Staff Wellbeing 
Process 
Please try to follow this process as closely as possible when addressing Staff Wellbeing with the Health in Schools Team
· The questionnaire should be given out all school staff, together with an envelope into which they can be placed with the envelope sealed for returning.
· Schools should attach clear instructions as to the deadline for completing the questionnaire and also where it should be returned – if at all possible, staff should be encouraged to fill in the questionnaire during work time.
· The sealed envelopes should then be posted to the Healthy Schools team for analysis (Health in Schools Team, Public Health Directorate, Old School of Nursing, St. Luke’s Hospital, Blackmoorfoot Road, Crossland Moor, Huddersfield, HD4 5RQ).
· Completed questionnaires will be analysed by the Health in Schools team administrator.

· A report of the results will be sent to the head teacher and Healthy Schools Lead, along with a blank action plan so that the school can put in place strategies to overcome any issues identified through the survey.
· The questionnaire results and action plan will be shared with all school staff and Governors who will also be given the opportunity to contribute to the action plan further if appropriate.
· A staff wellbeing policy or equivalent should be produced.
· The staff wellbeing policy and action plan should be reviewed at least every two years.
· If possible, the questionnaire should be repeated at a later date in order to show a change.  (The Health in Schools team will do their best to support this process but schools may have to take responsibility for analysing the results themselves)

· If there are any issues which require further support, schools can contact the Health in Schools team, who can arrange a meeting between the Employee Healthcare team and the school.

