








Customizing and distributing
the workforce materials

How to customize the Toolkit workforce materials

Because each company is different, the Toolkit’s
workforce materials have been designed as flexible
resources that you can adapt and use in many ways to
suit your needs. Below is a summary of things you
need to know about customizing the workforce
materials. (For the details, see Communication Toolkit
employer materials: Technical help in adapting text and
photos; see Acknowledgments and References at the end
of this document.)

The workforce materials are available to download free of
charge at the website of the National Business Group on
Health (businessgrouphealth.org/usinginformation). You
can download the Microsoft® Word file for each document
and edit it as you see fit. To check the formatting, you can

download the same material as a pdf.

There are embedded instructions and placeholder text that
you will need to delete or adapt before you use the Word
files. Specifically:

B To help guide you in customizing the workforce
materials, the Word files include instructions that
are in italics with yellow highlighting (see example
below). You will need to delete these instructions
from the final materials you distribute to
employees.

B “ABC Toy Company” is used as a fictional placeholder
name. When you see the ABC Toy Company name
or logo, it indicates a place to customize the
workforce materials by inserting your
organization’s name or logo (see example below).

a ABC Toy Company Health Tip Sheets for Employees
|Al [NOTE: delete or replace this placeholder logo and company name]
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B The workforce materials also have fictional links
to resources on the fictional ABC Toy Company’s
employee website. These links are to other
documents that are part of the workforce
materials. These links are included because we
found that people like having cross-references to
other Toolkit workforce materials. They also like
knowing that they can access all of the Toolkit
workforce materials in one place. An example is
shown below.

[NOTE: text that follows is a placeholder
that you will need to adapt or delete]
This document is part of a series of
information resources to help you get
good quality health care. For more
resources, visit your employee
website employees.com/healthinfo/

B Please keep in mind that many of the links in the
workforce materials are real links to real
resources on government or other websites. To
help you distinguish the fictional links from the real
links, the fictional links are marked with yellow
italicized instructions that tell you to adapt or
delete them. An example is shown below.

[NOTE: you will need to adapt or delete the sentence that follows and the two
bulleted points under the sentence. The two documents listed in the bulleted
points are available to you as part of the Toolkit] Look for these tip sheets
at the employee website (employees.com/healthinfo):

e “Good quality care: what it is and why you can’t take it for
granted.”

o “Information about health care quality: what it is and where to
find it.”

H If you plan to have a web-based “home” for various
Toolkit workforce materials, you can replace these
fictional references to the ABC Toy Company
employee website with the name of your own
employee website. If you won’t have a web-based
“home” for the Toolkit workforce materials, you
can delete all references to the ABC Toy Company
website and the links they include.
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H Some of the workforce materials have places marked
for you to insert information that is tailored to your
own organization. These places have sample text
that refers to the fictional ABC Toy Company.
Examples are shown earlier in this document on
pages 10 and 11. You can either replace these
placeholder references with information about
your own organization or delete them.

The workforce materials include photographs to
personalize the documents and add visual appeal.
They are all stock photos from a low-cost stock
photo company. These photographs are all
watermarked with a label that says “sample photo.”

If you want to use these same photos in your own
materials, it is very easy and the cost is quite low.

B The sample photos are included for illustration
only. For legal reasons related to copyright and
photo usage agreements, each organization that
uses the sample photos must pay to use them. The
cost is less than ten dollars each.

B Instructions tell how to order the photos from a
low-cost stock photo company (istockphoto.com)
and insert them into the Microsoft® Word® file
for the workforce material. These instructions are
in a separate pdf document called How to
customize the Toolkit workforce materials: Technical

help with text and photos.
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The workforce materials contain numerous links to
selected websites. When we tested the workforce
materials, we found that people like having
information about additional resources.

B Many of the links are to specific resources on
government sites, such as the website for the
federal Agency for Healthcare Research and
Quality. For a list of the links that are included
in the workforce materials, you can visit the
Communication Toolkit website and click Links. This

website also has additional links to resources just
for employers and unions.

B All website addresses (URLs) in the workforce
materials are current as of March 2008. You will
want to test these links and update them as needed
before you distribute the materials.

Distributing the workforce materials

With several workforce documents available to you
through the Toolkit, you have many choices. You can use
any or all of them, in whole or in part, depending on
which ones are most relevant for your organization and

your employees’ needs. You can distribute them in any way

you wish and in any order.

Depending on your employees’ needs and preferences,
you can customize and share a Toolkit workforce
document by sending it to employees or making it
available on a website. You may want to integrate
content from the workforce materials into health
information materials you are already using. You may
want to use excerpts from the materials as shorter
pieces that you can put into emails or use in other
ways; the materials with the photo-story examples
would work especially well for this purpose.

The order in which you distribute the Toolkit workforce
materials may influence how employees might react to
them. Starting with materials that employees find
especially appealing and feel most capable of using can
help pave the way for distributing documents on more
difficult topics, such as understanding health care
costs or getting the right amount of care.
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For example, documents under Topic Area 3, Tips for
getting good quality care before, during, and after a health
care appointment, and Topic Area 4, Help in using the
internet to find health information you can trust, might be
good places to start. Our testing showed that people
were universally enthusiastic about the documents in
these two areas.

In addition, the document called Good quality health
care: What it is and why you can’t take it for granted is a
useful introduction to the general topic of health care
quality. This document gives employees the foundation
they need to understand subsequent Toolkit workforce
materials. It is in Topic Area 1, Understanding the basics
of health care quality and the importance of evidence-based
information.

People value information that is readily available when
they need it and can use it. For example, keeping the
information materials about evidence-based health
care on an employee website makes access very
convenient. You can draw attention to what is on the
website by sending periodic email alerts or distributing
the materials in other ways. You can integrate the
workforce materials into your ongoing communication
about health care issues or tie the distribution of
Toolkit workforce materials to an event such as a
health fair.

You can focus the distribution of information about
evidence-based health care on times of the year when
employees are likely to find it more salient, such as
during open enrollment and during the cold and flu
season. You can avoid certain times of the year when it
may be hard to get employees’ attention or when they
may be unreceptive, such as during the holidays and
the tax season.

Reinforcing the message of evidence-based
health care

For many of your employees, using evidence-based
health care is likely to require thinking about their
health and health care in a new way. It may mean
assuming more personal responsibility. It may require
developing new skills, such as becoming more assertive
with health care providers and seeking health
information on their own.
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From our research with employees, we know that some
people have concerns about these new responsibilities
and behaviors—and about how their health care
providers might respond. For example, some people are
reluctant to speak up and ask questions about health
care quality and treatment decisions when they see a
doctor. Perhaps the doctor will be offended, because
asking questions could seem like questioning the
doctor’s judgment. Such concerns and inhibitions can
make it difficult for people to act on the information
you offer.

You can help by working with health plans and health
providers to develop shared understandings that
promote and support the patient’s role in evidence-
based approaches. To help develop and promote
consistent messages across settings, you can work with
programs that offer health-related assistance to your
employees, such as pharmacies and nurse help lines.
You can work with other organizations, such as health
departments, unions, business coalitions, advocacy
groups, and community-based organizations, on ways
to support and reinforce the information about
evidence-based approaches you are communicating to
employees.

Look for opportunities to reinforce the messages of
evidence-based health care. For example, if a
newspaper article reports quality comparisons of local
hospitals, you can use the Toolkit workforce materials
about health care quality standards and comparisons
to help employees learn more.

To check on how well the workforce materials are
working for your employees, ask for their feedback.
You can solicit their comments by email or by using
a quick web survey, or you can talk with them at lunch
or during staff meetings. Find out whether they have
looked at the Toolkit workforce materials and ask
about their reactions. Asking for their comments
and suggestions will draw their interest and help
build trust. You can use their feedback to have a
more productive conversation about evidence-based
health care.
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To access the Toolkit, visit the National Business Group on
Health (businessgrouphealth.org/usinginformation),
where you will find the following Toolkit resources:

B Workforce materials to download and adapt for use
with your employees. This collection of
Microsoft Word documents is available for you to
download free of charge and adapt to suit your
needs. The documents have been tested with
employees for comprehension and appeal.

B Documents that provide background and suggestions
to help you communicate more effectively with your
workforce about evidence-based care.

Copyright and Disclaimer

The National Business Group on Health, a 501(c)(3) non-profit
corporation, is the owner and copyright holder of the Toolkit. The
Toolkit may be reproduced and personalized in whole or in part for
educational, non-commercial purposes only and subject to
inclusions for acknowledgment of the source.

Acknowledgment of the source should state: The American
Institutes for Research developed the Toolkit materials with funding
from the California HealthCare Foundation. The National Business
Group on Health maintains and hosts the Toolkit website.

The Toolkit is provided “as is” and without warranty of any kind.
The materials are not offered for the purpose of rendering medical
or other professional advice and this information is not a substitute
for the advice of a medical professional. If you require such advice,
you should seek the services of a competent professional.

Using the Toolkit to explain evidence-based health care

+ Using the Toolkit to explain evidence-based health
care. This document points out essential
features of the workforce documents and gives
tips on how to use them. A companion
document, How to customize the Toolkit
workforce materials: Technical help with text and

photos, explains things to know about
customizing the Microsoft Word documents
and using the photos.

Communicating with employees about evidence-
based health care: Communication challenges. This
research report summarizes findings from the

research that was done to inform the
development of the Toolkit. This research
included focus groups and interviews with
employees and others, and a national web
survey of employees.
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