

   • Induction checklist and materials. 



 

 

 

 

Bronze  FM PM NM Small sized organisation 

1.1   A clear attendance management 
policy is in place and procedures are 
known to staff. Return to work 
procedures are in place and followed 
and contact is maintained with 
absent employees to provide support 
and aid return to work.  
 

   • Attendance and absence management policies are 
available. Employees are aware of these policies.  

• The absence management policy makes it clear how 
important maintaining contact with absent 
employees is.  

• Absence management policy details return to work 
procedures.  

• Examples of return to work interventions are 
available.  

1.2 Return to work interviews are 
conducted and recorded with 
concerns /appropriate support 
recorded and provided.   Specific risk 
assessments for individuals are 
conducted and take into account a 
person’s health status and 
reasonable adjustments are made for 
employees in line with 
recommendations made in a 
Statement of Fitness for Work. 

   • The absence management policy explains that 
reasonable adjustments are a legal requirement. 

• Managers understand the term reasonable 
adjustments.  

• Evidence includes examples of individual risk 
assessments for people with disabilities or additional 
needs.  

• Evidence that reasonable adjustments have been 
implemented. 

• The absence management policy explains that 
reasonable adjustments must be made.  

• Through interview format, managers understand the 
term reasonable adjustments. 

Silver FM PM NM Small sized organisation 

1.3 Absence rates and causes are 
collected and monitored 

   • Absence rates and causes are collected.  
• The organisation knows its absence rate.  
• Completed absence forms are available.  
• The organisation understands the main causes of 

absence and interventions are undertaken where 
patterns indicate absence trends. 

1.4 Managers are aware of attendance 
management training 

   • Evidence that managers have an awareness of 
attendance management training. 

Gold FM PM NM Small sized Organisation 

1.5 The organisation is familiar with 
and understands the fit for work and 
sick notes.  
Absence trends are monitored, and 
specific programmes  address the 
issues identified to prevent further 
absence. Documents are designed to 
support sustainable rehabilitation and 
early return to work with adjustments 
made to accommodate this when 
necessary. The organisation has a 
proactive system in place to support 
staff on long term sick to return to 
work and will raise awareness of and 
support staff with long term 
conditions 

   • Evidence that causes of absence are monitored and 
campaigns are introduced to address these issues.  

• Sickness absence information showing that causes of 
absence is recorded and interventions have occurred 
to reduce these issues. 

• The approach to absence management includes the 
possibility of acquiring further support from other 
disciplines to aid the staff member in returning to 
work at the earliest opportunity. This may include 
the possibility of further workplace adjustments or 
the relocation of an individual to a different role. 

• The absence management document takes into 
account employees with long term health conditions. 

• Management promote the support available for long 
term illnesses.  

• The organisation recognises that the working age is 



 

 

increasing and has put a strategy in place to support 
the workforce. 



 

Bronze  FM PM NM Medium sized organisation 

1.1   A clear attendance management 
policy is in place and procedures are 
known to staff. Return to work 
procedures are in place and followed 
and contact is maintained with 
absent employees to provide support 
and aid return to work.  
 

   • Absence management policies are available. 
Employees are aware of these policies.  

• The absence management policy makes it clear how 
important maintaining contact with absent 
employees is.  

• Absence management policy details return to work 
procedures.  

• Examples of return to work interventions are 
available. 

1.2 Return to work interviews are 
conducted and recorded with 
concerns /appropriate support 
recorded and provided.   Specific risk 
assessments for individuals are 
conducted and take into account a 
person’s health status. Reasonable 
adjustments are made for employees 
in line with recommendations made 
in a Statement of Fitness for Work. 

   • The absence management policy explains that 
reasonable adjustments are available.  

• Through interview format, managers understand the 
term reasonable adjustments.  

• Examples of individual risk assessments for people 
with disabilities or additional needs.  

• Evidence that reasonable adjustments have been 
implemented. 

• The absence management policy explains that 
reasonable adjustments are available.  

• Through interview format, managers understand the 
term reasonable adjustments. 

 

 

Gold FM PM NM Medium sized Organisation 

1.5 The organisation is familiar with 
and understands the fit for work and 
sick notes.  
Absence trends are monitored, and 
specific programmes are designed and 
implemented to address the issues 
identified to prevent further absence. 
Documents are designed to support 
sustainable rehabilitation and early 
return to work with adjustments made 
to accommodate this when necessary. 
The organisation has a proactive 
system in place to support staff on 
long term sick to return to work and 
will raise awareness of and support 
staff with long term conditions 

   • Evidence that causes of absence are monitored and 
campaigns are introduced to reduce these issues. 

• Sickness absence information showing that causes of 
absence are recorded and that interventions have 
occurred to reduce these issues.  

• The approach to absence management includes the 
possibility of acquiring further support from other 
disciplines to aid the staff member in returning to 
work at the earliest opportunity. This may include 
the possibility of further workplace adjustments or 
the relocation of an individual to a different role. 

• The absence management document takes into 
account employees with long term health conditions. 

• Management promote the support available for long 
term illnesses. 

• The organisation recognises that the working age is 
increasing and has put a strategy in place to support 

Silver FM PM NM Medium sized organisation 

1.3 Absence rates and causes are 
collected and monitored 

   • Absence rates and causes are collected.  
• The organisation knows its absence rate. 
• Completed absence forms are available.  
• The organisation understands the main causes of 

absence and interventions are undertaken where 
patterns indicate trends of absence. 

1.4 Managers are aware of attendance 
management training 

   • Evidence that managers have an awareness of 
attendance management training. ACAS information 
relating to this. 



 

the workforce. 



 

Bronze  FM PM NM Large sized organisation 

1.1   A clear attendance management 
policy is in place and procedures are 
known to staff. Return to work 
procedures are in place and followed 
and contact is maintained with 
absent employees to provide support 
and aid return to work.  
 

   • Absence management policies are available. 
Employees are aware of these policies.  

• The absence management policy makes it clear how 
important maintaining contact with absent 
employees is.  

• Absence management policy details return to work 
procedures.  

• Examples of return to work interventions are 
available. 

1.2 Return to work interviews are 
conducted and recorded with 
concerns /appropriate support 
recorded and provided.   Specific risk 
assessments for individuals are 
conducted and take into account a 
person’s health status and 
reasonable adjustments are made for 
employees in line with 
recommendations made in a 
Statement of Fitness for Work. 

   • The absence management policy explains that 
reasonable adjustments are a legal requirement. 

• Through interview format, managers understand the 
term reasonable adjustments.  

• Examples of individual risk assessments for those 
people with disabilities or additional needs.  

• Evidence that reasonable adjustments have been 
implemented. 

• The absence management policy explains that 
reasonable adjustments are available.  

• Through interview format, managers understand the 
term reasonable adjustments. 

 

 

Gold FM PM NM Large sized Organisation 

1.5 The organisation is  familiar with 
and understand the fit for work and 
sick notes.  
Absence trends are monitored, and 
specific programmes are designed and 
implemented to address the issues 
identified to prevent further absence. 
Policies are designed to support 
sustainable rehabilitation and early 
return to work with adjustments made 
to accommodate this when necessary. 
The organisation has a proactive 
system in place to support staff on 
long term sick to return to work and 
will raise awareness of and support 
staff with long term condition 

   • Evidence that causes of absence are monitored and 
campaigns are introduced to reduce these issues. 

• Sickness absence information showing that causes of 
absence are recorded and that interventions have 
occurred to reduce these issues.  

• The approach to absence management includes the 
possibility of acquiring further support from other 
disciplines to aid the staff member in returning to 
work at the earliest opportunity. This may include 
the possibility of further workplace adjustments or 
the relocation of an individual to a different role. 

• The absence management policy takes into account 
employees with long term health conditions. 

• Management promote the support available for long 
term illnesses.  

• The organisation recognises that the working age is 
increasing and has put a strategy in place to support 

Silver FM PM NM Large sized organisation 

1.3 Absence rates and causes are 
collected and monitored 

   • Absence rates and causes are collected.  
• The organisation knows its absence rate.  
• Completed absence forms are available.  
• The organisation understands the main causes of 

absence and interventions are undertaken where 
patterns indicate trends of absence. 

1.4 Managers are aware of attendance 
management training 

   • Evidence that managers have an awareness of 
attendance management training. ACAS information 
relating to this. 



 

the workforce. 



 

 
 

 

 
 
 

 

 
 

 
 

 
 

 
 

 
 

Bronze  FM PM NM Small sized organisation 

3.1 Demonstrate an awareness of legal 
obligations in relation to health and 
safety. 

   • An up to date health and safety poster is in place.  

• There is a nominated person responsible for health and 
safety. 

3.2 Relevant health and safety policies 
and procedures are in place to 
demonstrate compliance with health 
and safety legislation. 

   • A health and safety policy is in place, signed by the most 
senior person in the organisation.  

• The policy is reviewed annually and/or when changes 
occur.  

• The policy has three sections: statement of intent, 
organisation of health and safety and arrangements. 

• Evidence of other health and safety related policies such 
as, lone working, wellbeing, volunteer policies, DSE 
policy, risk management etc.  

• There is clear emphasis on prevention of ill health across 
all health and safety policies. 

3.3 A risk assessment programme has 
been implemented and all staff are 
informed of the workplace risks that 
affect them and the controls  
in place. 

   • Safe systems are at work to support the risk assessment 
process. 

 

3.4 The workplace environment is 
conducive to health and employee 
welfare should be addressed – drinking 
water, washing facilities, clean toilets, 
eating facilities etc. 

   • The organisation complies with the workplace (health, 
safety and welfare) regulations. 

3.5 Health and safety training has been 
given to all staff 

   • Evidence to show that induction training has been 
conducted and features health and safety.  

 

 

Gold FM PM NM Small sized Organisation 

3.8 Nominated staff are given duties, and 
these are communicated to all staff 

   • Nominated employees given duties regarding health and 
safety and these are communicated to all staff.  

3.9 Staff representatives have been 
involved in the development and/ or 
evaluation of health and safety policies. 

   • Employees are involved in inspections, procedures and 
policies, evidence that staff are familiar with these.  

3.10 All managers have received health 
and safety management training. 

   • Appropriate health and safety training for managers has 
been received.  

Silver FM PM NM Small sized organisation 

3.6 Systems are in place for staff to 
raise and resolve health and safety 
issues. 

   • Accident/Incident books are available and are actioned 
and incidents are investigated.   

• Evidence of feedback regarding health and safety issues. 

• Staff know how to raise health and safety concerns. 

3.7 All health and safety policies and 
workplace activities are regularly 
monitored for new hazards and 
improvements are made 

   • Health and safety inspections are conducted.  

• Health and safety related policies are reviewed and 
dated.  

• Risk assessments with review date are in place. (Review 
date should not have expired).  

• Completed health and safety checklist and/or 
housekeeping checklist. 



 

• Health and safety certificates are available.  

• Course content of the training course is available. 
 

3.11 Regular health and safety meetings 
are held and recorded. 

   • Health and safety is an active part of the organisation’s 
team meetings. Team meeting notes with health and 
safety as a specific agenda item is available. 



 

Bronze  FM PM NM Medium sized organisation 

3.1 Demonstrate an awareness of legal 
obligations in relation to health and 
safety. 

   • An up to date health and safety poster is in place 

• A nominated person is responsible for health and safety. 

3.2 Relevant health and safety policies 
and procedures are in place to 
demonstrate compliance with health 
and safety legislation. 

   • A health and safety policy is in place, signed by the most 
senior person in the organisation.  

• The health and safety policy is reviewed annually and/or 
when changes occur.  

• The policy has three sections: statement of intent, 
organisation of health and safety and arrangements. 

• Other health and safety related policies are available 
such as, lone working, wellbeing, volunteer policies, DSE 
policy, risk management etc.  

• There is clear emphasis on prevention of ill health across 
all health and safety policies. 

3.3 A risk assessment programme has 
been implemented and all staff are 
informed of the workplace risks that 
affect them and the controls  
in place. 

   • Safe systems are at work to support the risk assessment 
process. 

 

3.4 The workplace environment is 
conducive to health and employee 
welfare should be addressed – drinking 
water, washing facilities, clean toilets, 
eating facilities etc. 

   • The organisation complies with the workplace (health, 
safety and welfare) regulations. 

3.5 Health and safety training has been 
given to all staff 

   • Evidence to show that induction training has been 
conducted and features health and safety.  

 

 

Gold FM PM NM Medium sized Organisation 

3.8 Nominated staff are given duties, and 
these are communicated to all staff 

   • Nominated employees given duties regarding health and 
safety and these are communicated to all staff.  

3.9 Staff representatives have been 
involved in the development and/ or 
evaluation of health and safety policies. 

   • Employees are involved in inspections, procedures and 
policies, evidence that staff are familiar with these.  

3.10 All managers have received health 
and safety management training. 

   • Appropriate health and safety training for managers has 
been received.  

• Health and safety certificates are available.  

• Course content of the training course is available. 
 

Silver FM PM NM Medium sized organisation 

3.6 Systems are in place for staff to 
raise and resolve health and safety 
issues. 

   • Accident/Incident books are available and are actioned 
and incidents are investigated.   

• Evidence of feedback regarding health and safety issues. 
Staff know how to raise health and safety concerns. 

3.7 All health and safety policies and 
workplace activities are regularly 
monitored for new hazards and 
improvements are made 

   • Health and safety inspections are conducted.  

• Health and safety related policies are reviewed and 
dated.  

• Risk assessments with review date in place. (Review date 
should not have expired).  

• Completed health and safety checklist and/or 
housekeeping checklist. 



 

3.11 Regular health and safety meetings 
are held and recorded. 

   • Health and safety is an active part of the organisation’s 
team meetings. Team meeting notes with health and 
safety as a specific agenda item is available. 



 

Bronze  FM PM NM Large sized organisation 

3.1 Demonstrate an awareness of legal 
obligations in relation to health and 
safety. 

   • An up to date health and safety poster is in place.  

• A nominated person responsible for health and safety. 

3.2 Relevant health and safety policies 
and procedures are in place to 
demonstrate compliance with health 
and safety legislation. 

   • A health and safety policy is in place, signed by the most 
senior person in the organisation.  

• The health and safety policy is reviewed annually and/or 
when changes occur. The policy has three sections: 
statement of intent, organisation of health and safety and 
arrangements.  

• Other health and safety related policies are available 
such as, lone working, wellbeing, volunteer policies, DSE 
policy, risk management etc.  

• There is clear emphasis on prevention of ill health across 
all health and safety policies. 

3.3 A risk assessment programme has 
been implemented and all staff are 
informed of the workplace risks that 
affect them and the controls  
in place. 

   • Safe systems are at work to support the risk assessment 
process. 

 

3.4 The workplace environment is 
conducive to health and employee 
welfare should be addressed – drinking 
water, washing facilities, clean toilets, 
eating facilities etc. 

   • The organisation complies with the workplace (health, 
safety and welfare) regulations. 

3.5 Health and safety training has been 
given to all staff 

   • Evidence to show that induction training has been 
conducted and features health and safety.  

 

 

Gold FM PM NM Large sized Organisation 

3.8 Nominated staff are given duties, and 
these are communicated to all staff 

   • Nominated employees given duties regarding health and 
safety and these are communicated to all staff.  

3.9 Staff representatives have been 
involved in the development and/ or 
evaluation of health and safety policies. 

   • Employees are involved in inspections, procedures and 
policies, evidence that staff are familiar with these.  

3.10 All managers have received health 
and safety management training. 

   • Appropriate health and safety training for managers has 
been received.  

• Health and safety certificates are available. 

• Course content of the training course is available. 
 

Silver FM PM NM Large sized organisation 

3.6 Systems are in place for staff to 
raise and resolve health and safety 
issues. 

   • Accident/Incident books are available and are actioned 
and incidents are investigated.   

• Evidence of feedback regarding health and safety issues. 

• Staff know how to raise health and safety concerns. 

3.7 All health and safety policies and 
workplace activities are regularly 
monitored for new hazards and 
improvements are made 

   • Health and safety inspections are conducted.  

• Health and safety related policies are reviewed and 
dated.  

• Risk assessments with review date in place. (Review date 
should not have expired).  

• Completed health and safety checklist and/or 
housekeeping checklist. 



 

3.11 Regular health and safety meetings 
are held and recorded. 

   • Health and safety is an active part of the organisation’s 
team meetings. Team meeting notes with health and 
safety as a specific agenda item is available. 



 

 
 

 

 
 
 

 

 
 

 
 

 
 

 
 

 

 
 

Bronze  FM PM NM Small sized organisation 

1.Healthy eating information is provided 
and accessible. 

   • Information encouraging healthy eating is available to staff 
when joining the organisation, including promotional materials 
and information available to individual staff or in communal 
spaces. 

2.Any facilities for food and drink 
storage, preparation and consumption 
comply with regulations and enable 
healthy eating. 

   • Staff know where eating facilities are, and these are clean 
and accessible. 

 

 

Gold FM PM NM Small sized Organisation 

4.There is consultation and follow-up with 
staff on catering and facilities 

   • Evidence of feedback, comment, consultation 

5.Information and events are planned to 
promote healthy eating. 

   • Evidence of planned information or events 

6.There is support and signposting for 
staff to take up and maintain healthy 
eating and healthier weight. 

   • Local campaigns and offers (inhouse or external) 

     

Silver FM PM NM Small sized organisation 

3.Onsite catering or vending includes 
healthy options and choices. 

   • If catering or vending exists, it includes healthy options and 
these are promoted to staff. 

     



 

Bronze  FM PM NM Medium sized organisation 

1.Healthy eating information is provided 
and accessible. 

   • Information encouraging healthy eating is available to staff 
when joining the organisation, including promotional materials 
and information available to individual staff or in communal 
spaces. 

2.Any facilities for food and drink 
storage, preparation and consumption 
comply with regulations and enable 
healthy eating. 

   • Staff know where eating facilities are, and these are clean 
and accessible. 

 

 

Gold FM PM NM Medium sized Organisation 

4.There is consultation and follow-up with 
staff on catering and facilities 

   • Evidence of feedback, comment, consultation 

5.Information and events are planned to 
promote healthy eating. 

   • Evidence of planned information or events 

6.There is support and signposting for 
staff to take up and maintain healthy 
eating and healthier weight. 

   • Local campaigns and offers (inhouse or external) 

     

Silver FM PM NM Medium sized organisation 

3.Onsite catering or vending includes 
healthy options and choices. 

   • If catering or vending exists, it includes healthy options and 
these are promoted to staff. 

     



 

Bronze  FM PM NM Large sized organisation 

1.Healthy eating information is provided 
and accessible. 

   • Information encouraging healthy eating is available to staff 
when joining the organisation, including promotional materials 
and information available to individual staff or in communal 
spaces. 

2.Any facilities for food and drink 
storage, preparation and consumption 
comply with regulations and enable 
healthy eating. 

   • Staff know where eating facilities are, and these are clean 
and accessible. 

 

 

Gold FM PM NM Large sized Organisation 

4.There is consultation and follow-up with 
staff on catering and facilities 

   • Evidence of feedback, comment, consultation 

5.Information and events are planned to 
promote healthy eating. 

   • Evidence of planned information or events 

6.There is support and signposting for 
staff to take up and maintain healthy 
eating and healthier weight. 

   • Local campaigns and offers (inhouse or external) 

     

Silver FM PM NM Large sized organisation 

3.Onsite catering or vending includes 
healthy options and choices. 

   • If catering or vending exists, it includes healthy options and 
these are promoted to staff. 

     



 

 
 

 

 
 
 

 

 
 

 
 

 
 

 
 

 

 
 

Bronze  FM PM NM Small sized organisation 

1.1   The organisation has assessed 
its needs and priorities around 
health and work. 

   Has considered the organisation’s needs and priorities by 
committing to the Healthy Workplace Award. 

1.2   Senior Management encourage a 
consistent and positive approach to 
employee well-being throughout the 
organisation. Management can 
demonstrate the process for ongoing 
consultation and communication 
with staff on workplace health issues.   

   Evidence that the most senior person is supportive of the 
wellbeing agenda. E-mails /printed communication with 
details of health and wellbeing initiatives. 
Evidence that staff are consulted at all levels.  
Minutes are available from meetings at different levels. 
Evidence that employees can suggest ideas. E-mails or 
bulletins asking for staff suggestion. 

1.3 The organisation is aware of its 
responsibilities under the Equality 
Act 2010 and other equality 
legislation is known and adhered to.  
 

   An equality and diversity policy is in place. Evidence that the 
equality and diversity policy is available to all employees. 

1.4 There is an effective 
communication policy in place along 
with a policy or procedure that 
tackles bullying, harassment, 
disciplinary and grievance 
procedures.  
 
Flexible working practices are also in 
place to support family friendly 
working. 
 
 

   Employees are communicated with through a number of 
different channels (face to face, email, verbal, written).   
A bullying and harassment policy is in place and staff are 
aware. 
The organisation has introduced relevant policies e.g. flexible 
working, parental leave, maternity leave, dependant leave, 
breastfeeding, disciplinary and grievance.   
Evidence that employees can raise concerns at appropriate 
levels.  
The most senior person in the organisation has explained the 
importance of raising concerns. 

     

 

 

Gold FM PM NM Small sized Organisation 

1.8 Line managers demonstrate 
regular joint working and shared 
decision making with employees and 
empower employees to work in an 

   Employees are encouraged to participate in team meetings. 
Employees are able to suggest improvements 

Silver FM PM NM Small sized organisation 

1.5 A system is in place that 
recognises and rewards good work. 

   Managers regularly thank their employees. (email, verbal and 
team meeting format) 

1.6 Managers understand the main 
issues that impact on the health and 
wellbeing of their team. 

   Managers meet with their staff on a regular basis and ask 
about their wellbeing. 

1.7 Line managers have relevant 
leadership and management training. 

   Managers have accessed management training as part of 
continual development. 



 

independent way. 

1.9 Line Managers have training in 
how to have difficult conversations, 
developing people skills and resolving 
disputes. 

   Managers have participated in management training; 
specifically, leadership, conflict resolution, mediation and 
Making Every Contact Count (MECC) etc.  

1.10 Employees are offered learning 
and development opportunities to 
maximise their potential. 

   Copy of staff review. Example of corporate training plan. Copy 
of skills assessments and training plans 

1.11 Evidence of managing 
organisational development and 
change appropriately. 

   Evidence that staff are consulted at all levels around 
organisational changes.   



 

Bronze  FM PM NM Medium sized organisation 

1.1   The organisation has assessed 
its needs and priorities around 
health and work. 

   Carried out a self-assessment of the Workplace Wellbeing 
Charter to establish gaps in wellbeing.  

1.2   Senior Management encourage a 
consistent and positive approach to 
employee well-being throughout the 
organisation. Management can 
demonstrate the process for ongoing 
consultation and communication 
with staff on relevant workplace 
health issues.  (Where there is a 
recognised Trade Union, this should 
be through an appropriate 
agreement with them 

   Evidence that the most senior person is supportive of the 
wellbeing agenda.  
 
Emails /printed communication to show evidence of health 
and wellbeing initiatives. 
Evidence that staff are consulted at all levels. Minutes are 
available from meetings at different levels. Evidence that 
employees can suggest ideas. Emails or bulletins asking for 
staff suggestion.  A consultation policy is in place. Joint 

communication consultation procedures are in place. 

1.3 The organisation is aware of its 
responsibilities under the Equality 
Act 2010 and other equality 
legislation is known and adhered to.  
 

   An equality and diversity policy is in place. Evidence that the 
equality and diversity policy is available to all employees. 

1.4 There is an effective 
communication policy in place along 
with a policy or procedure that 
tackles bullying, harassment, 
disciplinary and grievance 
procedures. Flexible working 
practices are also in place to support 
family friendly working. 
 
 

   The organisation participates in regular meetings with all 
staff and there is evidence that communication is conducted 
through a number of different channels (face to face, E-Mail, 
verbal, written).  Bullying and harassment policy is in place 
and staff are aware. 
Copies of relevant policies e.g. flexible working policy, 
parental leave, maternity leave, dependant leave, 
breastfeeding, disciplinary and grievance. Employees are 
aware of these policies.  Evidence that employees can raise 
concerns at appropriate levels. The most senior person in the 
organisation has explained the importance of raising 
concerns. 

     

 

 
 
 
 
 
 

Silver FM PM NM Medium sized organisation 

1.5 A system is in place that 
recognises and rewards good work. 

   Managers regularly thank their employees. (Email, verbal and 
team meeting format) 

1.6 Managers understand the main 
issues that impact on the health and 
well-being of their team. 

   Managers meet with their staff on a regular basis and ask 
about their wellbeing. 

1.7 Line managers have relevant 
leadership and management training. 

   Managers have accessed management training as part of 
continual development. 



 

Gold FM PM NM Medium sized Organisation 

1.8 Line managers demonstrate 
regular joint working and shared 
decision making with employees and 
empower employees to work in an 
independent way. 

   Regular meetings occur. Minutes are available from previous 
meetings. Employees are encouraged to participate in team 
meetings. Employees are able to suggest improvements. 

1.9 Line Managers have training in 
how to have difficult conversations, 
developing people skills and resolving 
disputes. 

   Managers have participated in management training; 
specifically, leadership, conflict resolution, mediation and 
MECC etc.  

1.10 Employees are offered learning 
and development opportunities to 
maximise their potential. 

   Copy of staff review available. Example of corporate training 
plan. Copy of skills assessments and training plans. 

1.11 Evidence of managing 
organisational development and 
change appropriately. 

   Evidence that staff are consulted at all levels around 
organisational changes. Examples of staff engagement 
events/training days. Minutes of meetings with union 
representatives/staff engagement. 



 

Bronze  FM PM NM Large sized organisation 

1.1   The organisation has assessed 
its needs and priorities around 
health and work. 

   A consultation policy is in place. Joint communication 
consultation procedures are in place.  A communication team 
exists. Regular newsletters are sent out. Joint communication 
consultation procedures are in place. 

1.2   Senior Management encourage a 
consistent and positive approach to 
employee well-being throughout the 
organisation. Management can 
demonstrate the process for ongoing 
consultation and communication 
with staff on relevant workplace 
health issues.  (Where there is a 
recognised Trade Union, this should 
be through an appropriate 
agreement with them 

   Evidence that the most senior person is supportive of the 
wellbeing agenda. Emails /printed communication with 
details of health and wellbeing initiatives. 
Evidence that staff are consulted at all levels. Minutes are 
available from meetings at different levels. Evidence that 
employees can suggest ideas. E-mails or bulletins asking for 
staff suggestion. 

1.3 The organisation is aware of its 
responsibilities under the Equality 
Act 2010 and other equality 
legislation is known and adhered to.  
 

   Evidence that health, safety and wellbeing is on meeting 
agendas at all levels. A designated senior member is 
nominated to oversee the wellbeing of employees. 

1.4 There is an effective 
communication policy in place along 
with a policy or procedure that 
tackles bullying, harassment, 
disciplinary and grievance 
procedures. Flexible working 
practices are also in place to support 
family friendly working. 
 
 

   The organisation participates in regular meetings with all 
staff and there is evidence that communication is conducted 
through different channels (face to face, email, verbal, 
written).   
A bullying and harassment policy is in place and staff are 
aware. 
Copies of relevant policies e.g. flexible working policy, 
parental leave, maternity leave, dependant leave, 
breastfeeding, disciplinary and grievance. Employees are 
aware of these policies.  Evidence that employees can raise 
concerns at appropriate levels. All employees are aware of the 
process. The most senior person in the organisation has 
explained the importance of raising concerns. 

     

 

Silver FM PM NM Large sized organisation 

1.5 A system is in place that 
recognises and rewards good work. 

   Managers regularly thank their employees. (Email, verbal and 
team meeting format) Evidence that appraisals are conducted 
regularly. Evidence of reward schemes for staff. Letter from 
managers to staff recognising good performance. 

1.6 Managers understand the main 
issues that impact on the health and 
well-being of their team. 

   Managers meet with their staff on a regular basis and ask 
about their wellbeing. Evidence of consulting with staff on key 
health issues. Agendas/minutes of training and away days 
include health staff issues. 

1.7 Line managers have relevant 
leadership and management training. 

   A training matrix is in place detailing what management 
training is available. The majority of managers have accessed 
management training. Training is identified through 
appraisals. 



 

 

Gold FM PM NM Large sized Organisation 

1.8 Line managers demonstrate 
regular joint working and shared 
decision making with employees and 
empower employees to work in an 
independent way. 

   Regular meetings occur at all levels. Minutes are available 
from previous meetings for each relevant meeting. Employees 
are encouraged to participate in team meetings. Employees 
are able to suggest improvements through appropriate 
forums. 

1.9 Line Managers have training in 
how to have difficult conversations, 
developing people skills and resolving 
disputes. 

   Managers have participated in management training; 
specifically leadership, conflict resolution, mediation etc 

1.10 Employees are offered learning 
and development opportunities to 
maximise their potential. 

   Copy of staff review. Example of corporate training plan. Copy 
of skills assessments and training plans. 

1.11 Evidence of managing 
organisational development and 
change appropriately. 

   Evidence that staff are consulted at all levels around 
organisational changes.   

1.12  The organisation has a health, 
work and well-being strategy in place 
with a detailed action plan. 

   Health, Work and Wellbeing Strategy in place with 
accompanying action plan. 



 

 
 

 

 
 
 

 

 
 

 
 

 
 

 
 

 

 
 

Bronze  FM PM NM Small sized organisation 

1.1 Give workers information to 
reduce stigma around mental health 

   • The organisation talks to its workers about mental 
health, adapting the Business in the Community (BiTC) 
toolkit and making the Time to Change pledge. 

1.2 Give information about health 
and wellbeing ensuring it is readily 
available at all levels and roles 

   • Workers have information about mental health including 
stress.  

• Evidence (incl. photos) of posters, leaflets, information 
promoting mental wellbeing. 

1.3 Workers are aware of legal 
entitlements on working conditions 

   • Contract terms for employees (‘section 1 statement’), 
health & safety for all workers (see H&S award 
evidence), management of risk, photos of posters, 
information etc. 

• Induction checklist. 

1.4 Mental wellbeing policy 
 
 
 
 
 

   • Mental wellbeing policy or equivalent awareness and 
practice. 

• Includes as appropriate: HSE stress management 
standards, advice to small businesses, TUC workplace 
guidance on wellbeing and stress, and ACAS 
framework for positive mental health at work. 

1.5 Workers show mental health 
and wellbeing are valid and 
supported at all levels of the 
organisation 

   • The organisation’s policy, or equivalent, includes 
supportive guidance, and the organisation shows 
capability to support mental health. 

 

 

Gold FM PM NM Small sized Organisation 

1.8 There is a mental health and 
wellbeing strategy 

   • The wellbeing strategy has a mental health section.  

• The strategy is signed off by the most senior and 
responsible person.  

• The organisation has invested in staff’s mental health 
through campaigns, signposting, awareness, training 
etc. 

1.9 Mental health awareness    • All staff have received mental health awareness 
sessions. Sessions are available to all staff. 

1.10 Staff consultations on mental 
health and wellbeing 

   • Staff are consulted on any organisational or policy 
changes that might affect them 

1.11 Specialist support 
 

   • The organisation signposts or refers staff to specialist 
advice, support or counselling services (internal or 

Silver FM PM NM Small sized organisation 

1.6 Management training    • Mental health awareness materials and opportunities 
are available to all managers. 

1.7 Employees can help identify 
their own performance issues 

   • There is a process or opportunity for employees to 
address their performance including work-related or 
personal issues. 



 

 
 

external as appropriate to the organisation and the 
worker). 

1.12 Out of work activities 
 

   • Staff are encouraged and signposted to ways to make 
time and room for their individual wellbeing (e.g. Five 
Ways to Wellbeing). As appropriate to the organisation 
or community. 

• Publicity, case studies and examples 



 

Bronze  FM PM NM Medium sized organisation 

1.1 Give workers information 
to reduce stigma around 
mental health 

   • The organisation talks to its workers about mental 
health, adapting the Business in the Community (BiTC) 
toolkit and making the Time to Change pledge 

• Mental health campaigns have been conducted for all 
workers 

1.2 Give information about 
health and wellbeing ensuring 
it is readily available at all 
levels and roles 

   • Workers have information about mental health 
including stress.  

• Evidence (including photos) of posters, leaflets, 
information promoting mental wellbeing 

1.3 Workers are aware of legal 
entitlements on working 
conditions 

   • Contract terms for employees (‘section 1 
statement’), health & safety for all workers (see 
H&S award evidence), management of risk, 
photos of posters, information etc. 

• Induction checklist 

• Staff handbook 

1.4 Mental wellbeing policy 
 
 
 
 
 
 
 

   • Mental wellbeing policy or equivalent 
awareness and practice, including as 
appropriate: HSE stress management standards, 
advice to small businesses, TUC workplace 
guidance on wellbeing and stress, and ACAS 
framework for positive mental health at work.. 

• The policy includes supportive guidance, and 
the organisation shows capability to support 
mental health.  

 

1.5 Workers show mental 
health and wellbeing are valid 
and supported at all levels of 
the organisation 

   • The organisation encourages workers to tell 
supervisors / line managers if they are 
struggling or anticipate that something might 
affect their work.  

• Supervisors / managers understand wellbeing 
and recognise signs of challenge, and facilitate 
an open dialogue. 

Gold FM PM NM Medium sized Organisation 

1.8 There is a mental health and 
wellbeing strategy 

   • The wellbeing strategy has a mental health section.  

• The strategy is signed off by the most senior and 
responsible person.  

• The organisation has invested in staff’s mental health 

Silver FM PM NM Medium sized organisation 

1.6 Management training    • Mental health awareness materials and opportunities 
are available to all managers. 

1.7 Employees can help identify 
their own performance issues 

   • There is a process or opportunity for employees to 
address their performance including work-related or 
personal issues. 

Mental Health 



 

through campaigns, signposting, awareness, training 
etc. 

1.9 Mental health awareness    • All staff have received mental health awareness 
sessions. Sessions are available to all staff. 

1.10 Staff consultations on mental 
health and wellbeing 

   • Staff are consulted on any organisational or policy 
changes that might affect them 

1.11 Specialist support 
 
 
 

   • The organisation signposts or refers staff to specialist 
advice, support or counselling services (internal or 
external as appropriate to the organisation and the 
worker). 

1.12 Out of work activities 
 
 
 

   • Staff are encouraged and signposted to ways to make 
time and room for their individual wellbeing (e.g. Five 
Ways to Wellbeing). As appropriate to the organisation 
or community. 

• Publicity, case studies and examples 

 

 
 
 
 
  
  

Mental Health 



 

 
  

Bronze  FM PM NM Larger sized organisation 

1.1 Give workers information 
to reduce stigma around 
mental health 

   • The organisation talks to its workers about mental 
health, adapting the Business in the Community (BiTC) 
toolkit and making the Time to Change pledge 

• Mental health campaigns have been conducted for all 
workers 

1.2 Give information about 
health and wellbeing ensuring 
it is readily available at all 
levels and roles 

   • Workers have information about mental health 
including stress.  

• Evidence (including photos) of posters, leaflets, 
information promoting mental wellbeing 

1.3 Workers are aware of legal 
entitlements on working 
conditions 

   • Contract terms for employees (‘section 1 
statement’), health & safety for all workers (see 
H&S award evidence), management of risk, 
photos of posters, information etc. 

• Induction checklist 

• Staff handbook 

1.4 Mental wellbeing policy 
 
 
 
 
 
 
 

   • Mental wellbeing policy or equivalent 
awareness and practice, including as 
appropriate: HSE stress management standards, 
advice to small businesses, TUC workplace 
guidance on wellbeing and stress, and ACAS 
framework for positive mental health at work.. 

• The policy includes supportive guidance, and 
the organisation shows capability to support 
mental health.  

 

1.5 Workers show mental 
health and wellbeing are valid 
and supported at all levels of 
the organisation 

   • The organisation encourages workers to tell 
supervisors / line managers if they are 
struggling or anticipate that something might 
affect their work.  

• Supervisors / managers understand wellbeing 
and recognise signs of challenge, and facilitate 
an open dialogue. 

  
 

 
 

Silver FM PM NM Larger sized organisation 

1.6 Management training    • Mental health awareness materials and opportunities 
are available to all managers. 

1.7 Employees can help identify 
their own performance issues 

   • There is a process or opportunity for employees to 
address their performance including work-related or 
personal issues. 

Mental Health 



 

 

Gold FM PM NM Larger sized Organisation 

1.8 There is a mental health and 
wellbeing strategy 

   • The wellbeing strategy has a mental health section.  

• The strategy is signed off by the most senior and 
responsible person.  

• The organisation has invested in staff’s mental health 
through campaigns, signposting, awareness, training 
etc. 

1.9 Mental health awareness    • All staff have received mental health awareness 
sessions. Sessions are available to all staff. 

1.10 Staff consultations on mental 
health and wellbeing 

   • Staff are consulted on any organisational or policy 
changes that might affect them 

1.11 Specialist support 
 
 
 

   • The organisation signposts or refers staff to specialist 
advice, support or counselling services (internal or 
external as appropriate to the organisation and the 
worker). 

1.12 Out of work activities 
 
 
 

   • Staff are encouraged and signposted to ways to make 
time and room for their individual wellbeing (e.g. Five 
Ways to Wellbeing). As appropriate to the organisation 
or community. 

• Publicity, case studies and examples 

Mental Health 



 

 
 

 

 
 
 

 

 
 

 
 

 
 

 
 

 

 
 

Bronze  FM PM NM Small sized organisation 

1.Physical activity is promoted in the 
workplace, including information on the 
benefits of physical activity. 

   • Evidence of information and promotion in the workplace. 

2. The employer offers opportunities to 
be active , avoid sedentary behaviours 
and take regular breaks. 

   • Evidence of promotion around being active in the 
workplace and taking regular breaks 

 

 

Gold FM PM NM Small sized Organisation 

4.Opportunities for physical activity and 
non-sedentary behaviour are sustained 
by the organisation and embedded in its 
culture 

   • Evidence of a sustained promotion /policy encouraging 
physical activity opportunity over a period of time and 
how this is reflected in the organisation’s culture 

5.The organisation promotes and 
facilitates tailored opportunities for 
physical activity and this includes travel 
to and from work and work-related 
locations 

   • Evidence of local offers or incentives to staff to be active, 
including travel  

Silver FM PM NM Small sized organisation 

3.The employer actively promotes local 
opportunities for physical activity, non-
sedentary behaviours. 

   • Evidence of information, promotion, local opportunities. 

     



 

Bronze  FM PM NM Medium sized organisation 

1.Physical activity is promoted in the 
workplace, including information on the 
benefits of physical activity. 

   • Evidence of information and promotion in the workplace. 

2. The employer offers opportunities to 
be active , avoid sedentary behaviours 
and take regular breaks. 

   • Evidence of promotion around being active in the 
workplace and taking regular breaks 

     

     

     

 

 

Gold FM PM NM Medium sized Organisation 

4.Opportunities for physical activity and 
non-sedentary behaviour are sustained 
by the organisation and embedded in its 
culture 

   • Evidence of a sustained promotion /policy encouraging 
physical activity opportunity over a period of time and 
how this is reflected in the organisation’s culture 

5.The organisation promotes and 
facilitates tailored opportunities for 
physical activity and this includes travel 
to and from work and work-related 
locations 

   • Evidence of local offers or incentives to staff to be active, 
including travel  

Silver FM PM NM Medium sized organisation 

3.The employer actively promotes local 
opportunities for physical activity, non-
sedentary behaviours. 

   • Evidence of information, promotion, local opportunities. 

• Engaging with local offers, awareness of local providers, 
promotions, discounts. 

     



 

Bronze  FM PM NM Large sized organisation 

1.Physical activity is promoted in the 
workplace, including information on the 
benefits of physical activity. 

   • Evidence of information and promotion in the workplace. 

2. The employer offers opportunities to 
be active , avoid sedentary behaviours 
and take regular breaks. 

   • Evidence of promotion around being active in the 
workplace and taking regular breaks 

     

     

     

 

 

Gold FM PM NM Large sized Organisation 

4.Opportunities for physical activity and 
non-sedentary behaviour are sustained 
by the organisation and embedded in its 
culture 

   • Evidence of a sustained promotion /policy encouraging 
physical activity opportunity over a period of time and 
how this is reflected in the organisation’s culture 

5.The organisation promotes and 
facilitates tailored opportunities for 
physical activity and this includes travel 
to and from work and work-related 
locations 

   • Evidence of local offers or incentives to staff to be active, 
including travel  

Silver FM PM NM Large sized organisation 

3.The employer actively promotes local 
opportunities for physical activity, non-
sedentary behaviours. 

   Evidence of information, promotion, local opportunities. 
Engaging with local offers, awareness of local providers, 
promotions, discounts. 

     



 

 
 

 

 
 
 

 

 
 

 
 

 
 

 
 

 

 
 

Bronze  FM PM NM Small sized organisation 

1.1 Legislation is followed    • Managers prohibit smoking in enclosed spaces and no 
workers are smoking in non-designated areas.  

• Photo evidence that no smoking signs are in place, 
including vehicles and front entrance. 

1.2 Workers enforce no smoking in 
enclosed areas 

   • Workers abide by the prohibitions 

1.3 Quit smoking is promoted and 
facilitated 

   • Local campaigns and contacts. 

• National campaigns information and publicity. 

1.4 Smoke-free policy    • A process is in place which includes e-cigarettes and 
vaping 

 

 

Gold FM PM NM Small sized Organisation 

1.6 All open areas are clearly 
signposted smoke free and steps 
taken to prevent smoking 

   • Process in place 

1.7 Promote and support quit 
smoking 

   • Signpost staff to local services, consider reasonable 
time off to attend 

     

     

Silver FM PM NM Small sized organisation 

1.5 Building managers, reception 
staff, ground staff and those 
operating in communal areas report 
breaches of legislation and policy 

   • Process for checking 

• Process for reporting  
• Examples available on request 

     



 

Bronze  FM PM NM Medium sized organisation 

1.1 Legislation is followed    • Managers prohibit smoking in enclosed spaces and no 
workers are smoking in non-designated areas.  

• Photo evidence that no smoking signs are in place, 
including vehicles and front entrance. 

1.2 Workers enforce no smoking in 
enclosed areas 

   • Workers abide by the prohibitions 

1.3 Quit smoking is promoted and 
facilitated 

   • Local campaigns and contacts. 
• National campaigns information and publicity. 

1.4 Smoke-free policy    • A process is in place which includes e-cigarettes and vaping 

 

 

Gold FM PM NM Medium sized Organisation 

1.6 All open areas are clearly 
signposted smoke free and steps 
taken to prevent smoking 

   • Process in place 

1.7 Promote and support quit 
smoking 

   • Signpost staff to local services, consider reasonable 
time off to attend 

     

Silver FM PM NM Medium sized organisation 

1.5 Building managers, reception 
staff, ground staff and those 
operating in communal areas report 
breaches of legislation and policy 

   • Process for checking 

• Process for reporting 
• Examples available on request 



 

Bronze  FM PM NM Large sized organisation 

1.1 Legislation is followed    • Managers prohibit smoking in enclosed spaces and no 
workers are smoking in non-designated areas.  

• Photo evidence that no smoking signs are in place, 
including vehicles and front entrance. 

1.2 Workers enforce no smoking in 
enclosed areas 

   • Workers abide by the prohibitions 

1.3 Quit smoking is promoted and 
facilitated 

   • Local campaigns and contacts. 

• National campaigns information and publicity. 

1.4 Smoke-free policy    • A process is in place which includes e-cigarettes and 
vaping 

 

 

Gold FM PM NM Large sized Organisation 

1.6 All open areas are clearly 
signposted smoke free and steps 
taken to prevent smoking 

   • Process in place 

1.7 Promote and support quit 
smoking 

   • Signpost staff to local services, consider reasonable 
time off to attend 

Silver FM PM NM Large sized organisation 

1.5 Building managers, reception 
staff, ground staff and those 
operating in communal areas report 
breaches of legislation and policy 

   • Process for checking 

• Process for reporting 
• Examples available on request 



 

 
 

 

 
 
 

 

 
 

 
 

 
 

 
 

 

 


