Health Literacy in the Workplace

" A guide to building an accessible and inclusive approach to
facilitate health and wellbeing for everyone in the
‘ at Work Award

workplace




Health literacy is about a person's ability to understand and use
information to make decisions about their health.

Research shows that:

e morethan4in 10 adults struggle with health content for the
public (42%)

Wh at iS h ea lth e morethan 6in 10 adults struggle with health content that
i includes numbers and statistics (61%)
literacy? ,

the average reading age in the North East is lower than the
national average at between 9 to 11 years™.

* Health literacy is related to health outcomes and service use.
Limited health literacy is linked with unhealthy lifestyle
behaviours such as poor diet, smoking and a lack of physical
activity and an increased risk of morbidity and premature
death. (4b_Health_Literacy-Briefing (1).pdf)

(*To put that into context The Guardian Newspaper has a reading age of 14 and the
Sun Newspaper has a reading age of 8.)



file:///C:/Users/SNichol/Downloads/4b_Health_Literacy-Briefing%20(1).pdf

Understand
the scale of
the issue for
your

workplace

Do your research:

* National tools: The University of Southampton mapped where
people in England are likely to struggle with health literacy. They
based this on local literacy and numeracy levels.

You can find it and check your own local authority area on this link:
http://healthliteracy.geodata.uk

* In-house information: interrogate your existing staff demographic
data and associated information

- Health literacy is also a health inequality issue. There is a close link
between socio-economic deprivation and low health literacy.

* Consider undertaking a skills audit of staff (literacy, numeracy,
digital skills)

Top tip: As with all other initiatives and actions ensure you are:

DATA-DRIVEN and PEOPLE-LED


http://healthliteracy.geodata.uk/

Implementing health literacy Policy and Procedure Language
and Tone Tips

Review these tips before you begin to write.

* Produce/create Plain EngliSh written pOliCieS/ Then, when you have finished your document, compare your work to the checklist.
gu idance notes | Write to the reading level of the document users.
A X . Ang If p [ bers, hics, and ph hs.
- ideally for everything and not just traditional health and RSy S S R e A PR
i . Use short sentences with familiar English words and with
wellbein gre lated to PICS one thought or concept per sentence.
- use tools like the checklist opposite and HL toolkit [ Usemustor wil if something is mandatory.
Avoid ambiguous words such as may or shall.
| Use plain words that are commonly understood rather than
e Distillo nger policies/gu idanceintoa‘ policy oh a page 2 jargon. If you must use specialist terms, explain them in the
. text and in your glossary section.
- pIC koutthe key elements Use terms consistently throughout your documents.
- use bullets/text boxes (] Write the full name for acronyms when you first use them.
-P roduce anii nngra P hic if POSS ible ] Remove extra words. For example, use to instead of in order to.

Use positive and indusive language. Their, not he or she
(gender-neutral), worker not workman (gender-inclusive).

« Make hard copies easily available, not just online . _—
Use active voice rather than passive voice. For example, you must
- create 3 po“Cy on a page fol_der/noticeboa rd wash the dishes. (Active). The dishes must be washed. (Passive)
- situate in a high traffic area and/or where staff do not have ki presentterie Mhen you s your seilk you lockiie Gpinsts
regUlar access to a Computer | Use headings that dlearly identify the content of each section.

[_] Use evergreen contact and referral information as much as possible.
info@contoso.com rather than the phone and email address
of a specific individual.




Before

Policy
The Employer offers a Work from Home policy to be applicable where deemed fit.

It is our policy to ensure we offer a flexible approach to employees work where the Company
is able to do so.

Document review

This decument should be reviewed every six months. If a change is made to the document a
copy should be made and a summary of fhe change updated in the log below:.

Working from Home

Employees are allowed to work from home, where it is deemed suitable and does not
interfere with the day to day business conducted by the Company. We realise and
understand that it is not always appropriate or acceptable for employees to work from home,
s0 Manager discretion is always advised

For the purpose of these Regulations:

The meaning of working from home (WFH) is all the time you spend working during
normal office hours (either 3am — 5pm or 9am - 6pm) from your home or other
location that is not a remote or flexible working arrangement.

Employees must notify the Employer if there is any other time spent working for the
Employer that they consider should be treated as 'working from home' and they must
keep records of it, and;

Employees must comply with any requests made, or measures imposed, to enable
the Employer to moniter ‘working from home’. Failure to do so will be dealt with under
the Employer's Disciplinary Procedure

Rules for Working from Home

Working from home is a benefit that is offered to employees and is designed to help
wellbeing and also those times when people may need to be home (to accept a delivery for
axample).

Rest breaks

It is important that rest breaks are taken only as provided within the employee's contract.

These rest breaks also relate to anyone working from home and the Company may, within
reason, determine when breaks should be taken so as to ensure operational efficiency

After

Policy
It is our policy to ensure we offer a flexible working environment wherever we can.

We've designed this work from home policy to help your wellbeing and provide flexibility for
times when you may need to be at home (for example, to accept a delivery).

If you agree with your manager that you can work from home, you must follow this policy.
Document review

We will review this document every six months. If we make a change to the document, we
will make a copy of the previous version and summarise the change in the revision history
table.

Working from home

You are allowed to work from home where we consider it suitable and where it does not
interfere with day to day business.

We understand that it is not always appropriate or acceptable for everyone to work from
home. For example, certain departments are unable to work from home due to the nature of
their work. You should speak with your line manager about your individual circumstances.

Your line manager will have the final say on whether or not is appropriate for you to work
from home.

‘What counts as working from home

The meaning of 'working from home' is the time you spend werking during normal office
hours (either 9.00am to 5.00pm or 9.00am to 6.00pm) from your home or any other
appropriate location

*ou must keep records and notify us of any time you spend working for us that you think
should be treated as working from home.

Working from home is not a right, it is a benefit. If you need to work from home on a regular
basis or for long periods of time for ional reasons (for le, if you are a carer) you
should consult our flexible working policy and remote working policy in your employes
handbook.

Rules for working from home

* You can only work from home for a maximum of two days per week - but your
manager has the right to reduce this to one day a week or no days at all if they feel it
is inappropriate or will cause disruption.

* You may not work from home during your probation or notice period.




TYPES OF LEAVES IN LEAVE

SEXUAL POLICY OF ENTERPRISES

HARASSMENT S rr——
IN THE WORKPLACE N ki e ks

are Not y for and are

often clubbed with sick leaves.

. )
Every employee is responsible for helping to create a fair, safe, and respectful workplace. Sick Leaves are mandatory and dre granted on account
Positive cultural change can only happen when all employees recognize and interrupt of sickness or an accident. Also referred to as Medical

harassing and bullying behaviors, support coworkers, and affirm coworker experiences. Take Leaves (ML),
the following actions to help build a sexual harassment-free environment at your workplace.

What employees need to know

Eamed Leaves are called so because the employees
“eam" it at the end of every month. Also known as
Privilege Leaves (PL), EL has to be planned in advance.

Be thoughtful.

xX z{
Maternity Leave is mandatory for the female employees
who have worked for at least 80 days in the year
preceding the expected delivery date. The duration may
vary but is usually 26 weeks.

Stand up for Be curious. Don't make 3 Patemity Leave is offered to expectant fathers after a
NSTlnl,  Mlemem | Seorew  Deinde Y

Make no excuses.

ikedhood of sexual ——
Personal boundarses should o tever forc
sty misconduchubould never  and obhrs i dcomfing: ory o badge  colsgon
hacassing. bulying. or shaming used as an excuse or questions. Into 8 different viewpaint on
bohwiioe by saying @ makes

child is born. It's not mandatory but is very common in
organizations today. Can vary from a few days to upto 4

- oy
o e sy What sl bohoder
pfoamrybosmnec e foalen weeks

Bereanement Leae
— Bereavement Leave is not very common and is granted
O\S, iolie} to help employees cope with the loss of a loved one. It
) "(\: Ly - allows time for participating in the last rites or funeral
services,

Compensatory Off/Comp Oféupplles%men employees

are required to work on weekends or a holiday to meet

Embrace a deep Be inclusive. Respect
appreciation Don't givs ino the notion everyone's story.
equality. may be th 1

an urgent deadline. The employee is allowed to take
leave on a working day.

1 Skt U sy, Semis o serre o Offcs gt st Wi st

2 Lidiny opcn bt Marh Cromtn, Onrek T, e ey e, i st Ozl Cortast” Wk snd Ocsgoton, vl 35 521
(hug 008 . 242,295
U5 Pl Eomplyrams Oporney Commaric, HomrrarsPokcy T9n”
A bl T Zoec, Py O Bk M Cle, ek P Ao, Mol s Saved A At Rosmwch & oo, v 35, m. 1 BOBY)

23t Leave Without Pay (LWP) applies to instances where the
5 ey D Py, " T Samuad e Loeyes W o Ko Aot g s fepleyrce Lo, Saptemibnr 173015

leave balance is exhausted but the employee needs to
apply for leaves. The employer may grant the leave with
loss of pay.

LOOKING FOR AN HR SOFTWARE TO DEFINE YOUR

LEAVE POLICY & MANAGE EMPLOYEE LEAVES “ IGITAL
CcaTALYST.ORG CATALYST EFFECTIVELY?. R

VISIT WWW DIGITALHRMS.COM.




Employers

a more positive workplace
culture begins with you!

ips

for everyone

@
g CIVILITY on¢) RESPECT
_'I veryoneincomersaions nd in the Workplace
='§ groug rprsstida ‘ Misemirglats Give your full attention
=0 espectiul and civil behavic e — S —— e —— Focus o the conversato ‘

th
) 81 Nas

Where everyone is respectful and considerate
in their interactions with one another, as well as Wi

develop with customers, clients and the public. o e

ceson
f KROW

Say “hello”
me' Next b = YOu pass

4 COUM de \ I

Incorporate civility 1 Courtesy help buiki positive morale
Use respectful language

and respect in T

s | A civil
' wn by g and respectful ey v
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Address uncivil Sl Buore kg a ke
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Practice humility



Inclusion and engagement

* Make a concerted effort to reach all staff, consider and make
provision for harder-to-reach groups, including:

- Remote staff

- Non-desk-based staff

- Part-time staff

- Carers

- Digitally excluded staff

- Staff with English as a second language

- Staff with disabilities and long-term conditions

* Make ‘reasonable adjustments’to your HWB approach and comms.
- in-person roadshows, adoption of plain English and visuals

- Offer training/lifelong learning opportunities to improve skills: e.g.
functional literacy & numeracy, digital skills

- facilitation is key



Communications

é Tailor your information/messaging for different groups — one size does not fit all

= Have a constructive two-way dialogue with your audience(s) to ensure information/content
is fit for purpose; consultation and co-production




Communications \ Tips for Effective
| Infographics

Follow these tips to make your infographics easy to understand
and use!

Branding

Follow your organization’s
branding guidelines.

White Space

Use white space to help users
navigate and read the text.

Focus on just one main idea.

Clear Data
Use a visual that shows your
a data clearly.

concise =
Use short words and phrases. "~/

b Appealing
' Make the infographic attractive.

For The Audience

Keep your audience's
needs in mind.

Connect®
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