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Ready to Apply Checklist


What is this checklist for?
You already completed the Organizational Readiness Tool. This checklist helps you decide whether you are ready to apply for Recovery Friendly Workplace designation right now.

You do not need to do everything. You only need to meet five of Ohio’s nine Recovery Friendly Workplace criteria.

1. Mental and Physical Health Education
2. Inform Staff How to Seek Help
3. Connect with a Recovery Entity
4. Engage Staff with Recovery Friendly Content
5. Include Recovery Friendly Practices
6. New Hire Recovery Friendly Practices
7. Educate Leaders on Best Practices
8. Provide Alternatives for Staff in Recovery
9. Use State and National Resources

Step 1: Basics
Use the boxes below to confirm that the foundation for this work is clear. You are not being asked to write a full narrative. This is only to verify that responsibility, purpose, and intended improvement can be identified within your organization. If you can confidently check these items, you are ready to move forward.

☐ We know who is leading this work.
☐ We understand why Recovery Friendly Workplace matters for our workplace.
☐ We can explain what we hope will improve.
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Step 2: Criteria Check
The boxes in this section help you decide which Recovery Friendly Workplace criteria your organization already meets. As you review each criterion, focus on what is currently happening, not what you hope to do in the future. Check “Yes” only if the practice is real, understandable, and sustainable.
For each Recovery Friendly Workplace criterion, answer the following three questions. 
1. Are we already doing something that counts?
2. Can we describe it clearly to someone outside our organization?
3. Can we keep doing this over time?
In the table, mark Yes or No. To meet the Recovery Friendly Workplace criterion, you need five criteria with yes answers.

	Recovery Friendly Workplace Criteria
	Are we already doing something that counts?
	Can we describe it clearly to someone outside our organization?
	Can we keep doing this over time?

	1. Mental and Physical Health Education
	☐Yes      ☐No
	☐Yes      ☐No
	☐Yes      ☐No

	2. Inform Staff How to Seek Help
	☐Yes      ☐No
	☐Yes      ☐No
	☐Yes      ☐No

	3. Connect with a Recovery Entity
	☐Yes      ☐No
	☐Yes      ☐No
	☐Yes      ☐No

	4. Engage Staff with Recovery Friendly Content
	☐Yes      ☐No
	☐Yes      ☐No
	☐Yes      ☐No

	5. Include Recovery Friendly Practices
	☐Yes      ☐No
	☐Yes      ☐No
	☐Yes      ☐No

	6. New Hire Recovery Friendly Practices
	☐Yes      ☐No
	☐Yes      ☐No
	☐Yes      ☐No

	7. Educate Leaders on Best Practices
	☐Yes      ☐No
	☐Yes      ☐No
	☐Yes      ☐No

	8. Provide Alternatives for Staff in Recovery
	☐Yes      ☐No
	☐Yes      ☐No
	☐Yes      ☐No

	9. Use State and National Resources
	☐Yes      ☐No
	☐Yes      ☐No
	☐Yes      ☐No



Step 3: Proof Check
This step is a quality check on the criteria you marked “Yes.” The boxes are meant to confirm that the practice exists beyond leadership awareness and can be described simply if asked. If a box is difficult to check, it may signal that the practice needs clarification or additional work.
For each “Yes”:
☐ The practice is real, not just an idea.
☐ Staff or supervisors know about it.
☐ We could explain it in a few sentences.


Step 4: Keeping It Going
The boxes below help confirm that Recovery Friendly Workplace efforts will continue after designation. This is not about adding new work, but about identifying who will maintain visibility and responsibility over time. Check these items only if the support is already in place or clearly assigned.
☐ Someone is responsible for maintaining Recovery Friendly Workplace efforts.
☐ We have a plan to keep this visible (training, onboarding, communication).
☐ We are connected to at least one outside support or resource.

Final Question
This final question is a readiness check, not a test. If you feel comfortable submitting what you have today, based on the boxes above, you are ready to apply. If not, revisit the Organizational Readiness Tool to help clarify where you need to focus.

Are we comfortable submitting what we have today?
☐ Yes, we are ready to apply. Go to the Ohio Recovery Friendly Workplace website to apply for your designation.
☐ No. The COP-RCORP Organizational Readiness Tool can help you decide where to focus next. Visit the COP-RCORP website to find the tool and more resources for recovery friendly workplaces. 
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