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WELL to employees
TOOLKIT
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This toolkit provides ideas for education 
and communication about your WELL 
engagement, benefits and offerings.  

By communicating about your WELL efforts 
to employees and other stakeholders, you 
can make your staff more aware of, 
involved in and committed to the health 
and well-being culture at your 
organization.

If you would like to add examples to this toolkit of how 
your organization communicates and engages 
employees in WELL initiatives, please reach out to 
education@wellcertified.com

Introduction
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Welcome to WELL Toolkit - available to registered v2 projects in WELL Online on the Promotions 
tab in the Engagement Materials section.

● WELL promotion and marketing guidelines

● WELL language library

● IWBI trademark usage and brand guidelines

● Celebrate your WELL at scale engagement

● Celebrate your WELL Certification enrollment

● Celebrate your WELL Rating enrollment

● WELL Health-Safety Rating Marketing and PR Guidelines

● WELL pre-approved survey providers

● How WELL Certification can help you build brand equity

● Telling the WELL Core story

Tools and resources
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https://well.support/promotion-and-marketing~0e59605f-6dfc-43b9-9145-cc2eca9c7243
https://resources.wellcertified.com/tools/well-language-library/
https://resources.wellcertified.com/tools/well-branding-guidelines/
https://well.support/celebrate-your-well-at-scale-engagement~d3c7e417-4e35-4c7d-b8f2-df95e2fd734b
https://well.support/celebrate-your-well-certification-enrollment~446140ee-09dd-40b1-a252-9255ecd79fd0
https://well.support/celebrate-your-well-rating-enrollment~4218cf25-80c4-4b9c-b962-fef649890164
https://www.wellcertified.com/health-safety/marketing-guidelines-achieved
https://v2.wellcertified.com/en/resources/preapproved-programs
https://resources.wellcertified.com/articles/how-well-certification-can-help-you-build-brand-equity/
https://resources.wellcertified.com/articles/telling-the-well-core-story/


In what stage of your WELL commitment are you? 
What are your plans for the near future and long term?

What are some of the goals you have for your WELL 
commitment?

How do you communicate and engage with your 
employees generally about the organization’s work?

Who should be involved in communications to 
employees about your WELL initiatives, goals, strategies 
and achievements?

What are you hoping to accomplish as a result of 
communicating with your employees about your 
health and well-being initiatives, including WELL?

What kind of communications support would you like 
IWBI to provide?

Communication planning questions
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● Introductory communications

● Progress communications

● Onboarding/recruitment materials

● Space communications

● Regular internal communications

● Events and activities

● Workplace standards

● Individualized offerings

*Use the bookmarks to navigate through the toolkit

Toolkit
table of 
contents
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EXAMPLES INCLUDE

1. Newsletter/email communications

2. Town halls

3. Develop a landing page dedicated to
showcasing your WELL commitments

4. Press release/announcement

Introductory 
communications

Beginning your WELL commitment 
is a milestone worth celebrating! 
Bring your whole organization 
onboard to your health and 
well-being journey from the start.
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Newsletter/email 
communications
Bring your employees onboard your 
health and well-being journey to 
help them plan for upcoming 
changes and adopt new behaviors. 1

INTRODUCTORY COMMUNICATIONS
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Available in 
the Welcome 
to WELL 
Toolkit.

The Welcome 
to WELL Toolkit is 
available to 
registered v2 
projects in WELL 
platform on the 
Promotions tab 
in the 
Engagement 
Materials 
section.

INTRODUCTORY COMMUNICATIONS
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https://v2.wellcertified.com/en/wellv2/overview
https://www.wellcertified.com/


What’s WELL? 
Something new is coming to [Organization] to help enhance our 
ways of working! We are now using the WELL Standard - the 
world’s leading standard for healthy workplaces - to help ensure 
that our organization’s policies, designs and programs support 
well-being. 

What does that mean for you? The WELL Standard will help us 
validate that our company policies are aligned with 
evidence-based practices to support people’s mental health 
and work-life balance;  our office designs foster healthier indoor 
air quality, natural light, ergonomic furniture and ways to be 
active; and our operations protocols prioritize healthy materials 
selection, cleaning and maintenance. The WELL Standard 
includes hundreds of strategies based on scientific research 
about what humans need to thrive.

Applying WELL strategies will help us to prioritize employee 
health and well-being; the WELL program will help to validate 
and further guide our organizational strategies. Check out the 
WELL Standard to learn more about its health-focused strategies 
and approach! 

Introductory email
INTRODUCTORY COMMUNICATIONS
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What’s planned with WELL
You’ll be seeing some changes to our headquarters over the 
coming months, as well as in our satellite offices. We are 
beginning our WELL journey with ways to increase our movement 
and physical health. As one initial step, we’ll be installing sit-stand 
desks in our offices, to provide opportunities for activity even 
when you’re working on your computer. This will be paired with 
enhancing workstations to provide comfortable set-ups for 
employees, including adjustable monitor screens and, for 
workstations where laptops are used, supplemental keyboards, 
computer mice and laptop stands - which aligns with the 
Ergonomic Workstation Design feature in the WELL Standard.

In addition, we’ll be pursuing one of WELL’s achievement 
benchmarks across all of our offices in the next year - the WELL 
Health-Safety Rating. This rating will help our organization to 
validate that we’re meeting several important strategy areas for 
our offices’ operations and vetted policies, including that:

● We have policies in place addressing sick leave, health plans, and 
mental health resources for employees.

● Our organization’s emergency preparedness plans and protocols are 
aligned with evidence-based best practices. 

● Our operational protocols prioritize people’s health and safety through 
regular air and water quality monitoring, maintenance of our air filtration 
systems and robust cleaning standards.

We’ll keep you updated about our progress with WELL, and 
please reach out to [Contact] with any questions or suggestions! 

https://v2.wellcertified.com/en/wellv2/overview
https://v2.wellcertified.com/en/wellv2/movement/feature/2


Our journey towards a healthier workplace begins with WELL

Dear Colleagues,

Your health matters. That’s why I'm thrilled to announce that 
[Organization] is embarking on an exciting new chapter in our 
commitment to employee well-being. We have joined a program 
called WELL at scale through the International WELL Building Institute, a 
leading global organization for transforming health and well-being in 
buildings, organizations and communities. In embarking on this journey, 
we aim to be a leader in health and to make strides towards our 
people-centric goals, from [supporting our workforce development and 
engagement] to [increasing resilience, health and safety levels 
organization wide.

What is WELL? WELL is the application of the WELL Standard, the world's 
leading framework for creating healthier workplaces through 
evidence-based strategies. Applying the WELL Standard at scale, we 
can guide our action along with top-tier organisational priorities, 
helping enable every employee, regardless of their work location,to  
benefit from our commitment to a people-centric work environment 
and culture. To be recognized under WELL designations, we undergo 
third party verification confirming we meet the WELL requirements.

Our WELL journey: From the first steps of our enrollment in the program, 
we are planning a long-term health and well-being strategy that ties 
into our organizational goals. We are involving stakeholders from 
multiple departments and regions to develop a unified vision for 

WELL at scale introductory email
INTRODUCTORY COMMUNICATIONS
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well-being throughout [Organization]. We're taking an agile, iterative 
approach that will allow us to:

● Be recognised for our policies, operational protocols and designs that 
already align with WELL strategies 

● Make data-driven decisions about workplace well-being to prioritize 
future improvements

● Continuously assess and enhance our initiatives based on results

What this means for you: Over the coming months and years, you'll see 
positive changes in various aspects of your work environment, such as:

● [Enhanced workplace design focusing on natural light, air quality, and 
ergonomic solutions]

● [Strengthened policies supporting mental health and work-life balance]
● [Improved facilities management prioritizing your health and safety]
● [New programs and initiatives promoting physical and mental 

well-being]
● [Regular assessment and feedback opportunities to ensure we're 

meeting your needs]

Get Involved: Your voice matters in this journey. Throughout our WELL 
engagement, we are committed to evaluating and revising offerings to 
maximize impact on our people. We've created a dedicated, 
cross-departmental team to oversee our WELL strategy, led by [Contact]. 
If you wish to be a part of this team, reach out to them at [email] with 
questions, suggestions, or feedback.

We're excited to have you join us on this journey toward creating a 
healthier, more supportive workplace for everyone at [Organization]. 
Watch for regular updates as we progress in our WELL journey.



Town halls
Let your employees know you value 
their input and make them a part of 
your decision making. 2

INTRODUCTORY COMMUNICATIONS
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Town hall agenda

5 min Opening remarks

10 min Introduction to WELL

20 min Our organization’s well-being goals and focus with WELL

15 min Timeline - what to expect this year
Highlight any specific new strategies being vetted or implemented

20 min How you can engage in these efforts & opportunities to 
support your well-being

20 min Q&A/Feedback

INTRODUCTORY COMMUNICATIONS
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Reviewed 
and 
discussed as 
part of WELL 
onboarding 
and in check 
in calls.

Project teams 
and WELL 
coaches 
complete a 
goals module to 
help 
organizations 
develop a 
targeted 
approach to 
health and 
well-being.

ORGANIZATIONAL GOALS

● Foster local and global 
community health impacts

● Advance diversity, equity and 
inclusion in the workplace

● Demonstrate holistic health and 
well-being leadership

PEOPLE GOALS

● Increasing employee 
engagement and productivity

RECOGNITION GOALS

● Improve outcomes: Improve 
and third-party validate 
performance outcomes

● Benchmark: Benchmark 
performance across your 
locations and in comparison to 
other organizations

● Attain WELL achievements: Earn 
market-recognized awards by 
location, including WELL 
Precertification, WELL 
Certification and/or a WELL 
rating

INTRODUCTORY COMMUNICATIONS
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Develop a landing 
page dedicated to 
showcasing your 
WELL 
commitments
Share your commitments to your 
employees on an informational 
webpage for all to see and learn 
from.

3

INTRODUCTORY COMMUNICATIONS
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https://www.skanska.ro/what-we-do/workplaces/well-being/Skanska-does-it-WELL/

INTRODUCTORY COMMUNICATIONS

Showcase WELL commitments online
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Press release/ 
announcement
Share your commitments more 
broadly with your community. 4

INTRODUCTORY COMMUNICATIONS
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INTRODUCTORY COMMUNICATIONS

Press release templates

© 2024 International WELL Building Institute PBC. All rights reserved.

[ORGANIZATION] ANNOUNCES ENTERPRISE-WIDE ENGAGEMENT IN WELL AT SCALE 

Organization-level participation in WELL signifies a holistic and strategic commitment to advancing health and well-being for 
[employees, tenants, residents, customers, and investors]

(City, Date) – [Organization] announced today plans to advance its commitment to human health and well-being through 
enterprise-wide participation in WELL offered by the International WELL Building Institute (IWBI). The commitment signals a comprehensive 
application of the WELL Building Standard (WELL or WELL Standard), a library of holistic evidence-based building and organizational 
strategies across 10 core focus areas that, when implemented, can help organizations meet specific health and well-being goals and put 
people at the center of their environmental, social and governance (ESG) strategy. 

…

To date, [Organization] is committed to: 
●   [Elaborate on existing well-being initiatives and their alignment with WELL.]
●   [List plans to enroll in WELL Certification.] 

○   Taking a holistic approach to health and well-being by pursuing WELL Certification at # locations. 
○  Uniting stakeholders around a shared vision for health by pursuing WELL Certification at [#] locations.

●   [List plans to enroll in the WELL Health-Safety Rating] 
○  Putting their commitment to health and safety out in front for everyone to see at [#] locations with the WELL Health-Safety seal.

…

Full press release templates available in the knowledge base article, Celebrate your WELL at scale engagement.

E X A M P L E

http://wellcertified.com/
https://v2.wellcertified.com/en/wellv2/overview
https://well.support/celebrate-your-well-at-scale-engagement~d3c7e417-4e35-4c7d-b8f2-df95e2fd734b
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EXAMPLES INCLUDE

1. Newsletter/email communications

2. Annual progress report

3. WELL achievement newsletter

Progress 
communications

Applying WELL is a journey. As you 
make progress towards your health 
and well-being goals, celebrate your 
wins and make sure to share the news 
with your employees.
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Newsletter/email 
communications
Keep your employees informed on 
progress towards your organizational 
strategies, benefits + targets. 1

PROGRESS COMMUNICATIONS
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Workplace Well-being

C01 Health and Well-Being Promotion

PROGRESS COMMUNICATIONS

© 2024 International WELL Building Institute PBC. All rights reserved.
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Annual progress report
Analyze your progress to help you track, 
benchmark and plan for the future. 2

PROGRESS COMMUNICATIONS
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WELL Annual Reports

PROGRESS COMMUNICATIONS
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WELL 
achievement 
newsletter
Announce your WELL 
achievement and celebrate 
your organization-wide efforts 3
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We’re vested in your health and well-being

We’re proud to announce that our [location] has recently 
achieved [WELL achievement].

At [organization], this achievement represents more than just 
a milestone—it serves as independent confirmation that our 
methods for designing and managing our spaces, along 
with our policy decisions, empower everyone to belong and 
thrive. Our [WELL achievement] reflects [our organizational 
objectives centered on fostering a culture of wellness and 
meeting our people's needs].

Well-being and health stand at the heart of our strategy. In 
recent years, we've built an environment where people can 
perform at their best. We've:

● [share strategies]
● …

This dedication makes our organization stronger. Workplaces 
that are inclusive and health-focused help us attract and 
keep exceptional talent, fuel creativity, and strengthen 
relationships with clients and communities. 

[Our WELL achievement] validates our direction—while 
reminding us that growth continues. We'll keep tracking 
metrics such as engagement and retention and maintain 
open feedback channels.

We couldn’t have embarked on this journey without [list key 
teams], and of course you. Let’s continue prioritizing a 
healthy company culture together.



1

EXAMPLES INCLUDE

1. Job listing & careers webpage benefits

2. Employee onboarding deck slides

3. Employee handbook & benefits guide

4. Onboarding tour

Onboarding & 
recruitment materials

Make WELL certification part of the 
onboarding (C01) process by 
teaching new employees about 
office design, policies and operations 
that support their health and 
well-being.

© 2024 International WELL Building Institute PBC. All rights reserved.
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Job listing/careers 
webpage benefits
Outline employee benefits and perks 
in job listings or on your careers 
webpage to attract new employees. 1
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Employee 
onboarding 
deck slides
Introduce new employees to 
the health and well-being 
opportunities as they acclimate 
to your company culture.

2
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NY HQ
220 Fifth Avenue is located at the 
northwest corner of 26th Street 
and 5th Avenue at Madison 
Square Park.

Nicknamed the “Croisic Building,” 
the architect is Frederick C. 
Browne. Built in 1912, the building 
has a classic Neo-Gothic 
architecture and received 
landmark designation in 2001.

© 2024 International WELL Building Institute PBC. All rights reserved.
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Air

Well-being focus in our space

Water Nourishment Light Movement

Enabling people to breathe 
easier and prioritizing air 

quality across a building’s 
lifetime by meeting 

evidence-based standards 
for building ventilation and 

air filtration, monitoring 
indoor air quality and 

reducing sources of indoor 
pollution associated with 

negative health outcomes.

Promoting hydration 
and hygiene support, 

as well as fostering 
sustainability, high 
water quality and 
management of 

moisture in buildings.

Encouraging healthy and 
sustainable eating patterns 

by providing access to 
fruits and vegetables, 
accommodating food 
allergies, encouraging 

mindful eating, providing 
nutritional education, and 

supporting food 
production.

Supporting visual 
comfort and circadian 
response by designing 
lighting environments 

that incorporate 
daylight and electric 

lighting to meet design 
and performance 

standards.

Promoting movement 
throughout the day and 
limiting opportunities for 
sedentary behavior by 
implementing active 
design strategies and 
supporting physical 

activity through robust 
policies and programs. 

© 2024 International WELL Building Institute PBC. All rights reserved.
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Sound

Creating spaces with 
high-performing acoustics 

to support speech 
intelligibility, productivity, 

privacy and hearing 
health by identifying and 

mitigating common 
sources of noise through 
design and technology 

strategies.

Thermal Comfort

Enhancing satisfaction with 
indoor environments by 
monitoring temperature 
and humidity conditions, 
utilizing enhanced system 
controls to provide a more 
comfortable environment 

for all, and providing flexible 
options to support individual 

thermal preferences. 

Materials

Limiting exposure to 
hazardous chemicals for 

people and the 
environment by selecting 
safer building materials, as 
well as by implementing 

cleaning and waste 
management policies that 

meet evidence-based 
standards for health and 

safety. 

Mind

Supporting mental and 
emotional health and 
well-being by creating 

spaces that foster 
restoration, as well as 

implementing programs 
that help people to 

manage stress and thrive. 

Community

Building equitable, 
people-first places, that foster 

a culture of health and 
encourage community 

engagement by addressing 
diversity, equity and inclusion, 

as well as support 
accessibility through design 
and a variety of health and 

well-being programs.

Well-being focus in our space

© 2024 International WELL Building Institute PBC. All rights reserved.
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Workplace well-being 
benefits

● Well-being stipend – Use to support your 
individual health and well-being

● Ergonomics – 1:1 consultation with 
certified, professional ergonomist (V11)

● Active commuting – Annual membership 
to Citibike (V04)

● Nutrition – Wednesday Homemade in 
office, virtual cooking classes (N07)

● Volunteer Time Off – Two days annually 
(C11)

● Quiet Fridays – No internal meetings; 
reserved for focused work (M05)

● IWBI Restorative space – A Wellness room 
at IWBI HQ to rest, meditate or just find 
quiet time

© 2024 International WELL Building Institute PBC. All rights reserved.
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● Health challenges – Join colleagues in 
quarterly fitness/other challenges to stay 
healthy. Win prizes!

● Book/film discussions – Colleagues read a 
book or watch a film together quarterly and 
participate in a group discussion.

● Wednesday HOMEMADE – Homemade 
vegan lunch is provided by Workplace 
Well-being at IWBI HQ each Wednesday at 
12pm ET (noon).

● Thursday Happy Hour – Join colleagues for 
a virtual and in-person (@IWBI- HQ) monthly 
happy hour (featuring a specific 
cocktail/mocktail) on Thursdays at 5pm ET.

● On Balance – Shared resources 
spreadsheet: Books, 100+ recipes, discount 
codes, staff favorite items, mental health 
resources, links to 50+ fitness classes.

Social Gatherings

© 2024 International WELL Building Institute PBC. All rights reserved.
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● The kitchen, which provides a place for employees to eat, is 
designated as a ‘Loud Zone for socializing and appliances’; it is 
enclosed to minimize acoustics disruption to other spaces. 

Sound (zoning) / Mind (space management) S01 Sound Mapping

N08 Mindful Eating

© 2024 International WELL Building Institute PBC. All rights reserved.
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● The office has ‘Quiet Zones’ for focus and collaboration. Four 
conference rooms are technologically equipped with tools 
necessary for collaboration with, remote employees.

Sound (zoning) / Mind (space management) S01 Sound Mapping
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● The office has a Wellness room that can be used by breastfeeding mothers 
for pumping, or for other purposes.

● Phone booths provide additional quiet spaces for calls. 

Sound (zoning) / Mind (space management) S01 Sound Mapping

M06 Restorative 
Opportunities

© 2024 International WELL Building Institute PBC. All rights reserved.
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Employee 
handbook & 
benefits guide
Help your employees learn 
about all of your well-being 
benefits easily. 3
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C01 Health and Well-Being Promotion
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Onboarding tour
Highlight your well-being amenities and 
WELL features for new employees and 
introduce them to what sets your space 
apart, whether it’s through a live or 
digital tour. 4

© 2024 International WELL Building Institute PBC. All rights reserved.
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C01 Health and Well-Being Promotion

Onboarding tour agenda

1 min Welcome

5 min Common areas
Thermostat control, window operability, local art overview

2 min Restrooms/Toilets
Accessibility features

2 min Conference rooms and phone booths
Booking details, acoustic properties

5 min Desk station orientation
Desk and chair ergonomics features, ergonomics consultation, task lighting

5 min Kitchen
Lunch break rules, food options (nutritional content+allergen details), water filtration 

10 min Benefits highlights + questions
Commuter benefits, Volunteer Time Off (VTO) opportunities, gym memberships

© 2024 International WELL Building Institute PBC. All rights reserved.
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EXAMPLES INCLUDE

1. Onsite signage - General

2. Onsite signage - Initiative/feature specific

3. Screens (in elevators, lobbies, common areas)

Space communications

There’s nothing like WELL signage 
around the office to remind staff of 
their filtered water (and how much to 
drink daily) (W02), pure air (A01), 
restorative opportunities (M06), point 
out sound reducing surfaces (S05), 
glare control of electric lights (L04), 
and ergonomic workstations (V02).
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Onsite signage - 
General

Integrate spatial cues to bring 
awareness of your commitment 
to health to all those in your 
space. Consider both physical 
and digital signage.

1
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Available in the Welcome to WELL Toolkit 

The Welcome to WELL Toolkit is available to 
registered v2 projects in WELL Online on the 
Promotions tab in the Engagement Materials section.

SPACE COMMUNICATIONS
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Refer to IWBI’s trademark guidelines for more 
information on using WELL marks.

SPACE COMMUNICATIONS
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When you see the WELL at scale mark, you 
can trust that we are committed to the 
highest standards for health and well-being 
across all of our locations around the world

E X A M P L E
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Onsite signage - 
Initiative/feature 
specific
Highlight the specific initiatives in 
your space that support health and 
educate on why they matter

2
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Available in 
the Welcome 
to WELL 
Toolkit 

The Welcome 
to WELL Toolkit is 
available to 
registered v2 
projects in WELL 
Online on the 
Promotions tab 
in the 
Engagement 
Materials 
section.

© 2024 International WELL Building Institute PBC. All rights reserved.

SPACE COMMUNICATIONS E X A M P L E



Digital screens
Feature your achievements and 
share your organizational values 
to all who enter your space. 3
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1

EXAMPLES INCLUDE

1. Newsletter

2. Internal health & well-being resource/directory

3. Well-being communications channel

Regular internal 
communications
Use awareness months to highlight 
WELL features that support mental 
and/or community health. 
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Newsletter
Start a weekly Workplace Well-being 
newsletter to showcase upcoming 
programming or new WELL features your 
organization is pursuing or has achieved. 1
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Workplace Well-being Weekly: April 24-28

Workplace Well-being

V09 Physical Activity Promotion

REGULAR INTERNAL COMMUNICATIONS
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C06 Health Services and Benefits

Workplace Well-being

© 2024 International WELL Building Institute PBC. All rights reserved.
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Internal health & 
well-being 
resource/directory
Develop a centralized resource to help 
employees navigate all of your offerings.

2
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Well-being 
communications 
channel
Create a way for employees to share 
events, articles, etc. with each other. 3
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1

EXAMPLES INCLUDE

1. Diversify activities to make them current and relevant

2. Celebrate aspects of place, nature and employees’ 
heritage

3. Historical acknowledgements and connections with 
community 

4. Diversify your health and well-being initiatives and 
make them fun

5. Workplace well-being committee

6. Hold a WELL plaque ceremony

Events and activities
What better way to activate your 
health and well-being initiatives than 
to offer live or virtual opportunities to 
learn, celebrate, connect and 
recharge?
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Diversify activities to 
make them current and 
relevant

A. Host a fitness challenge (V09) or virtual 
healthy cooking class (N07) during Heart 
Health month in February.

B. Organize group volunteering (C11) in 
January and June to celebrate MLK Jr. 
and Juneteenth.

C. Have your workplace book club read a 
book about neurodiverse experiences 
during Disability Pride Month in July.

D. Schedule an expert to present (M04) to 
staff about Seasonal Affective Disorder 
(SAD) the month before autumn days 
become shorter and darker.

1
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Juneteenth

Human Resources

C11 Civic Engagement
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N07 Nutrition Education
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Celebrate aspects of 
place, nature and 
employees’ heritage
At staff social events, celebrate aspects of 
place, nature (M02) and employees’ 
heritage in the drinks you mix, the food 
you serve, the art you create together, 
and in the games you play.

2
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Historical 
acknowledgements 
and connections with 
community 
At company events, make a historical 
acknowledgment (C20), have employees 
volunteer locally, or donate to a non-profit 
(C11) aligned with your company’s values.

3
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recognize their continuing presence in their 
homelands. This acknowledgement, however, is 
insufficient without our reckoning with the reality that 
everyone who stands here now has benefited from 
these Native peoples’ displacement, and it is hollow 
without our efforts to counter the effects of structures 
that have long enabled – and that still perpetuate – 
injustice against Indigenous Americans. We 
understand that our acknowledgement requires 
those of us who are settlers to recognize our own 
place in and responsibilities towards addressing 
inequity, and engaging with Indigenous communities 
to build an inclusive and equitable space for all.

This land acknowledgment is based on the land 
acknowledgements by Bard and Vassar Colleges 
and information from “The Lenape, Mohicans and 
Iroquois were native to New York State” article by 
Stephen Blauweiss and Karen Berelowitz appearing 
on Hudson Valley One.

C20 β Historical Acknowledgement

Kingston Land Historical Acknowledgement
In the spirit of truth and equity, it is with gratitude and 
humility that we acknowledge that we are gathered 
on the sacred homelands of the Esopus Munsee 
Lenape people, who are the original stewards of this 
land. Lenape roughly translates to “the original 
people,” Esopus means “small river,” and the clan 
which occupied the Hudson Valley region spoke a 
dialect called “Munsee.” Esopus was the name Henry 
Hudson gave to what is now Kingston, NY.

We acknowledge that the Esopus Munsee Lenape 
people have an enduring connection to this place, 
despite being forcibly displaced. Today, most of the 
remaining Munsee Lenape community resides as the 
Stockbridge-Munsee Community in Wisconsin, the 
Delaware Tribe and the Delaware Nation in Oklahoma 
and the Munsee Delaware Nation in Ontario.

We honor and pay respect to their ancestors past and 
present, as well as to future generations and we
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Diversify your health and 
well-being initiatives and 
make them fun
Find a way to engage the diverse interest of 
employees by offering different types of  
programming and track which are most 
impactful.

4
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Workplace 
well-being 
committee
Form a group that can drive 
and report out on activities.

5
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Hold a WELL 
achievement event

Celebrate your hard work and share your 
achievements with your stakeholders. 6
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EXAMPLES INCLUDE

1. Integrate  health and well-being goals into 
annual OKRs

2. Employee sharing opportunities

3. Ask, survey and assess 

Workplace standards
Empower employees to incorporate 
health and well-being practices and 
goal-setting into their regular work 
responsibilities.
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Integrate WELL 
health and 
well-being 
strategies into 
annual OKRs
Have employees integrate a health 
and well-being goal into their annual 
OKRs, and give them the option of 
selecting a WELL feature to help 
guide their selection.

1
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OKR instructions: 
Use the templates on the following pages to workshop your individual objectives and key results.

Write a maximum of 3 individual objectives and key results that relate to your team and 
organizational goals. In addition to those maximum 3 OKRs, write 1 OKR related to your personal 
workplace well-being and 1 OKR related to your personal diversity, equity and inclusion goals for 
the year. 

OKR examples: 
● Take steps to integrate into role and organizational culture by attending events/webcasts 

and exploring and selecting well-being benefits.

● Take dedicated 1-hour lunch breaks at least 3 times per week, using time to eat well, 
connect with colleagues and/or exercise.

● Volunteer at local soup kitchen once per quarter.
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Employee sharing 
opportunities
Invite employees to share their stories 
at org-wide meetings of how 
workplace support of their health 
and well-being benefits their lives. 2
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Ask, survey and assess
Gather feedback regularly to better 
understand and track how your employees 
perceive their environment, well-being 
policies and the effects on their health and 
well-being to adapt your approach and 
streamline your offerings. 3
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Human Resources

C04 Occupant Survey
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1

EXAMPLES INCLUDE

1. Prepare resources and response to individual needs

2. Provide returning to work support 

3. Track extra needed assistance in the case of 
emergencies

Individualized offerings
The WELL Standard is developed to 
address diverse needs and support 
individuals through different phases of 
their lives. Take measures to activate 
the diversity, equity, inclusion and 
accessibility initiatives you developed 
for your organization.
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Prepare resources 
and response to 
individual needs
Be responsive to employees' diverse 
needs, from accessibility to mental 
health support, by providing resources 
and addressing individual requests 
within your offerings.

1
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HR support guide for employees:
Being the first point of contact for any inquiry regarding work or personal need

Mental Health Resources - employees confidentially discuss their situation & I offer recommendations based on 
their need — ex. Grief counseling, Paid Family Leave, adjusted/flexible work schedule, etc.)

Employee Assistance Program (EAP) - The org offers this benefit to all full-time employees. This online resource has 
tools to help with many of life's challenges, such as work/life resources, parenting, aging, healthy living, household 
support, referrals, and more.

Employee Relations support - we discuss workload or interpersonal conflicts and based on the situation, I offer 
recommendations for consideration and actionable next steps 

1:1 meetings - with these on demand meetings, employees confidentiality share challenges, work issues, personal 
concerns, etc. and we discuss options and possible solutions

Guidance/mentorship - is offered to new and junior managers 

Accommodations - staff are encouraged to reach out to HR for any accommodations they may need as it relates 
to a disability, limitation or health concern, etc.

Policies - HR shares new policies via email with the org (ex. Recharge Fridays, Remote Work)

Follow-ups check-ins - HR follows-up and checks-in with new employees via a post onboarding system survey 
(after 45 days) and via organic virtual or in-person check-ins

© 2024 International WELL Building Institute PBC. All rights reserved.
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2
Provide returning 
to work support 
Meet with employees returning after 
pregnancy, injury, or loss to check in, 
assess their needs, and inform them of 
available benefits like lactation support 
(C09), ergonomic consultations (V11), 
or grief counseling (C10).
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Return from leave email 
Subject: Welcome Back! Let's Get You Re-onboarded Smoothly

Dear [Employee's Name],

I hope this message finds you well and you had a 
restful and rejuvenating leave.

We’re excited to welcome you back to the team! As 
you transition back into your role, we aim to make the 
process as smooth and seamless as possible. To help 
with this, here are a few steps we’ll take to facilitate 
your re-onboarding:

Catch-Up Meeting: Let’s schedule a catch-up 
meeting to review any significant updates or changes 
that may have occurred during your absence. This will 
help you get up to speed with current projects and 
priorities. Please let me know your availability this 
week so we can arrange a convenient time.

Team Update: We’ll arrange a brief team meeting to 
reintroduce you and update the team on any new 

developments or changes. This will also give you a 
chance to reconnect with everyone and discuss any 
ongoing tasks.

Revisit Your Role: If there have been any changes to 
your role or responsibilities, we’ll review them together 
to provide clarity and address any questions you may 
have.

Access and Resources: Please let us know if you need 
any help accessing files, systems, or tools that you use. 
We’ll make sure everything is up to date and 
functioning correctly.

Support: If there’s anything specific you need to help 
you settle back in or if you encounter any challenges, 
don’t hesitate to reach out. We’re here to support you.

Once again, welcome back! We’re looking forward to 
working with you and are confident that you’ll quickly 
get back into the swing of things.

Kind regards,
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C08 New Parent Support
C09 New Mother Support

Return from parental leave catch-up meeting agenda

2 min Welcome back!

3 min Refresher of organizational expectations/policies

5 min Overview of updates
Changes in policy, organizational structure, goals

5 min Tour of facilities for new parents
Lactation room, changing table, travel equipment for breastfeeding

5 min Resources overview
Share resource links for return to work counseling, postpartum counseling, child 
support options

10 min Questions
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Track extra needed 
assistance in the 
case of emergencies
In quarterly updates, ask employees with 
current injuries to notify HR or WW for 
additional support during emergency 
evacuations (C15). 3
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Emergency procedures survey
In order to accommodate all needs in the case of an 
emergency, please fill out the following survey to 
indicate if you require additional assistance. Your 
responses will be confidential and only viewed by HR. 
HR will communicate specific accommodations to 
the emergency procedure should they apply. If your 
abilities change at any point after you fill out this 
annual survey, please contact HR immediately. If you 
have any questions or concerns, do not hesitate to 
email your HR manager at [email].

LOCATION

1. Where are you based for most of the time?
2.   Do you routinely use more than one location in this building?

EMERGENCY EVACUATION PROCEDURES

3. Are you aware of the emergency evacuation procedures 
which operate in the building(s) you attend?

4. Do you require written emergency evacuation procedures?
5. Are the signs which mark emergency routes and exits clear 

enough?

EMERGENCY ALARMS

6. Can you hear the fire alarm(s) in your place(s) or work?
7. Could you raise the alarm if you discovered a fire?

ASSISTANCE

8. Do you need assistance to get out of your place of work in 
an emergency?

9. Is anyone designated to assist you to get out in an 
emergency?

10. Is the arrangement with your assistant(s) a formal 
arrangement i.e. with department person?

11. In an emergency, could you contact the person(s) in 
charge of evacuating the building(s) in which you work and 
tell them where you were located?

EVACUATION

12. Can you move quickly in the event of an emergency?
13. Do you find stairs difficult to use?
14. Are you a wheelchair user?
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