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COORDINATOR TOOLKIT  
HOW TO FORM AN ONSITE FITNESS CLASSES FOR STATE EMPLOYEES
DHRM and DGS have partnered to make available space in state office buildings for fitness classes to be held before or after work or during lunch breaks.  Here is how to set up a class.
	Step
	New Classes

	1
	An employee organizer (someone ready to be the contact point on set up of classes)  reviews the directory of instructors in their work area and selects an instructor. 


	2
	The employee organizer determines an appropriate location in the DGS-managed work location and handles any room scheduling requirements.  (DGS has agreed to waive site usage fees for fitness classes.)  Room considerations include an open area free of furniture or equipment to allow room for the class participants, a door to the room, and electrical outlets for music if required.

	3
	The employee organizer contacts one of the instructors in the Directory to verify that he/she is interested in teaching a class. They discuss:
a. Class days and times
b. Classroom location
c. Maximum number of participants he/she can manage in space provided
d. Fees and payment frequency

	4









	The employee organizer assesses interest among their coworkers. This can be done by: 
· Holding an organizational meeting (notify the instructor in case they would like to attend) 
· Survey
· Email
Sample: CommonHealth is putting together a yoga class which will take place on Monday and Weds from 11:30 – 12:15pm in Room AB and the fee will be $__per class. Are you interested?
Or
Would you be interested in an onsite exercise class?  
What type?___ Yoga/strength training/cardio 
Time? ___11:30 -12:15 ___ 12:00 - 1:00 ____4:30 – 5:15pm

	5
	If interest exists, The employee organizer contacts the instructor to start classes. Finalize details such as building access, room location and fee collection. Waivers can be sent to participants before class begins and will be collected by instructor at the first class.


	6
	Class begins:
a. Instructor secures a signed release of liability forms from each participant and for themselves. The instructor maintains the file of all signed liability waivers.
b. Fee transfer occurs between participant and instructor.
c. Any equipment (mats, etc) is provided by the individual participant.
d. Instructor sends an email to Wellness@dhrm.virginia.gov indicating a class has been formed and if there is room for additional employees.

	7
	If a single session of a class is cancelled, the instructor is responsible for notifying the participants either by phone or email.

	8
	If the entire class series is cancelled by the instructor, the instructor is responsible for notifying the participants either by phone or email and sending an email to Wellness@dhrm.virginia.gov with the reason for the cancellation of the series of classes.
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