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COORDINATOR TOOLKIT 
Active Agency Guide

CommonHealth’s Active Agency Guide gives you a framework to encourage employees to practice health enhancing behaviors like eating smart, moving more, and managing stress. This overview discusses the tools and resources that are available to help your wellness committee organize and easily implement these activities at your worksite.


1. Talk with management about implementing wellness activities at your worksite.
Show them the activity materials. Remind management that this activity will help employees practice healthy behaviors. It will also help build social support within the worksite.

2. Designate a coordinator. The coordinator will announce activities, post and collect the sign-up sheet(s) and distribute any logs, newsletters and surveys.

3. Announce the activities with the start and end date to all employees at your worksite. Download a sample announcement poster at www.commonhealth.virginia.gov. Post the announcement in several locations such as break rooms, bulletin boards or stairwells. Depending upon the size and organization of your worksite, additional advertising may be needed via e-mail messages, staff meeting announcements or by word of mouth.

4. Recruit participants for activities. Post the sign-up sheet in appropriate places around the worksite.

5. Distribute any materials needed to complete an activity or challenge.

6. Wrap up the activity and invite all participants to meet and discuss what they enjoyed and what they would like to do differently. Encourage participants to continue practicing the healthy behaviors as part of their daily lives.

7. Evaluate the activity. Gather feedback and determine if the activity was a benefit to your staff. Make a note of how many employees participated and if there were any drop outs.

[bookmark: _GoBack]8. Present a Certificate of Participation to all participants. Download a customizable copy at www.commonhealth.virginia.gov . This can be signed by upper management or by someone else in the community. Provide prizes to teams or individuals if your budget allows. 
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