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Checklist: How to Write a Mental Health Policy 

By PracticalESG.com 

The following steps will help you write your mental health policy. At the end, 
you’ll find links to some well-written policies from other organizations.  

1. Define your goals. Take time to understand the purpose of your mental 
health policy to ensure you create a document that meets your internal needs. 
Some (especially smaller) companies may not have a specific mental health 
policy as it’s not mandated, so be sure that if you’re creating a policy, it 
addresses your workforce needs.  

− Have employees been asking about available resources? 

− Have there been issues of inconsistencies with how managers handle 
employee well-being, such as burnout? 

− Is there a general lack of clarity around who to go to for employee 
support? 

− Are there programs that you want to ensure employees are aware off? 

For example, if you find that managers are inconsistently addressing issues 
that impact employees, you may create a policy with the goal of creating 
clarity, visibility and consistency for your company’s mental health 
procedure. 

2. Incorporate external programs. Consider the programs you currently 
offer, such as employee assistance programs with insurance providers or 
mental health services with external providers. Ensure that the policy 
includes updated links, phone numbers and contact information, as well as 
any privacy considerations to help employees understand that these 
programs will not disclose their personal information with the company. 

3. Think wholistically. Incorporate the preventative practices and philosophies 
that the company is adopting to prevent mental health crises, if possible. For 
example: 
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− Flexible work schedules; 

− Floating holidays; 

− Manager training on topics such as “Creating a Feeling of Belonging,” 
“Helping Employees with Time Management” or “Managing 
Employee Burnout”;  

− Employee recognition programs;  

− Budgets and support for employee resource groups as spaces when 
employees can build community;  

− Anti-retaliation policies;  

− Anti-discrimination policies and DEI policies; and  

− Sick leave, parental leave and short-term disability leave.  

4. Structure and organize your document. You’ll want to think through how 
to categorize the information in easy-to-digest segments of the policy. You 
may want to think about what content you have available and the best way 
for employees to review and digest the content. 

Goal/objective of policy: Company stance on employee mental health. 

General information on mental health: Define positive mental health, 
what factors cause mental health issues and scope of what is considered a 
mental health issue.  

Company policies that impact mental health: Anti-discrimination 
policies, any retaliation policies, flexible work policies and mental health 
laws, including state laws.  

Current mental health-related offerings: EAP information, additional 
mental health treatment programs and resources, any informational resources 
that the company provides and the company programs, trainings and 
philosophies that promote and improve mental health.  
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Responsibilities: Human Resources, manager and employee 
responsibilities.  

5. Get consultation. As with all policies that impact employee health and well-
being, get consultation from your benefits and legal contact or team on 
benefits offerings and legal implications of all items stated in the policy. 

Although there is no current mandate that requires companies to have a 
mental health policy, mental health is covered by various laws that your 
organization will need to be aware of and comply with:   

− Equality Act 2010, 

− Mental Health Services Act (2004) and 

− Patient/data privacy laws.  

Ask your legal team about other relevant laws. Work with your attorney to 
ensure that your policy adheres to these laws and any state or other laws.  

6. Create a plan to roll out the policy.  

Train leadership first: It’s important that executive leaders have been 
involved in the process and they are aware of the content in the policy. 
Senior leaders also will need to be trained to understand the content of the 
policy. 

Train managers: Since managers have the furthest reach in the company as 
they work directly with most of the workforce, it’s important that they 
receive training on what the policy contains and what the manager’s role is 
in administering the policy to ensure employee well-being.  

Provide information to employees: Host information sessions to review the 
policy. It may be helpful to name and frame the sessions as “Info Sessions 
on Mental Health Offerings.” 

In this session, help employees understand that you’ve listened to their 
feedback through anonymous surveys, confidential focus groups and other 
feedback methods (whichever of these you engaged in) and you want to 
ensure that employees have a thorough understanding of the offerings at the 
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company that help to address employee well-being. Some considerations 
may be external programs that offer treatment, and some may be practices 
and philosophies that help to promote employee well-being as a preventative 
measure.   

Ensure policy is easily accessible for all employees: Post the policy on 
your intranet and ensure consistent reference to them so employees 
remember to use the resources available to them. 

7. Track impact. Track employee well-being through surveys and manager 
and employee feedback. Also track usage of offerings like floating holidays, 
attendance at trainings and employee resource group engagement. If you do 
not have a separate mental health survey, ensure that your ongoing 
engagement surveys have questions that measure employee well-being and 
employee satisfaction with your mental health offerings. On a five-point 
scale survey, consider incorporating statements that measure employee 
awareness of mental health resources, the organization’s support of mental 
health and manager support of mental health. 

Example questions to understand employees’ awareness of mental health 
resources:  

− The mental health resources and services offered here meet my and 
my family’s needs.  

− I am confident that the resources offered will help me in the future.  

Example questions to understand your organization’s support of mental 
health:  

− I feel comfortable talking about my mental health with others inside 
out organization.  

− Steps taken by the organization to support mental health have 
improved my mental health.  

Example questions to understand manager’s support of mental health:  

− My immediate manager prioritizes the mental health of our team.  
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− My manager has or would make changes to my workload or work 
environment in order to improve my mental health.  

8. Review the policy statement annually. Review the policy annually to 
ensure that it continues to be relevant and meets the needs of your 
workforce. When changes are made — for example, new mental health 
programs are added, training is updated or laws are changed — make sure 
you revisit the policy and make any changes necessary. Send out 
communication or host information sessions so employees understand the 
changes that have occurred. Ensure the feedback that you are receiving from 
your workforce is taken into consideration during the policy review and any 
doable and helpful changes are made to the policy and practice around 
mental health in response to employee needs.  

Companies with notable mental health policies:  

− Ottawa Public Health 

− Workable Mental Health Policy Template 

− Sask First Responders Mental Health Policy Template 

https://www.ottawapublichealth.ca/en/professionals-and-partners/resources/Documents/Workplace/sp_mentalhealth_en.pdf
https://resources.workable.com/mental-health-policy-template
https://saskfirstrespondersmentalhealth.ca/resource/mental-health-policy-template/

