
DT Design Team Handouts
Handouts:

 • Design Team Agenda

 • Step 4A: Form Interventions Guide

 • Step 4A: Form Interventions Worksheet (Blank and Completed Sample)

 • Step 4B: Analyze Activities Worksheet Instructions

 • Step 4B: Analyze Activities Worksheet (Blank and Completed Sample)

 • Step 4C: Apply Criteria for Selecting & Evaluating Interventions 
  (Blank and Completed Sample)

 • Step 4D: Rate Intervention Options
  (Blank and Completed Sample)

 • To Do

IDEAS STEP 4
Form Interventions and
Apply Selection Criteria
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When What Discussion Questions 
0:00

(2 min) Check-in Round-robin

0:02
(1 min) Approve meeting minutes

0:03
(2 min) Review Meeting Plan

How do we think about well-being at work?
What is this program all about?

   
    Recommended Meeting #1:
    Group the solution activities (from Step 2) to form 3 intervention options

0:05
(10 min)

1. Review activities from Step 2 and 
    simplify if needed (try to limit each 
    “solution” area to fewer than 4 activities)

Are we satisfied with the list of activities from 
Step 2? Do we want to remove or replace any, 
based on co-worker suggestions? 

0:15
(40 min)

2. Form interventions
    Each DT member writes his/her ideas, 
    then team discusses:
 
    Intervention A (basic essentials)
    Intervention C (comprehensive)
    Intervention B (hybrid)

    Handout: 
    Step 4A: Form Interventions 

What are the basic essentials (must-have) 
activities? 

If we had the resources, which activities 
would we include for a comprehensive 
intervention? 
    
If you could only add a couple activities to the 
“basic essentials” which activities would they 
be to make a hybrid option? 

0:55
(5 min) Review next steps

Meeting Intent:
To form three intervention 
options and prepare a 
business case for proposal. 

Desired Outcomes:
1. A set of three intervention options, each containing a range of   
 solution activities that address the major safety and health concern. 
2. An analysis of each intervention option based on the Selection   
 Criteria set in Step 3. 
3. Evaluation ratings for each intervention option. 
4. Clarity on next steps 

Design Team Agenda

IDEAS Step 4: Form Interventions and Apply Selection Criteria

DT
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DT
When What Discussion Questions 
    
    Recommended meeting #2:
    Analyze each intervention option for scope, benefit, resources needed, and potential obstacles.

0:05
(80 min)

3. Practice and do:
    Analyze Interventions

   Handout: 
   Step 4B: Analyze Activities for    
   Interventions example and worksheet

For each intervention option, what do we 
estimate to be the –Scope (reach)
Benefits (outcomes)
Resources needed (costs, people)
Potential obstacles (Consider the activities in 
each Intervention option in this exercise)

1:25
(5 min) Review next steps

    Recommended meeting #3: Apply Step 3 selection criteria and rate each intervention option.

0:05
(50 min)

4. Apply selection criteria to evaluate 
    each intervention option.
    Place a check for each selection   
    criteria that is met. 

    Handout: 
    Step 4C: Apply Selection Criteria to 
    Intervention Options

Which intervention option(s) meet most 
criteria? 

Does any option fail to meet criteria?

0:55
(10 min)

5. Agree on interventions
    to present to SC

Do we need to modify intervention activities 
based on how well they met selection criteria? 

1:05
(20 min)

6. Team members rate each 
    intervention option (package)

    Handouts: 
    Step 4D: Rate Intervention Options 
    example and worksheet

What rating did you assign the benefits/
effectiveness for intervention 1?

 • Repeat for remaining domains, and 
        for each intervention option.
 • Discuss and resolve any differences of opinion
 
Are we comfortable presenting these 
interventions to the Steering Committee? If 
not, what would need to be modified?

1:25
(5 min)

Review Next Steps

Handouts: Intervention Proposal 
Presentation Planning Guide for Design 
Team and Steering Committee

IDEAS Step 4: Form Interventions and Apply Selection Criteria
Design Team Agenda, p2
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Design Team Handout
Step 4A, Form Interventions Guide

IDEAS Step 4: Form Interventions and Apply Selection Criteria
Design Team Handout, Activity 2

Proposing three options will increase the likelihood that the at least one option will be approved 
during IDEAS Step 5 and implemented in IDEAS Step 6.  Use this handout as a guide for grouping 
activities to form three intervention options.

Start with Solutions from Step 2

Solution 1
Activities

Solution 2
Activities

Solution 3
Activities

A D G

B E H

C F I

Form Interventions A, B, C, by grouping activities from different solutions.

There is no one right way to group the activities. The matrix shows an example of how you can 
organize the activities based on different levels of impact.

Intervention A
(Basic Essentials1)

Intervention B
(Comprehensive2)

Intervention C
(Hybrid3)

A A, B, C A, B

E D, E, F E

G, I G, H

1  Basic essentials means those activities that are “must haves.” These are the activities that must   
 be addressed to achieve any improvement in the major safety or health concern.
 
2  Comprehensive means that the intervention contains a collection of activities that, if adopted,   
 would address most or all of the key sub-issues and contributing factors in IDEAS Step 1.

3  Hybrid option builds on the basic essential activities to also include some selected activities that   
 would improve impact above the basic essentials. However, the hybrid may not address the   
 range of sub-issues as completely as the “comprehensive” option. 
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Design Team Activity
Step 4B: Analyze Activities Worksheet Instructions

IDEAS Step 4: Form Interventions and Apply Selection Criteria
Design Team Handout, Activity 3

Purpose: To understand each solution activity as thoroughly as possible so that you can make 
informed decisions about which activities will best address the Major Health, Safety, and Well-being 
Objective. 

Task: To the best of your ability, try to estimate the qualities for each intervention based on the 
dimension below. You will compare these qualities against the intervention selection criteria later. 

Intervention Qualities

 • Scope: Who and how many people will be affected by, participate in, or benefit from the   
  intervention. Try to be specific.  

 • Benefits/Effectiveness: What positive outcomes will be achieved through this    
  intervention in the short term and long term.
  
   • There may be positive outcomes for an activity above and beyond what you have   
    listed as your selection criteria for Step 3.
 
 • Resources Needed: What are the costs and/or resources needed to accomplish this   
  intervention? You can estimate these by gathering information from vendors or from   
  knowledgeable personnel (e.g. Steering Committee members) in your organization. Consider  
  the following:

  • Costs for equipment, installation, software, services?
  • Can you project the costs of new equipment over time? For example, there may be an   
   upfront cost of new equipment in the short term, but cost savings in the long term due   
   to lower energy needs, less frequent maintenance, etc.
  • Personnel time, training time and fees, to implement and maintain the intervention.
  • Vendor or consultant services to provide specialized skills or knowledge.

 • Obstacles: What factors could interfere with the success of this intervention? Note: Costs   
  should not be considered an obstacle in this category.
  
Record the information that you find in the Design Team Analyze Activities Worksheet (or an 
electronic equivalent).
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To do for the next meeting:

I will...

Complete the Design Team Analyze Activity Worksheet (or an electronic equivalent) for the 
activities that I volunteered for as part of the information gathering task.

Submit the information that I gathered from completing the Design Team Analyze Activity 
Worksheet to the facilitator one week ahead of the next scheduled DT meeting. The 
facilitator will prepare digital and/or paper copies for the DT to view and use in the next 
meeting.

Activities I will research:

1.        3.

2.        4.

Notes:

IDEAS Step 4: Form Interventions and Apply Selection Criteria
Design Team Handout
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