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The NC HealthSmart School 
Worksite Wellness Toolkit  
focuses on the first three 
levels of change: 
 
Individual— Motivating change in individual staff behavior by increasing knowledge, influenc-
ing attitudes or challenging beliefs.  Examples:  Staff members take the stairs instead of the 
elevator, quit smoking, and bring a healthy lunch three times a week. 

Interpersonal (Groups)— Recognizing that groups at the worksite can provide social identity 
and support; interpersonal activities target groups.  Examples:  Work-based weight loss pro-
grams, walk-a-thon participation, support group for smoking cessation, and monthly social 
activities for stress relief. 

Organizational— Ensuring that the policies, practices, and physical work environment support 
the behavior change.  Examples:  Tobacco-free worksite, healthy vending machine policies, 
policy addressing opportunities for physical activity during the workday. 

 

What is a School 
Worksite Wellness Program? 

A school worksite wellness program is an 
organized program for staff to enrich their 
physical, mental, emotional, and occupational 
well-being. 

A major goal of the program is to make the 
work environment more supportive of positive 
health behaviors of staff members and 
thereby reduce their risk of developing 
chronic diseases.  The concept of wellness, 
however, goes beyond reducing disease and 
includes promoting and supporting improved 
well-being for all staff members.  School 
worksite wellness programs enhance the es-
tablishment of a Coordinated School Health 
Program and can support Local Wellness 
Policies.  Additionally, school staff often 
serves as role models for students and the 
community. 

Even healthy staff members will welcome the 
opportunity to work in an environment that 
supports healthy lifestyle goals.  School 
Worksite Wellness activities can help all staff 
increase their energy and reduce stress.             

The NC HealthSmart School Worksite 
Wellness Toolkit provides the resources 
and tools to conduct school worksite wellness 
programs and activities.  These resources 
and tools have been designed utilizing a 
multi-level approach to health promotion that 
affects individuals’ decisions and abilities to 
practice positive behaviors or to make 
needed lifestyle changes.  

Key Item to Remember: 
As staff members change behaviors and their 
health improves, it is critical that the policies, 
practices, and physical environment of the work-
site also change to support the individual health 
improvements.  One cannot achieve success and 
sustainability without the other.                          
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The school worksite wellness committee 
 
• is a team of worksite staff members who formally meet and plan activities to promote 

good health for themselves and for their fellow coworkers, 
 
• represents staff from all organizational levels, 
 
• communicates to staff members information about known health risks and the value of a 

school worksite wellness committee and wellness initiatives, 
 
• creates and maintains open lines of communications between wellness committees and 

staff, 
 
• promotes participation in both individual and group activities, 
 
• advocates for worksite policies and environments that support improved health, 
 
• coordinates the monitoring and evaluation of the wellness activities/programs offered to 

staff members, and 
 
• serves as the leader/champion for wellness activities at their worksite. 
 
The NC HealthSmart School Worksite Wellness Toolkit provides the resources and tools 
for school worksite wellness committees to establish, maintain, and sustain a successful 
school worksite wellness program 

 

What is a School 
Worksite Wellness Committee? 

School Worksite Wellness—  
Commitment and Support 

 
Establishing, supporting, and maintaining a school worksite wellness committee 
provides opportunities for all staff to: 
• create a healthy worksite; 
• model healthy behaviors for students and the community, 
• foster collaboration and partnerships; and 
• establish healthy lines of communication between staff from all organizational   

levels 
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The NC HealthSmart School Worksite Wellness Toolkit: 
 
• Provides step-by-step guidelines for the establish-

ment, functioning and maintenance of a School 
Worksite Wellness Committee. 

 
• Includes a worksite School Policy and Environment 

Survey, as well as a School Employee Interest Sur-
vey. 

 
• Provides ready-to-use programs/activities that sup-

port policy and environmental changes at worksites 
to promote healthy lifestyles among staff and their 
families. 

 
• Includes a CD with all the toolkit components and 

resources, available for easy download, as well as 
appendices with documents, forms, and posters for 
copying. 

 
• The toolkit addresses four main aspects of a 

healthy lifestyle: healthy eating (Eat Smart), physi-
cal activity (Move More), quitting tobacco (Quit 
Now), and stress management (Manage Stress).  

 
A brief description of the toolkit workbooks is outlined here. 

 

What is the NC HealthSmart  
School Worksite Wellness Toolkit? 

The NC HealthSmart School Worksite 
Wellness Toolkit is an all-in-one resource 
for establishing a school worksite wellness 
program for staff that promotes and supports 
eating healthy, increasing physical activity, 
quitting the use of tobacco, and managing  
stress. 
 
This toolkit is designed for staff to create 
wellness committees that promote individual 
behavior changes, as well as policy and envi-
ronmental changes that promote good health 
for all staff members. 

The toolkit is organized into five workbooks: 
1. School Worksite Wellness Committee 

Workbook 
2. Eat Smart 
3. Move More 
4. Quit Now 
5. Manage Stress 
 
Each of the workbooks, described below, is a 
comprehensive collection of ready-to-use 
program materials for promoting school work-
site wellness. 
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School Worksite Wellness Committee Workbook: 
The key to a successful school worksite wellness program is the establishment of an organ-
ized and productive school worksite wellness committee.  This workbook outlines the step-by-
step process for establishing and maintaining a wellness committee, defines committee re-
sponsibilities, and provides ready-to-use meeting agendas, worksite surveys, program 
evaluation tools, and other resources. 
 
The remaining four (4) resource workbooks each include the following sections: 
 
• HealthStart Activity— an activity that includes ready-to-use 

materials, such as announcements, posters, handouts, etc.  
This activity focuses on individual behavior change and can 
be used to “jumpstart” school worksite wellness committees’ 
efforts and program activities that help achieve short-term 
success for your wellness program. 

 
• Resources for Individuals and Groups 
 
• Resources for School Worksite Policies 
 
• Resources for School Worksite Environments 
 
• Other Resources 
 
A brief description of each resource workbook follows. 
 
 
Eat Smart 
The food we eat directly and indirectly affects our physical and 
mental well-being.  It is the fuel that keeps our bodies going.  A 
healthy eating pattern can help to prevent several chronic dis-
eases and conditions including heart disease, stroke, some can-
cers, diabetes, high blood pressure, arthritis, osteoporosis, and 
depression.  Furthermore, a balanced diet combined with ade-
quate physical activity helps to achieve energy balance and is 
the most important factor in maintaining a desirable body weight. 
 
The Eat Smart workbook offers a wide range of resources for 
individual and group activities, as well as policy and environ-
mental changes that encourage all staff members to Eat Smart.  
The Appendices provide ready-to-use sample policies, posters, 
signs, one-page handouts, healthy food lists, and healthy recipes. 
 
 
Move More 
Physical activity helps to enhance the quality of life for people of all ages and abilities.  Sed-
entary individuals can substantially reduce their risk of developing heart disease, diabetes, 
osteoporosis, and colon cancer just by becoming moderately physically active on most days 
of the week. 
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A physically active lifestyle can help to reduce the risk of developing heart disease, diabetes, 
and certain cancers.  It also reduces heart disease risk factors 
such as high cholesterol, hypertension, and overweight as well 
as protect against stroke.  It helps to build a healthier body by 
strengthening bones, muscles and joints, aids in reducing de-
pression and anxiety, enhances the response of the immune 
system, and reduces falls among older adults.  Physical activity 
is associated with fewer hospitalizations, physician visits, and 
medications.  Moreover, physical activity need not be strenu-
ous to be beneficial; people of all ages can benefit from partici-
pating in regular, moderate-intensity physical activity, such as 
30 minutes of brisk walking, on most days of the week. 
 
The Move More workbook offers a wide range of resources for 
individual and groups activities, as well as policy and environ-
mental changes that encourage all staff members to Move 
More.  The Appendices provide ready-to-use sample policies, 
posters, signs, letters, one-page handouts, and a walking log. 
 
 
Quit Now  
Tobacco use is the number one preventable cause of death in the United States.  Tobacco 
use in any form is not only harmful for the person using the product but also for non-smokers 
and other people in the environment. 
 
Some of the proven health consequences of tobacco use include premature death, chronic 
bronchitis, emphysema, disability and disease, including heart disease, stroke, and several 
types of cancers.  Tobacco use is also a cause of intrauterine 
growth retardation leading to low birth weight babies and is a 
probable cause of unsuccessful pregnancies. 
 
In light of the above mentioned health hazards, and since to-
bacco use can lead to nicotine addiction, it makes common 
sense to Quit Now.  However, it is also true that once addicted 
to nicotine it is not easy to quit tobacco use.  Since employees 
spend a lot of time at work, worksites can help interested staff 
members to quit tobacco by taking steps to make the worksite 
tobacco free.  A tobacco-free policy/environment at the work-
site can influence an employee’s desire to quit.  (Note:  NC 
legislation requires school districts to prohibit the use of 
tobacco in school buildings, on school grounds, and at 
school sponsored events by August 1, 2008.) 
 
The Quit Now workbook offers a wide range of resources for individual and group activities, 
as well as policy and environmental changes that encourage all staff members to Quit Now.  
The Appendices provide ready-to-use sample policies, posters, signs, one-page handouts, 
worksite surveys, and a listing of free resources.  These materials will be helpful to your well-
ness committees and staff members that may use tobacco as all NC schools approach the 
legislated prohibition of tobacco use in school buildings, on school grounds, and at school-
sponsored events (effective on August 1, 2008). 
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Manage Stress  
The worksite wellness committee can initiate programs and activities to help staff manage 
their stress and gain skills to manage the demands of the work environment.  Stress is a 
naturally occurring reaction of the body to psychological or physical demands of the environ-
ment.  Stress reactions can increase blood pressure, heart rate, and respiration as well as 
affect changes in other major body systems.  These reactions prepare the body for “fight-or-
flight” when presented with physically dangerous or psychologically threatening situations.  
The causes of stress reactions in the workplace include task demands, time demands, physi-
cal demands, role demands, and interpersonal demands. 
 
The Manage Stress workbook offers a wide range of resources for individual and group activi-
ties, as well as policy and environmental changes that support the efforts of staff members  to 
Manage Stress.  The Appendices provide ready-to-use sample posters, signs, one-page 
handouts, questionnaires, and a listing of free resources. 
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Step-by-Step Instructions 

The NC HealthSmart School Worksite Wellness Toolkit recommends the following steps 
to establish a successful worksite wellness committee and to support healthy lifestyle behav-
iors among the worksite staff. 
 
The Steps: 
1. Identifying Committee Members and Prepare for  
Initial Meeting 
2. First Meeting— Establishing the Committee 
3. Second Meeting— Obtaining Employee Opinions 
4. Third Meeting— Developing an Action Plan 
5. Fourth Meeting— Updating Program Progress 
6. Fifth Meeting— Updating Program Progress 
7. Year End Meeting— Evaluating Committee Activities 
and Reporting Results 
 
 

A Year in the Life of a School Worksite Wellness Committee*: 

*This is a suggested timeline.  The timing of steps may be altered to accommodate your school’s 
academic schedule (traditional vs. year-round). 

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 1 

Month 
1  

Month 
2-3 

Month 
4-5 

Month 
6-7 

Month 
8-9 

Month 
10-11 

Month 
12 

Start of 
new year 

Identifying 
Committee 
Members 

and  
Prepare for 

Initial 
Meeting 

1st 
Meeting: 
Establish 

the      
Committee 

2nd 
Meeting: 
Obtaining 
Employee 
Opinions 

3rd 
Meeting: 

Developing 
an Action 

Plan 

4th 
Meeting: 
Updating 
Program 
Progress 

5th 
Meeting: 
Updating 
Program 
Progress 

Year-End 
Meeting:  

Evaluating 
Committee 
Activities 

and       
Reporting 
Program 
Success 

Identifying 
Committee 
Members, 

etc. 

 Date/Time: 
_________
_________ 

Date/Time: 
_________
_________ 

Date/Time: 
_________
_________ 

Date/Time: 
_________
_________ 

Date/Time: 
_________
_________ 

Date/Time: 
_________
_________ 
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School Worksite Wellness Committees— 

Key Items to Remember 
 
• In order to establish an effective school worksite wellness committee, the commit-

tee members should plan to complete the steps in the School Worksite Wellness 
Committee Workbook over a twelve-month period.  The proposed steps are flexi-
ble and can be altered to accommodate the needs of your committee and your 
school’s academic schedule (traditional versus year-round). 

 
• There are a minimum of six recommended meetings that should be held within 

this time period. This timeline may need to be expanded, for example, to include 
at least one meeting per month lasting at least one hour in duration. The number 
of meetings may depend on survey results and findings by the committee. 

 
• The School Worksite Wellness Committee Action Plan (Appendix A) is critical to 

the guidance and success of program activities, the evaluation of those activities 
and reporting results to administration. 

 
• After the wellness committee has completed the first year, the committee can 

continue to use the Toolkit and workbooks as a guide for years two, three and so 
on.  

 
• The Committee Workbook has been created so that committee members can ro-

tate off and new employees can rotate onto wellness committees. The committee 
workbook is an easy to follow guide for new committee members and helps to 
ensures sustainability of the worksite wellness program.  

 
• Worksites that have an established wellness committee can utilize this Toolkit 

and workbooks as a resource to review their current committee work and are en-
couraged to use these tools to enhance their committee work.  

 
• All committees, new or established, can utilize the agendas, surveys, resources 

and ideas provided in the Toolkit. 
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Step 1:  Identifying Committee  
Members/Prepare for Initial Meeting 

In most cases, the person completing 
Step 1 would be the person who attended 
the ‘School Worksite Wellness Toolkit 
Training’ session.  The NC HealthSmart 
School Worksite Toolkit is designed so that 
any staff member can initiate the process of 
establishing a School Worksite Wellness 
Committee, but it may be necessary to allow 
administration to identify initial committee 
members. 
 
Identifying committee members can be ac-
complished in two ways – by invitation and/or 
soliciting volunteers. The individual who at-
tended the ‘School Worksite Wellness Toolkit 
Training’ and received the toolkit can: 
 
1. Invite staff members to serve on the 

school worksite wellness committee. Staff 
members should be asked, in person or 
by letter, about their willingness and inter-
est to serve. See Appendix B for a sam-
ple committee invitation letter. 

 
2. Solicit volunteers by placing announce-

ments in high traffic locations, through 
employee newsletters, via e-mail, or by 
other means. Committee members who 
volunteer can become program 
“champions” encouraging success for the 
entire worksite. Volunteers have the po-
tential to bring increased energy to the 
committee. See Appendix C for a sample 
committee recruitment announcement.  

 
Once committee members have been identi-
fied, be sure to complete the School Worksite 
Wellness Committee Members’ Form 
(Appendix D) listing the committee mem-
bers’ names with administration’s approval, 
and any necessary workplan revision. 
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Now, Get Started! 
 
As the individual at your worksite who has completed recruitment of the school worksite well-
ness committee members, your first goal is to prepare for your first meeting.  This may seem 
relatively simple, but it is the MOST CRITICAL part of the process. 
 
• Schedule a date, time, and place that is convenient for all committee members. Allow two 

(2) hours for this initial meeting.  As you will see in Step 2, this amount of time is essential 
in establishing an effective and organized school worksite wellness committee. 

 
• The inidividual who attended the ‘School Worksite Wellness Toolkit Training’ session may 

facilitate the first meeting, where a committee chairperson will be selected. 
 
• Step 2 on the following page provides the detailed purpose of the first meeting in addition 

to a sample agenda. 
 

Identifying Committee Members—  
Key Items To Remember 

 
• Number of committee members— It is suggested that you have at least four (4) to 

twelve (12) committee members, although the maximum number of members may 
depend on the size of your worksite and the level of employee interest. 

• Suggested Committee Members— Be sure to include committee members from all 
organizational levels (administration, human resources, teaching staff, support staff, 
etc) in addition to those with special interests or skills (health educators, nurses, 
counselors, physical education staff, nutrition services staff, etc) 

• Existing Committees— Check to see if you have any existing committees such as 
SHAC, Tobacco-Free Schools, Safe Schools, or any other committees that meet to 
support Coordination School Health Programs or Local Wellness Policies and target 
members for invitation. 

• Administration Approval – All committee members need to have administration’s 
approval for the time and work they dedicate to the wellness committee. 

• Workplan Revision – Committee members will need to revise their annual workplan 
to reflect the new duties of serving on the committee. 

Getting Started— Key Items To Remember 
 
A CD-ROM is located in the front cover of the NC HealthSmart School Worksite Wellness 
Toolkit. The CD includes all the information in the each workbook of the toolkit. This CD 
can be copied and distributed to committee members during the first committee 
meeting. All files are available in PDF format for downloading and printing.  All agendas, 
letters, posters, as well as all the resources are available for easy use. 
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Agenda Items: 
 
1. Call meeting to order (5 minutes):  The meeting facilitator should select a volunteer to 

record the minutes of the meeting. 
 
2. Introductions— Committee Members (10 minutes):  Each committee member intro-

duces himself or herself and shares one favorite food and one favorite physical activity.  
Pass around a sheet of paper for everyone to sign that list their email address and phone 
number. 

 
3. Orientation to the NC HealthSmart School Worksite Well-

ness Toolkit (20 minutes):  Introduce the toolkit to committee 
members. 

• Multi-level Approach to Change (Appendix I) 
• School Worksite Wellness Program Model (Appendix J) 
• Overview of the five (5) workbooks (Appendix K) 

◊ School Worksite Wellness Committee 
◊ Eat Smart 
◊ Move More 
◊ Quit Now 
◊ Manage Stress 

 

 

Step 2:  First Meeting—  
Establishing the Committee 

As the facilitator for the first meeting of the 
school worksite wellness committee, you 
should provide an overview and orientation to 
other committee members about the pur-
pose, organization, content, and utilization of 
the NC HealthSmart School Worksite Well-
ness Toolkit. This task should be accom-
plished in the first committee meeting.  
 
The objectives and detailed points of discus-
sion for the first meeting are provided below. 
A sample agenda for the meeting is also 
provided in Appendix E. It can be copied or 
printed from the toolkit CD for distribution 
during the committee meeting. You can also 
modify the objectives and the agenda to bet-
ter suit the needs and organization of your 
particular worksite. 

Meeting Objectives: 
• Overview of and orientation to school 

worksite wellness program and the toolkit 
• Identify school worksite wellness commit-

tee chairperson and program coordinator 
• Select a name for the committee and 

write a mission statement (Appendix F) 
• Develop a communication plan to an-

nounce the program and activities to em-
ployees 

• Introduce the School Worksite Wellness 
Committee Action Plan (Appendix A) 

• Introduce the School Employee Interest 
Survey (Appendix G) 

• Introduce and distribute the School Policy 
& Environment Survey to committee 
members (Appendix H) 
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At this point, you may also distribute copies of the CD-ROM provided with the toolkit, if you 
decide to do so.  This gives the committee members the option of reviewing the toolkit con-
tents at their convenience. 
 
4. Committee Name (10 minutes):  Select your school worksite wellness committee name. 

Committee Name:  ________________________________________________________ 
 
5. Mission Statement (15 minutes):  The mission statement should be a global expression 

of what the School Worksite Wellness 
Committee wants to accomplish using 
the NC HealthSmart School Work-
site Wellness Toolkit.  The mission 
statement may include a description 
of the value of the program to the 
worksite and to its staff.  You may 
decide on a mission statement that 
reflects the work the committee 
wants to accomplish.  Some exam-
ples of mission statements are given 
here.  You may choose to select one 
from these or create your own. 

 
6. Selection of Committee Chairper-

son (10 minutes):  Select the School 
Worksite Wellness Committee Chair-
person.  The chairperson is responsi-
ble for conducting the meeting(s), 
handling any administrative paper-
work, and reporting for the commit-
tee.  This person will: 

• not need a background in health— 
the toolkit resources are self-
directing, 

• send committee meeting reminders, 
meeting minutes, and other details 
documenting the committee’s work, 

• distribute, collect, and score the 
School Policy and Environment Sur-
vey (Appendix H) 

• coordinate employee program activi-
ties with the help of the program co-
ordinator (see next agenda item) 
and, 

• submit documents such as year-end 
evaluation summaries, notes or minutes 
from meetings, sample email messages, or other such items to school and district-level 
administration, PTA, School Health Advisory Council, or any other committees that meet 
to support Coordinated School Health Programs or Local Wellness Policies. 
Committee Chairperson:  ___________________________________________________ 

 

Mission Statement Examples 
 
• “The mission of the (name of school) 

Worksite Wellness Committee is to estab-
lish and maintain a worksite that encour-
ages environmental and social support for 
a healthy lifestyle.” 

 
• “To encourage employees’ personal and 

professional productivity, and physical 
and mental well-being, the mission of the 
(name of school) Worksite Wellness 
Committee shall be to promote a worksite 
culture that supports employees’ desire to 
make healthy lifestyle choices.” 

 
• “Because employees spend 40 hours a 

week at work, it is important that the 
worksite be a healthy place to work and 
support healthy choices for employees. It 
is the mission of the (name of school) 
Worksite Wellness Committee to work 
toward implementing policies that support 
a healthy worksite and healthy employ-
ees.” 

 
• “The worksite wellness committee will 

work to provide opportunity for employees 
to develop healthier lifestyles by support-
ing the adoption of habits and attitudes 
that contribute to their positive well-
being.” 
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7. Select the School Worksite Wellness Program Coordinator 
(10 minutes):  The program coordinator (one or more persons for 
large schools— see Appendix L for role sharing ideas) will serve 
as the overall coordinator for the program activities. 

      Program Coordinator:  __________________________________ 
      This person will 

• not need a background in health— the toolkit resources 
are self-directing, 

• devote time in his or her regular work schedule to address 
coordination responsibilities 

• distribute, collect, and score the School Employee Interest 
Survey (Appendix G) which will be distributed to all staff 
at the worksite (see Appendix M for methods of distribu-
tion and collection) and, 

• coordinate staff activities with the help of the committee chairperson and/or other 
program chairs. 

 
8. Staff Communications Plan (10 minutes):  Establish a plan for communicating with staff 

members that: 
• announces the formation 

of the School Worksite 
Wellness Committee (see 
Appendix N for a sample 
poster) 

• provides information to 
staff members about up-
coming programs and 
events, and 

• provides staff members 
with periodic updates 
about the school worksite 
wellness program. 

 
9. Action Plan Template and Sample (5 minutes):  Provide a copy of the School Worksite 

Wellness Committee Action Plan Template and Sample for committee members to review 
for the next meeting (see Appendix A). 

 
10. School Employee Interest Survey (10 minutes):  Provide a 

copy of the School Employee Interest Survey and the accom-
panying cover letter (Appendix G) to all committee members 
to review before the next meeting.  The results of this survey 
will help the committee determine the short-term goals for the 
School Worksite Wellness Committee Action Plan. 
 
Ask that the committee members review the survey and think 
about how this survey should be distributed to the staff at your 
worksite.  This may be done personally, through email, mail-
boxes, or some other practical means depending upon the size 
of your worksite and the number of staff members.  (See Ap-
pendix M for survey distribution and collection suggestions.) 

Examples of communications: 
 

• Email announcements 
• Staff letters 
• Payroll stuffers 
• Kick-off events 
• Announcements through school “intranet” ser-

vice, intercom system, or at staff meetings and 
celebrations 

• Posters on bulletin boards, entrance doors, 
and restroom doors 

• Newsletter articles 
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11. School Policy and Environment Survey (10 minutes):  Distribute a copy of the School 
Policy and Environment Survey (Appendix H) to the committee members.  The commit-
tee members need to complete this survey and return it to the 
committee chair before the next meeting so the chair will have 
time to compile the results for discussion at the next meeting.  
The results of this survey will help the committee determine the 
long-term goals for the School Worksite Wellness Committee 
Action Plan 

 
12. Schedule Future Meetings (10 minutes):  It is recommended 

that the committee members schedule the future five meetings at 
this point.  The second meeting should be scheduled within one 
month of the first meeting.  The following timeline is suggested 
over a twelve-month period.  However, the timing of steps may 
be altered to accommodate your school’s academic schedule 
(traditional vs. year-round). 

 

 
13. Adjourn:  Reminder— The chairperson must send a meeting reminder notice to all com-

mittee members at least one week prior to the next meeting.  Minutes from the previous 
meeting and the upcoming meeting agenda can be included with that reminder. 

A Year in the Life of a School Worksite Wellness Committee*: 

*This is a suggested timeline.  The timing of steps may be altered to accommodate your school’s 
academic schedule (traditional vs. year-round). 

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 1 

Month 
1  

Month 
2-3 

Month 
4-5 

Month 
6-7 

Month 
8-9 

Month 
10-11 

Month 
12 

Start of 
new year 

Identifying 
Committee 
Members 

and  
Prepare for 

Initial 
Meeting 

1st 
Meeting: 
Establish 

the      
Committee 

2nd 
Meeting: 
Obtaining 
Employee 
Opinions 

3rd 
Meeting: 

Developing 
an Action 

Plan 

4th 
Meeting: 
Updating 
Program 
Progress 

5th 
Meeting: 
Updating 
Program 
Progress 

Year-End 
Meeting:  

Evaluating 
Committee 
Activities 

and       
Reporting 
Program 
Success 

Identifying 
Committee 
Members, 

etc. 

Completed Today’s 
Date/Time 

Date/Time: 
_________
_________ 

Date/Time: 
_________
_________ 

Date/Time: 
_________
_________ 

Date/Time: 
_________
_________ 

Date/Time: 
_________
_________ 
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Step 3:  Second Meeting—  
Obtaining Employee Opinions 

THE OBJECTIVES and detailed points of 
discussion for the second meeting are pro-
vided below. A sample agenda for the meet-
ing is also provided in Appendix O. It can be 
printed from the toolkit CD for distribution 
during the committee meeting. You can also 
modify the objectives and the agenda to bet-
ter suit the needs and organization of your 
particular worksite. 

Meeting Objectives: 
• Outline plan to distribute and collect the 

School Employee Interest Survey 
• Review results from the School Policy & 

Environment Survey 
• Identify funds for incentives and materials 
• Discuss current and potential worksite 

policy for wellness activities  

Obtaining Employee Opinions— Key Items To Remember 
 
This meeting will accomplish several major tasks for the committee: 
 
1. The School Employee Interest Survey will be discussed and distributed to all 

staff members at your worksite after this meeting.  As a committee chairperson 
and/or member, it is critical that you support the work of your committee and en-
courage your fellow coworkers to complete the survey. 

 
This is the key document for engaging staff in the wellness activities selected for 
their worksite, and finding out their interests and needs will contribute to the overall 
success of the committee’s work and the worksite wellness program.  The result of 
this survey will guide the committee’s short-term goals for your action plan and the 
selection of HealthStart initial activities that will be introduced at the worksite. 

 
2. The School Policy and Environment Survey results will be reviewed to help the 

committee develop long-term goals for the action plan regarding policy and envi-
ronment changes.  The results of the survey may very well show that there are 
several issues that need to be addressed; however, it is good to strive for one 
change at a time.  As policy and environment changes are adopted (either formally 
or informally), new action plans can be created to address other issues. 

 
3. Incentives and Worksite Time Considerations for Activities may be discussed.  

This will vary from worksite to worksite and is one of the tasks that would involve 
administration’s input.  As a reminder, the toolkit is equipped with all the resources 
you need to start wellness activities at your worksite.  Additional incentives and re-
sources are an added bonus to your program, should they be available. 
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Agenda Items: 
 
1. Call meeting to order— Chairperson (5 minutes):  The committee chairperson should 

select a volunteer to record the minutes of the meeting. 
 
2. Old Business— Chairperson (5-10 mintues):  List any unfinished tasks from the previous 

meeting as indicated in the minutes. 
__________________________________________________________________________ 
__________________________________________________________________________ 
__________________________________________________________________________ 
 
3. School Employee Interest Survey – Program Coordinator (10 

minutes) 
• Decide how to distribute the survey to staff at your worksite. This 

may be done personally, through email, mailboxes or some 
other practical means depending upon the size of the facility and 
number of staff members.  (Review Appendix M for survey dis-
tribution and collection suggestions) 

• Choose the dates that the surveys will be distributed and when 
they should be completed and returned. Allow at least one week 
for staff to complete and return the survey to the specified per-
son. Also, the return date should be such that it gives a reason-
able amount of time to the Program Coordinator to compile the 
results for the next committee meeting. Be sure to include the return date and Program 
Coordinator name on the survey before distributing them to the staff. 

• The Program Coordinator distributes, collects and scores the survey and reports the re-
sults at the next meeting. The School Employee Interest Survey score sheet is provided in 
Appendix G. 

• The results of the School Employee Interest Survey will be reviewed at the next meeting 
and will be used by the committee to determine the short-term 
goals for the Action Plan. 

 
4. School Policy and Environment Survey Report— Chairper-

son (20 minutes):  The committee chairperson should have 
received a completed School Policy and Environment Survey 
from each committee member before this meeting.  Also, us-
ing the survey score sheet (provided in Appendix H), the 
chairperson should have arrived at the results for the survey.  
Discuss these results with the committee members. 

 
     Report the total score for each of the following from the survey    
     score sheet.  
 
  Eat Smart __________ Manage Stress __________ 
  
  Move More __________ Quit Now  __________ 

 
A high score in any of the sections indicates that the committee needs to consider select-
ing long-term goal(s) for promoting policy and/or environmental changes at the worksite.  
Refer to the Sample Action Plan (Appendix A) for examples. 
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Next, select activities from the four (4) resource workbooks— Eat Smart, Move More, Quit 
Now, and Manage Stress— that correspond to the committee’s long-term goal(s).  Refer 
to the Sample Action Plan (Appendix A) to see how the strategies and steps will be re-
ported on your action plan. 

 
Make a list of the strategies and steps that your worksite wellness committee plans to im-
plement.  Once the committee has determined the long-term goal(s) for your worksite, re-
cord the strategies on your action plan that will be completed at the next meeting. 

 
5. Management issues— Chairperson (30 minutes):  The chairperson may need to assign 

on or two members of the committee to follow up on the following questions and others 
that may arise during discussion for reporting at the next meeting. 

 
6. Next meeting date(s)— Program Coordinator (10 minutes):  The committee may have 

already decided the dates for the upcoming meetings during the first meeting.  However, it 
would be beneficial to review these dates once again, both as a reminder and to provide 
and opportunity for any changes. 

 
7. Adjourn:  Reminder— The chairperson must send a meeting reminder notice to all com-

mittee members at least one week prior to the next meeting.  Minutes from this meeting 
and the upcoming meeting agenda can be included with that reminder. 

Management Issues— Questions to Address: 
 

Funding for incentives and materials— Chairperson (15 minutes) 
• What is your anticipated budget need? 
• Is funding available from administration? 
• Is any funding available from outside sources? 
 
Worksite policy for wellness activities— Chairperson (15 minutes) 
• Who has authority to approve time considerations for activities during work hours? 
• What might be the restrictions regarding wellness activities at the worksite? 
• How much time is allowed for wellness activities— if any?  Example:  30 minutes per    
      staff member 3 times a week; 15 minutes per staff member, daily paired with estab-      
      lished break time; 1 hour per month for all employees to participate in a group activity. 
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A Year in the Life of a School Worksite Wellness Committee*: 

*This is a suggested timeline.  The timing of steps may be altered to accommodate your school’s 
academic schedule (traditional vs. year-round). 

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 1 

Month 
1  

Month 
2-3 

Month 
4-5 

Month 
6-7 

Month 
8-9 

Month 
10-11 

Month 
12 

Start of 
new year 

Identifying 
Committee 
Members 

and  
Prepare for 

Initial 
Meeting 

1st 
Meeting: 
Establish 

the      
Committee 

2nd 
Meeting: 
Obtaining 
Employee 
Opinions 

3rd 
Meeting: 

Developing 
an Action 

Plan 

4th 
Meeting: 
Updating 
Program 
Progress 

5th 
Meeting: 
Updating 
Program 
Progress 

Year-End 
Meeting:  

Evaluating 
Committee 
Activities 

and       
Reporting 
Program 
Success 

Identifying 
Committee 
Members, 

etc. 

Completed Completed Today’s 
Date/Time 

Date/Time: 
_________
_________ 

Date/Time: 
_________
_________ 

Date/Time: 
_________
_________ 

Date/Time: 
_________
_________ 
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Step 4:  Third Meeting—  
Developing An Action Plan 

Meeting Objectives: 
• Review results from the School Employee 

Interest Survey 
• Identify short-term goal(s) (based on 

School Employee Interest Survey) 
• Review long-term goal(s) (based on 

School Policy and Environment Survey) 
• Create an Action Plan for your school 

worksite wellness program  
• Schedule follow-up meeting to check pro-

gress 
 
 
Agenda Items 
 
1. Call meeting to order— Chairperson (5 
minutes):  The committee chairperson should 
select a volunteer to record the minutes of 
the meeting. 
 
2. Old Business— Chairperson (5 – 10 
minutes):  List any unfinished tasks from the 
previous meeting as indicated in the minutes. 
____________________________________
____________________________________ 
____________________________________ 
 
3. School Employee Interest Survey Re- 
port—  Program Coordinator (20 minutes):  
The Program Coordinator should have re-
ceived a completed School Employee Inter-
est Survey from staff members at the work-
site before this meeting, and calculated the 
results using the survey score sheet 
(Appendix G).  (Note: The Coordinator may 
have asked for help from one or two other 
committee members to analyze the results of 
this survey, depending upon the size of the 
worksite and the response rate for the sur-
vey). 

Discuss these results with other committee 
members. 
 
Total # of Surveys Distributed   __________  
Total # of Surveys Returned     __________ 
 
Comparing the number of survey distributed 
to the number returned will provide a glimpse 
at the success of your survey distribution 
methods and the general interest level of the 
staff. 
 
The score for each of the questions in the 
School Employee Interest Survey reflects the 
level of employee interest in that particular 
area. High numbers indicate higher level of 
interest. As a team, look at the scores and 
identify the area that your worksite wellness 
committee would like to address first.  Report 
the total score from each of the following 
from the survey score sheet: 
 
      Eat Smart  ___________ 

Move More ___________ 
Quit Now  ___________ 
Manage Stress ___________ 
 

A high score in any of the sections indicates 
that the committee needs to consider select-
ing short-term goal(s) for promoting individual 
behavior changes of employees.  Refer to the 
Sample Action Plan (Appendix A for exam-
ples. 
 
Next, select activities that correspond to the 
committee’s short-term goal(s) from the 
HealthStart activities that appear in the front 
of each of the resources workbooks— Eat 
Smart, Move More, Quit Now, and/or Manage 
Stress.  The HealthStart activities are pro-
vided to allow a “jumpstart” on implementing  
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committee activities.  The committee can also use any of the activities found throughout 
the resource workbooks. 

 
Refer to the Sample Action Plan (Appendix A) to see how the strategies and steps will 
need to be reported on your action plan.  You may use the space below to jot down some 
initial ideas. 

 
4. Developing the Action Plan— Chairperson (20 minutes):  Record the following informa-

tion on the School Worksite Wellness Committee Action Plan (Appendix A): 
• Worksite 
• Committee Name 
• Committee Chairperson 
• Program Chair 
• Other Chairs 
• Mission Statement 
• Committee Members 
• Short-term goals— Strategies and Steps:  Determine who is responsible for each 

strategy and the date of implementation; record results/outcomes after each activ-
ity. 

• Long-term goals— Strategies and Steps:  Determine who is responsible for each 
strategy and the date of implementation; record results/outcomes after each activ-
ity. 

• Year-end Evaluation Summary— this section will be completed at the last meeting. 
• Recommendations from the Committee— this section will be completed at the last 

meeting. 
 

5. Evaluate Program Activities— Chairperson (20 minutes):  Think about ways to get feed-
back from staff members on the individual and/or group activities that you implement at 
your worksite.  One way is to have participants complete an evaluation form at the end of 
each activity or once the activity is completed you can email them a few short questions 
about the activity.  (See Appendix P for an example of an activity evaluation form.) 

 
The evaluation information collected through participant feedback will need to be summa-
rized in the Evaluation section of the Action Plan and can be reiterated in the Year-End 
Evaluation Summary. 

Action Planning Ideas—  
Activities/Strategies and Steps: 

 

______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________ 
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6. Next meeting date(s)— Program Coordinator (5 minutes):  Remind the committee mem-
bers of the dates for the future meetings to check the progress of the Action Plan.  This 
will also provide an opportunity to make any changes to the scheduled dates, if needed. 

 

 
7. Adjourn:  Reminder— The chairperson must send a meeting reminder notice to all com-

mittee members at least one week prior to the next meeting.  Minutes from the previous 
meeting and the upcoming agenda can be included with the reminder. 

 

A Year in the Life of a School Worksite Wellness Committee*: 

*This is a suggested timeline.  The timing of steps may be altered to accommodate your school’s 
academic schedule (traditional vs. year-round). 

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 1 

Month 
1  

Month 
2-3 

Month 
4-5 

Month 
6-7 

Month 
8-9 

Month 
10-11 

Month 
12 

Start of 
new year 

Identifying 
Committee 
Members 

and  
Prepare for 

Initial 
Meeting 

1st 
Meeting: 
Establish 

the      
Committee 

2nd 
Meeting: 
Obtaining 
Employee 
Opinions 

3rd 
Meeting: 

Developing 
an Action 

Plan 

4th 
Meeting: 
Updating 
Program 
Progress 

5th 
Meeting: 
Updating 
Program 
Progress 

Year-End 
Meeting:  

Evaluating 
Committee 
Activities 

and       
Reporting 
Program 
Success 

Identifying 
Committee 
Members, 

etc. 

Completed Completed Completed Today’s 
Date/Time 

Date/Time: 
_________
_________ 

Date/Time: 
_________
_________ 

Date/Time: 
_________
_________ 

 

Simple Guidelines for Documenting Programs/Activities: 
 
Be sure to document all of the events associated with any of the programs/activities that 
you implement at your worksite.  For example: 
• Write a short summary of the program activity. 
• Document the number of staff members that participate in each activity. 
• Take pictures at your event.  These pictures can be used to advertise and promote 

future events. 
• Distribute evaluation surveys for activities and your entire program efforts (see exam-

ples in Appendix P and Q). 
• Review the evaluations and prepare a short summary of the successes and/or lessons 

learned. 
• Record the information on the committee’s Action Plan. 
• Additional information may be documented and kept in a binder. 
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Step 5:  Fourth Meeting—  
Updating Program Progress 

Meeting Objectives: 
• Assess progress of the Action Plan 
• Change or revise Action Plan if needed 
• Determine if new or additional strategies 

and steps should be initiated 
 
Agenda Items: 
 
1. Call meeting to order— Chairperson (5 

minutes):  The committee chairperson 
should select a volunteer to record the 
minutes of the meeting. 

 
2. Old business— Chairperson (5-10 min-

utes):  Discuss any unfinished tasks from 
the previous meeting as indicated in the 
minutes 

____________________________________ 
____________________________________
____________________________________
____________________________________ 
 
3. Action Plan progress check— Program 

Coordinator (40 minutes): 

• As a team, review the implementation 
of the Action Plan that was completed 
during the last meeting.  The commit-
tee members should discuss whether 
the specified strategies and steps 
listed on the Action Plan were started 
and/or completed on the specified 
dates and whether the staff is moti-
vated to participate in wellness pro-
gram activities. 

• Also discuss any obstacles or prob-
lems encountered in the implementa-
tion of the Action Plan.  This meeting 
should serve as an opportunity for the 
committee to revise or update the Ac-
tion Plan to better suit the needs of 
their worksite and staff members.  
The committee should discuss the 
need for any changes to current 
strategies or addition of new strate-
gies that would help to improve the 
effectiveness of the worksite wellness 
program.  The Action Plan should be 
updated to reflect any changes or ad-
ditions. 

Action Plan Update— 
 

          Obstacles/Problems                        Solutions 
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________ 
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4. Next meeting date(s)— Program Coordinator (5 minutes):  Remind the committee mem-
bers of the dates for upcoming meetings to assess further progress of the Action Plan.  
This will also provide an opportunity to make changes to scheduled dates, if needed. 

 
5. Adjourn:  Reminder— The chairperson must send a meeting reminder notice to all com-

mittee members at least one week prior to the next meeting.  Minutes from the previous 
meeting and the upcoming agenda can be included with the reminder. 

A Year in the Life of a School Worksite Wellness Committee*: 

*This is a suggested timeline.  The timing of steps may be altered to accommodate your school’s 
academic schedule (traditional vs. year-round). 

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 1 

Month 
1  

Month 
2-3 

Month 
4-5 

Month 
6-7 

Month 
8-9 

Month 
10-11 

Month 
12 

Start of 
new year 

Identifying 
Committee 
Members 

and  
Prepare for 

Initial 
Meeting 

1st 
Meeting: 
Establish 

the      
Committee 

2nd 
Meeting: 
Obtaining 
Employee 
Opinions 

3rd 
Meeting: 

Developing 
an Action 

Plan 

4th 
Meeting: 
Updating 
Program 
Progress 

5th 
Meeting: 
Updating 
Program 
Progress 

Year-End 
Meeting:  

Evaluating 
Committee 
Activities 

and       
Reporting 
Program 
Success 

Identifying 
Committee 
Members, 

etc. 

Completed Completed Completed Completed Today’s 
Date/Time 

Date/Time: 
_________
_________ 

Date/Time: 
_________
_________ 
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Step 6:  Fifth Meeting—  
Updating Program Progress 

Meeting Objectives: 
• Assess progress of the adopted Action 

Plan 
• Change or revise Action Plan if needed 
• Determine if new or additional strategies 

and steps should be initiated 
• Finalize overall worksite wellness pro-

gram evaluation plan 
 
 
Agenda Items: 
 
1. Call meeting to order— Chairperson (5 

minutes):  The committee chairperson 
should select a volunteer to record the 
minutes of the meeting. 

 
2. Old Business— Chairperson (5 – 10 

minutes):  Discuss any unfinished tasks 
from the previous meeting as indicated in 
the minutes. 

____________________________________
____________________________________
____________________________________
____________________________________ 
 
3. Action Plan Progress Check— Program 

Coordinator (25 minutes):   
• As a team, review the implementation 

and progress of the Action Plan. The 
committee members should discuss 
whether the strategies and steps were 
completed on the specified dates and 
whether the wellness program and activi-
ties are being accepted by the staff mem-
bers at their worksite. 

• Also discuss any obstacles or problems 
encountered in the implementation of the 
Action Plan. This meeting should serve 
as an opportunity for the committee to 
revise  

or update the program Action Plan to bet-
ter suit the needs of their worksite and 
staff. The committee should discuss ac-
tivities or addition of new activities that 
would help to improve the effectiveness of 
the worksite wellness program. The Ac-
tion Plan should be updated to reflect any 
changes or additions. 

 
4. Overall Evaluation Plan— Chairperson

(15 minutes):  The worksite wellness 
committee should review their initial plans 
to evaluate the results of the overall well-
ness program conducted at the worksite. 
The committee can obtain information 
about the effectiveness of the activities 
completed at their worksite by: 

• Repeating the School Policy and Environ-
ment Survey by committee members 
(Appendix H) 

• Conducting the Employee Satisfaction 
with Worksite Wellness Program Survey 
(Appendix Q)  

• Reviewing evaluation data from employee 
wellness activities (Appendix P) 

 
Since the next committee meeting would be 
the last one for current program year, these 
surveys and any other evaluation mecha-
nisms should be conducted well before the 
next meeting. This will allow the committee 
members to discuss the results of the sur-
veys and share program evaluation data dur-
ing the final meeting of the program year. 
 
Choose the dates that these surveys would 
be distributed, collected and analyzed and 
the person(s) responsible for each. 
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5. Next meeting date(s)— Program Coordinator (5 minutes):  Remind the committee mem-
bers of the dates for upcoming meetings to evaluate the impact and results of the pro-
grams and activities carried out to promote worksite wellness.  This will also provide an 
opportunity to make changes to scheduled dates, if needed. 

 
6. Adjourn:  Reminder— The chairperson must send a meeting reminder notice to all com-

mittee members at least one week prior to the next meeting.  Minutes from the previous 
meeting and the upcoming agenda can be included with the reminder. 

 

 

Notes for creating the Program Evaluation Plan: 
 

• The School Policy and Environment Survey (Appendix H) should be completed by 
the school worksite wellness committee members only. The Employee Satisfaction 
with Worksite Wellness Program Survey (Appendix Q) should be distributed to all  
staff at the worksite.  (See Appendix M for distribution and collection suggestions.) 

• Select a distribution date about one month before the scheduled date for the year-
end meeting 

• The final date for committee members/staff to return the completed surveys should 
be at least two weeks prior to the last meeting. This will provide ample time to the 
committee member(s) responsible for analyzing the surveys. 

• The completed School Policy and Environment Surveys can be scored using the 
score sheet provided in Appendix H. Ideally, the results should show improved 
scores in the wellness topic that was targeted for intervention.  

• Before distributing the Employee Satisfaction Surveys specify the return date and 
name of the person responsible for collecting the surveys and include this informa-
tion on the survey form.  More than one person may need to be designated for col-
lecting surveys if you have multiple worksite buildings. 

• Depending upon the number of staff members at your worksite, the analysis of com-
pleted Employee Satisfaction with Worksite Wellness Program Surveys may require 
the time of more than one committee member. 

Survey Distribution Date/  
Responsible Member 

Collection Date/ 
Responsible Member 

Analysis Date/  
Responsible Member 

 
School Policy 

&  
Environment 

Survey 
 

 
_______________ 

 
_______________ 

 
_______________ 

 
_______________ 

 
_______________ 

 
_______________ 

 
School 

Employee  
Satisfaction 

Survey 
 

 
_______________ 

 
_______________ 

 
_______________ 

 
_______________ 

 
_______________ 

 
_______________ 
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A Year in the Life of a School Worksite Wellness Committee*: 

*This is a suggested timeline.  The timing of steps may be altered to accommodate your school’s 
academic schedule (traditional vs. year-round). 

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 1 

Month 
1  

Month 
2-3 

Month 
4-5 

Month 
6-7 

Month 
8-9 

Month 
10-11 

Month 
12 

Start of 
new year 

Identifying 
Committee 
Members 

and  
Prepare for 

Initial 
Meeting 

1st 
Meeting: 
Establish 

the      
Committee 

2nd 
Meeting: 
Obtaining 
Employee 
Opinions 

3rd 
Meeting: 

Developing 
an Action 

Plan 

4th 
Meeting: 
Updating 
Program 
Progress 

5th 
Meeting: 
Updating 
Program 
Progress 

Year-End 
Meeting:  

Evaluating 
Committee 
Activities 

and       
Reporting 
Program 
Success 

Identifying 
Committee 
Members, 

etc. 

Completed Completed Completed Completed Completed Today’s 
Date/Time 

Date/Time: 
_________
_________ 
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Step 7:   Year-End Meeting—  
Evaluating Committee Activities 
and Reporting Program Success 

Meeting Objectives: 
• Complete Action Plan Year-End Evalua-

tion Summary of the School Worksite 
Wellness Program using the results from: 
• Employee Evaluation of a Worksite 

Activity (Appendix P) 
• Employee Satisfaction with School 

Worksite Wellness Program Survey 
(Appendix Q)  

• Repeat School Policy and Environ-
ment Survey (Appendix H) 

• School Worksite Wellness Milestone 
Survey (Appendix S) 

• Complete the NC HealthSmart School 
Worksite Wellness Toolkit Evaluation 
Form (Appendix R) 

• Complete the School Worksite Wellness 
Committee Evaluation (Appendix T) 

• Schedule the first committee meeting for 
the upcoming year. 

 
Agenda Items: 
1. Call meeting to order— Chairperson (5 

minutes):  The committee chairperson 
should select a volunteer to record the 
minutes of the meeting. 

2. Worksite Wellness Program Evalua-
tion— Chairperson (20 minutes): 

• The program chair should report from the 
Action Plan the results/outcomes of all 
activities and/or programs initiated. 

• The committee member(s) that collected 
and analyzed the Employee Satisfaction 
with School Worksite Wellness Program 
Survey and the repeat School Policy and 
Environment Survey should present those 
results to the committee. 

The committee as a group should discuss 
recommendations for the next year’s worksite 
wellness program, as well as document suc-
cesses and barriers experienced in planning, 
promoting, completing, and evaluation school 
worksite wellness activities. 
 
Activity Successes: 
____________________________________
____________________________________ 
____________________________________
____________________________________ 
____________________________________
____________________________________ 
 
Activity Barriers: 
____________________________________
____________________________________ 
____________________________________
____________________________________ 
____________________________________
____________________________________ 
 
 
• The repeated School Policy and Environ-

ment Survey should have been analyzed 
using the survey score sheet provided in 
Appendix H. Ideally, the results should 
show improved scores in the wellness 
topic that was targeted for intervention.  
The committee as a group should discuss 
and summarize the results as recommen-
dations for the next year’s worksite well-
ness program, as well as document suc-
cesses and barriers experienced in plan-
ning, promoting, completing, and evaluat-
ing school worksite wellness activities. 
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Policy/Environment Successes: 
____________________________________
____________________________________ 
____________________________________
____________________________________ 
____________________________________
____________________________________ 
 
Policy/Environment Barriers: 
____________________________________
____________________________________ 
____________________________________
____________________________________ 
____________________________________
____________________________________ 
 
• The committee chairperson should ask 

for any other recommendations to carry 
forward to the next year’s committee. 

• The committee chairperson should com-
plete the Action Plan by recording the 
year-end evaluation summary information 
provided above.  A copy of the completed 
Action Plan should be shared with work-
site staff, school and district administra-
tion, School Health Advisory Committee, 
other committees dedicated to your Coor-
dinated School Health Program, Parent 
Teacher Association, School Board of 
Education, and community members. 

• The committee should also complete the 
School Worksite Wellness Milestone Sur-
vey provided in Appendix S.  Completion 
of this survey provides an overview of the 
committee’s accomplishments.  The com-
mittee as a group should discuss and 
summarize the results as recommenda-
tions for the next year’s worksite wellness 
program. 

 
3. NC HealthSmart Worksite Wellness 

Toolkit Evaluation— Program Coordina-
tor (20 minutes):  The school worksites 
wellness committee members must also 
complete the NC HealthSmart School 
Worksite Wellness Toolkit Evaluation Sur-
vey (Appendix R).  Only one evaluation 
form should be completed per commit-
tee; however, all committee members 
should participate in the completion of the 

survey.  The responses should be re-
ported keeping in mind the overall useful-
ness and effectiveness of the entire toolkit 
during the implementation period. The 
responses to the questions in the evalua-
tion form will help to improve the contents 
and effectiveness of the Toolkit for future 
implementation. 

 
4. Completion of the School Worksite 

Wellness Committee Evaluation Form 
(Appendix T)— (Chairperson 15 min-
utes):  The committee should complete 
the School Worksite Wellness Committee 
Evaluation Form.  The results provide an 
overview of the committee’s strengths 
and weaknesses. 

 
5. Next Year Implementation of the NC 

HealthSmart Toolkit— Chairperson (15 
minutes):  The year-end meeting should 
also serve as an opportunity for the work-
site wellness committee members to real-
ize that it is not the end of the worksite 
wellness program, but a time for continu-
ing to build upon the enhanced the health 
of their employees. 

 
The committee members should review 
the roles and responsibilities that they 
fulfilled during the entire implementation 
period. Committee members will con-
tinue to serve on the committee or step 
down to open space for new members. 
The committee members should collec-
tively decide on the date when the NC 
HealthSmart School Worksite Well-
ness Toolkit will be implemented for the 
next year starting from step one as out-
lined in this workbook. 

 
It is suggested that the committee com-
pile meeting minutes, copies of surveys, 
survey reports, completed action plan, 
and any other documents pertinent to 
the committee.  These documents 
should be recorded on a CD and kept as 
hard copies in a three-ring binder as a 
reference for the committee members of 
the next years’ wellness program. 
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A Year in the Life of a School Worksite Wellness Committee*: 

*This is a suggested timeline.  The timing of steps may be altered to accommodate your school’s 
academic schedule (traditional vs. year-round). 

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 1 

Month 
1  

Month 
2-3 

Month 
4-5 

Month 
6-7 

Month 
8-9 

Month 
10-11 

Month 
12 

Start of 
new year 

Identifying 
Committee 
Members 

and  
Prepare for 

Initial 
Meeting 

1st 
Meeting: 
Establish 

the      
Committee 

2nd 
Meeting: 
Obtaining 
Employee 
Opinions 

3rd 
Meeting: 

Developing 
an Action 

Plan 

4th 
Meeting: 
Updating 
Program 
Progress 

5th 
Meeting: 
Updating 
Program 
Progress 

Year-End 
Meeting:  

Evaluating 
Committee 
Activities 

and       
Reporting 
Program 
Success 

Identifying 
Committee 
Members, 

etc. 

Completed Completed Completed Completed Completed Completed Today’s 
Date/Time 
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APPENDIX A:  Sample Action Plan 
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APPENDIX A:  Sample Action Plan 



 

NC HealthSmart School Worksite Wellness Toolkit— Committee Workbook 
38 

 
APPENDIX A:  Sample Action Plan 
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APPENDIX A:  Sample Action Plan 
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APPENDIX A:  Blank Action Plan 
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APPENDIX A:  Blank Action Plan 
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APPENDIX A:  Blank Action Plan 



 

NC HealthSmart School Worksite Wellness Toolkit— Committee Workbook 
43 

 
APPENDIX A:  Blank Action Plan 
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APPENDIX B:  Sample Committee Invitation Letter 

 
 
 
Date ______________________          
 
Dear ______________________, 
 
 
(Name of worksite) has received training for the use of the NC HealthSmart School 
Worksite Wellness Toolkit. This toolkit has resources to help us improve the health of 
staff members at our  workplace as well as resources that individuals can use to make 
healthier lifestyle choices, such as eating healthy, increasing physical activity, quitting 
the use of tobacco, and reducing stress.  The toolkit includes a workbook for establish-
ing a School Worksite Wellness Committee and four (4) resource workbooks—Eat 
Smart, Move More, Quit Now and Manage Stress. Our goal is to have a committee that 
represents our unique worksite and establishes an action plan for how we might use 
the toolkit most effectively. 
 
You are invited to serve on the School Worksite Wellness Committee. The committee 
will meet on (insert date, time and location). Please check with administration to con-
firm that your participation and responsibility to the School Worksite Wellness Commit-
tee is approved and will be reflected in your annual work plan. I am available to explain 
to administration the nature of the committee and general time commitments. 
 
The major responsibilities of the School Worksite Wellness Committee would include 
but would not be limited to: communicating the wellness program to staff members at 
our worksite, advocating for policies that support health, promoting participation in well-
ness activities, managing the activities, and evaluating the impact of the wellness pro-
gram. 
 
If you cannot serve on the Committee at this time, please notify me as soon as possi-
ble. 
 
 
 
Sincerely, 
 
(Signature— Title) 
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APPENDIX C:  Sample Committee Recruitment Announcement 
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APPENDIX D:  School Worksite Wellness Committee Members’ Form 

School Worksite Wellness Committee Members 
 
Name of Worksite:  ___________________________________________ 

Member Name Administration Approval Workplan Revision  
Approval 

 
1. 
 

  

 
2. 
 

  

 
3. 
 

  

 
4. 
 

  

 
5. 
 

  

 
6. 
 

  

 
7. 
 

  

 
8. 
 

  

 
9. 
 

  

 
10. 
 

  

 
11. 
 

  

 
12. 
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APPENDIX E:  First Meeting Sample Agenda 

 
SCHOOL WORKSITE WELLNESS COMMITTEE MEETING 
 
Worksite Name: ______________________________________________________________ 
 
Date: _______________________________ Time:__________________________________ 
 
 
AGENDA 
 
Call meeting to order 
 
Introductions—Committee Members 
 Share your name, title, favorite food and one favorite physical activity 
 Sign Committee Communication list—name, email address and phone number 
 
Orientation to NC HealthSmart School Worksite Wellness Toolkit 
 Multi-Level Approach to Change (Appendix I) 
 School Worksite Wellness Program Model (Appendix J) 
 Overview of the five (5) workbooks (Appendix K) 
  School Worksite Wellness Committee 
  Eat Smart 
  Move More 
  Quit Now 
  Manage Stress 
 
Committee Name 
 
Mission Statement 
 
Committee Chairperson and Program Coordinator Selection 
 
Employee Communication Plan 
 
Overview of Action Plan and Surveys 
 Sample Worksite Wellness Committee Action Plan (Appendix A) 
 Worksite Wellness Committee Action Plan Template (Appendix A) 
 School Employee Interest Survey (Appendix G) 
 School Policy and Environment Survey (Appendix H) 
 
Schedule Future Meetings 
 
Adjourn 
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APPENDIX F:  Sample Mission Statements 

Sample Mission Statements 
 
The mission statement should be a global expression of what the School Worksite Wellness 
Committee wants to accomplish using the NC HealthSmart School Worksite Wellness Toolkit. 
The mission statement may include a description of the value of the program to the worksite 
and to its staff members. You may decide on a mission statement that reflects the work the 
committee wants to accomplish. You may choose to select one from these or create your own. 
 
Examples: 
 
• “The mission of the (name of school) Worksite Wellness Committee is to establish and 

maintain a worksite that encourages environmental and social support for a healthy life-
style.” 

 
• “To encourage employees’ personal and professional productivity, and physical and mental 

well-being, the mission of the (name of school) Worksite Wellness Committee shall be to 
promote a worksite culture that supports employees’ desire to make healthy lifestyle 
choices.” 

 
• “Because employees spend 40 hours a week at work, it is important that the worksite be a 

healthy place to work and support healthy choices for employees. It is the mission of the 
(name of school) Worksite Wellness Committee to work toward implementing policies that 
support a healthy worksite and healthy employees.” 

 
• “The worksite wellness committee will work to provide opportunity for employees to de-

velop healthier lifestyles by supporting the adoption of habits and attitudes that contribute 
to their positive well-being.” 
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APPENDIX G:  School Employee Interest Survey Cover Letter 

 
 
Dear Co-Workers, 
 
In today’s fast paced world where most of our lifestyle choices are influenced by con-
venience and technology, chronic health conditions/diseases have begun to rise at an 
alarming rate. 
 
Also, most of the focus and expense of the healthcare industry has been for the treat-
ment of chronic diseases. By focusing on prevention, several chronic diseases can be 
prevented or made less serious. Our employers can play a crucial role in helping us 
make healthier lifestyle choices that can lead to a more enjoyable life for all of us. 
 
As some of you may be aware, our worksite has received the NC HealthSmart School 
Worksite Wellness Toolkit.  A School Worksite Wellness Committee has also been es-
tablished to make our worksite a healthier workplace and promote the health of our 
staff. The toolkit will provide resources and materials to help the School Worksite Well-
ness Committee achieve its goals. 
 
However, before the wellness committee can put the toolkit resources to effective use 
and initiate wellness activities/programs at the worksite, it is imperative to learn about 
the interests of our staff members. The success of any worksite wellness initiative will 
ultimately depend on what the staff want and will participate in. Attached is a short 
School Employee Interest Survey that we request you to complete and return to the 
committee member specified below. 
 
Please complete the attached survey. You do not have to sign your name. 
 
Return your completed survey to __________________________________________ 
by ___________________. 
 
 

Working together, 
Our employees can have better 

HEALTH and be Smart. 
 
Thank you! 
 
School Worksite Wellness Committee 
 
______________________________________________________________ 
(name of worksite) 
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APPENDIX G:  School Employee Interest Survey 

School Employee Interest Survey 
 
Directions:  Indicate your interest for each of the following by circling: 
1:  little or no interest 2:  some interest 3:  very interested 
 

I am interested in: 

1. Learning more about healthy food choices 1 2 3 

2. Learning how to incorporate fruits and vegetables into my diet 1 2 3 

3. Learning about healthier food choices and portions to help manage my 
weight 

1 2 3 

4. Participating in “tasting” events to sample healthy foods 1 2 3 

5. Having healthy snacks available for purchase at work 1 2 3 

6. Learning more about the benefits of physical activity and how it can influ-
ence my health 

1 2 3 

7. Increasing my physical activity level 1 2 3 

8. Walking to increase physical activity level 1 2 3 

9. Participating in team activities 1 2 3 

10. Learning ways to cope with feelings of stress 1 2 3 

11. Time management skills 1 2 3 

12. Improving my communication skills 1 2 3 

13. Learning skills to cope with change 1 2 3 

14. Organized social events with my co-workers (holiday parties, summer pic-
nic, etc) 

1 2 3 

15. Receiving information about quitting tobacco use 1 2 3 

16. Attending information sessions or classes about quitting tobacco use 1 2 3 

17. Participating as part of a group to learn more about wellness 1 2 3 

18. Wellness information that I can read, listen to, or watch on my own 1 2 3 

19. Wellness activities that last 30-60 minutes 1 2 3 

20. 10-15 minutes wellness activities that I can do two to three times a day 1 2 3 

21. Participating in wellness activities during lunch breaks or other breaks 1 2 3 

22. Participating in wellness activities after work 1 2 3 

23. Participating in wellness activities before work 1 2 3 

24. Please write in the name of the school/facility in which you work?       
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APPENDIX G:  School Employee Interest Survey Score Sheet 

School Employee Interest Survey Score Sheet 
 
Name of Worksite __________________________________________________ 
Total Number of Surveys Distributed __________________ 
Total Number of Surveys Returned ___________________ 
 
Directions 
1. Collect all completed School Employee Interest Surveys. 
2. For each question, add the response number that has been circled on all surveys. This will 
give you the final score for each one of the questions from 1 to 23. 
3. For example, if you collect 3 completed surveys and the responses for Question 1 on these 
surveys are: 3, 2 and 3, then the score for Question 1 is 3+2+3 = 8. 

Eat Smart  
1. Learning more about healthy food choices 

2. Learning how to incorporate fruits and vegetables into my diet  

3. Learning about healthier food choices and portions to help manage my 
weight 

 

4. Participating in “tasting” events to sample healthy foods  

5. Having healthy snacks available for purchase at work  

Move More 

6. Learning more about the benefits of physical activity and how it can influ-
ence my health 

 

7. Increasing my physical activity level  

8. Walking to increase physical activity level  

9. Participating in team activities  

Manage Stress 

10. Learning ways to cope with feelings of stress  

11. Time management skills  

12. Improving my communication skills  

13. Learning skills to cope with change  

14. Organized social events with my co-workers (holiday parties, summer pic-
nic, etc) 

 

Quit Now 

15. Receiving information about quitting tobacco use  

16. Attending information sessions or classes about quitting tobacco use  
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APPENDIX G:  School Employee Interest Survey Score Sheet 

 
High scores indicate higher employee interest in that particular area. Suggestions and ready-
to-use resources for individual and group activities in each of the four areas are provided in the 
respective workbooks of the toolkit. 
 

Individual or Group Activities  
17. Participating as part of a group to learn more about wellness  

18. Wellness information that I can read, listen to, or watch on my own  

How Long Employees Want Programs to Last 

19. Wellness activities that last 30-60 minutes  

20. 10-15 minutes wellness activities that I can do two to three times a day  

When Employees Would Most Likely Participate In Programs 
21. Participating in wellness activities during lunch breaks or other breaks  

22. Participating in wellness activities after work  

23. Participating in wellness activities before work  
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APPENDIX H:  School Policy and Environment Survey 
 
School Policy and Environment Survey 

Directions: • Please circle your answer to each of the questions. 
• Choose N/A on any question that does not apply to your school worksite. 
• Use the score sheet on the third page to determine possible policy and 

environment priority areas. 

1. Does your school worksite have any written policy or polices recom-
mending the use of healthier foods for employee meetings, events, or 
holiday celebrations? 

Yes No Unsure N/A 

2. If Yes, are employees told about the healthy foods policy or policies 
during employee orientation? 

Yes No Unsure N/A 

3. Does your school worksite have a refrigerator designated for employ-
ees to use? 

Yes No Unsure N/A 

4. Does your school worksite have accessible and appropriate facilities/
equipment for employees to prepare and eat meals? (This could in-
clude your Child Nutrition Program facilities/equipment or others on 
campus.) 

Yes No Unsure N/A 

5. Does your school worksite have vending machines on campus? Yes No Unsure N/A 

6. If Yes, do the vending machine(s) offer at least 5 healthy choices?  
Healthy choices include low-fat milk, fresh fruits, whole grain chips, 
baked chips, etc. 

Yes No Unsure N/A 

7. Does your worksite have a cafeteria? Yes No Unsure N/A 

8. If Yes, does your cafeteria offer at least 5 healthy choices such as 
100% juice products, fresh fruits, or whole grain products? 

Yes No Unsure N/A 

9. In the past year, has information on healthy food choices been pro-
vided to employees for their personal use? 

Yes No Unsure N/A 

10. Does your school worksite have any written policy or policies encour-
aging employees to engage in physical activity during the workday? 

Yes No Unsure N/A 

11. If yes, are employees told about the policy or policies for employee 
physical activity during employee orientation? 

Yes No Unsure N/A 

12. Does your school worksite have stairs? Yes No Unsure N/A 

13. If Yes, are the stairs safe, clean, and well-lit? Yes No Unsure N/A 

14. Does your school worksite have a safe place for walking or other ac-
tivities on-site or near-by? 

Yes No Unsure N/A 

15. Does your school worksite sponsor any employee physical activities, 
teams or clubs? 

Yes No Unsure N/A 

16. Does your school worksite sponsor any employee community-based 
activities, teams or clubs? 

Yes No Unsure N/A 

17. In the past year, has information on physical activity been provided to 
employees for their personal use? 

Yes No Unsure N/A 

18. Does your school worksite have any written policy or policies support-
ing and encouraging employee communication that is open, two-way 
and respectful of employee diversity? 

Yes No Unsure N/A 

19. Does your school worksite have any place for employees to reduce 
the physical and mental stress of the workday, such as a quiet space 
to unwind and reflect? 

Yes No Unsure N/A 
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APPENDIX H:  School Policy and Environment Survey 

 
 
 
Name of School District:  _________________________________________________ 
 
Date:  ________________________________________________________________ 
 
 
Name and contact information for individual(s) completing this survey: 
 

 

  
  
  
  
  
  
  
  

20. In the past 2 years, has your school worksite provided any activity or 
activities for coping with significant changes within the school work-
site?  (Examples of significant changes include a change in admini-
stration, high staff turnover/loss, changes in work conditions, changes 
in accountability, etc)  (Examples of activities include offering opportu-
nities to practice relaxation and medication or workshops and staff de-
velopment presentations on time management, stress management, 
conflict resolution, etc) 

Yes No Unsure N/A 

21. In the past year, has your school worksite provided any program(s) or 
material(s) for managing stress? (Examples include classes or materi-
als for relaxation, ergonomics, communication, or time management.) 

Yes No Unsure N/A 

22. In the past year, has any information on the health effects of tobacco 
been provided to employees for their personal use? 

Yes No Unsure N/A 

23. In the past year, has your school worksite offered any smoking or to-
bacco cessation programs to employees? 

Yes No Unsure N/A 

24. Are employees told about the Tobacco-free Schools state statute dur-
ing employee orientation? 

Yes No Unsure N/A 
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APPENDIX H:  School Policy and Environment Survey Score Sheet 
 

School Policy & Environment Survey Score Sheet 
 
Name of School District:  _________________________________________________ 
 
Date:  ________________________________________________________________ 
 
 
Directions:           Scores: 

 
 
 
Look at the scores in each of the four policy/environment sections.  Sections in which your total 
number of “NO” answers is close to the possible total score indicates a policy and environ-
ment priority area for your committee. 
 
For example, if your MOVE MORE score is 7 out of a possible total score of 8, your committee 
may want to consider addressing policy and environment changes that support moving more in 
your action plan. 

Count the total number of “NO” answers for questions 
1-9.  Record the number in the box to the right. 
  
This is the EAT SMART Score 

 
 
 

Out of a possible total score of 9 

Count the total number of “NO” answers for questions 
10-17.  Record the number in the box to the right. 
  
This is the MOVE MORE Score 

  
  
  

Out of a possible total score of 8 

Count the total number of “NO” answers for questions 
18-21.  Record the number in the box to the right. 
  
This is the MANAGE STRESS Score 

  
  
  

Out of a possible total score of 4 

Count the total number of “NO” answers for questions 
22-24.  Record the number in the box to the right. 
  
This is the QUIT NOW Score 

  
  
  

Out of a possible total score of 3 
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APPENDIX I:  Multi-level Approach to Change 

Multi-Level Approach to Changing Behaviors 
 
 
  LEVEL APPLICATION 

Policy &
 Environm

ental Strategies  
(System

s-Level C
hange)  

Society Developing and enforcing state polices and laws that can in-
crease beneficial health behaviors.  Developing media cam-
paigns that promote awareness of the health needs and ad-
vocacy for change. 
  
Examples:  Partnering with NC Department of Agriculture to 
increase facilities (Farmer’s Market programs) to expand 
availability of fruits and vegetables; passing legislative laws 
that all public buildings and restaurants are smoke-free. 
  

Community Coordinating the efforts and all members of a community 
(organizations, community leaders, and citizens) to bring 
about change.  Developing and enforcing local policies and 
ordinances that support beneficial health behaviors. 
  
Examples:  Forming a community coalition to assess physi-
cal activity facilities; developing a media advocacy strategy 
promoting the need for environments that support healthy 
eating. 
  

Organizational Changing the policies, practices, and physical environment of 
an organization (a worksite, a health care setting, a school, a 
faith organization, or another type of community organization) 
to support behavior change. 
  
Examples:  Designating time for employees to work out; set-
ting a policy about healthy foods in worksite vending venues; 
establishing a tobacco-free policy at the worksite. 
  

Individual/Interpersonal  
Strategies  

Interpersonal Recognizing that groups provide social identity and support, 
interpersonal intervention target groups, such as family mem-
bers, peers, or fellow employees. 
  
Examples:  Developing buddy systems and support groups 
at work that promote weight management, walking clubs, and 
quitting tobacco use. 
  

Individual Motivating change in individual behavior by increasing knowl-
edge and influencing attitudes or challenging beliefs. 
  
Examples:  Offering cooking classes, one-on-one counsel-
ing, and incentives; promoting health coaching, interactive 
websites, and health education through displays. 
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APPENDIX J:  School Worksite Wellness Program Model 

 

 District and 
School Level 
Commitment 
& Support 

  

Employee  
Education/ 
Activities 

(Individual) 
 
  

And/or 
 
  

Group Activities 
(Interpersonal) 

 
  

And/or 
 
  

Policy and  
Environmental 

Supports/
Changes 

(Organizational) 

  

Modified 
employee 

skills,  
knowledge, 

and attitudes 
toward  

nutrition, 
physical  
activity,  

tobacco use, 
and stress 

management 

  
Increased 

healthy 
eating 

  

 Increased  
policy and 

environmental 
supports at 
worksites 

  
 

Reduced 
health care 

costs 
  
 

Increased  
productivity 

and  
decreased 

absenteeism 
  
 

Healthier 
North  

Carolinians 
  

        

        

          

          

      
Increased  
physical 
activity 

  

      

         

            

          

        
Decreased 

tobacco 
use 

  

 NC 
HealthSmart 

School 
Worksite 
Wellness 

Committees 

        

        

         

         

      
 Decreased 

stress 

  

        

        

                  
Committee   Activities   Results   Short-Term 

Outcomes 
  Long-Term 

Outcomes 

School Worksite Wellness Program Model 
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The NC HealthSmart School Worksite Wellness Toolkit: 
 
• Provides step-by-step guidelines for the establish-

ment, functioning and maintenance of a School 
Worksite Wellness Committee. 

 
• Includes a worksite School Policy and Environment 

Survey, as well as a School Employee Interest Sur-
vey. 

 
• Provides ready-to-use programs/activities that sup-

port policy and environmental changes at worksites 
to promote healthy lifestyles among staff and their 
families. 

 
• Includes a CD with all the toolkit components and 

resources, available for easy download, as well as 
appendices with documents, forms, and posters for 
copying. 

 
• The toolkit addresses four main aspects of a 

healthy lifestyle: healthy eating (Eat Smart), physi-
cal activity (Move More), quitting tobacco (Quit 
Now), and stress management (Manage Stress).  

 
A brief description of the toolkit workbooks is outlined here. 

 

What is the NC HealthSmart  
School Worksite Wellness Toolkit? 
The NC HealthSmart School Worksite 
Wellness Toolkit is an all-in-one resource 
for establishing a school worksite wellness 
program for staff that promotes and supports 
eating healthy, increasing physical activity, 
quitting the use of tobacco, and managing  
stress. 
 
This toolkit is designed for staff to create 
wellness committees that promote individual 
behavior changes, as well as policy and envi-
ronmental changes that promote good health 
for all staff members. 

The toolkit is organized into five workbooks: 
1. School Worksite Wellness Committee 

Workbook 
2. Eat Smart 
3. Move More 
4. Quit Now 
5. Manage Stress 
 
Each of the workbooks, described below, is a 
comprehensive collection of ready-to-use 
program materials for promoting school work-
site wellness. 

APPENDIX K:  NC HealthSmart School Worksite Wellness Toolkit Overview 



 

NC HealthSmart School Worksite Wellness Toolkit— Committee Workbook 
59 

 

School Worksite Wellness Committee Workbook: 
The key to a successful school worksite wellness program is the establishment of an organ-
ized and productive school worksite wellness committee.  This workbook outlines the step-by-
step process for establishing and maintaining a wellness committee, defines committee re-
sponsibilities, and provides ready-to-use meeting agendas, worksite surveys, program 
evaluation tools, and other resources. 
 
The remaining four (4) resource workbooks each include the following sections: 
 
• HealthStart Activity— an activity that includes ready-to-use 

materials, such as announcements, posters, handouts, etc.  
This activity focuses on individual behavior change and can 
be used to “jumpstart” school worksite wellness committees’ 
efforts and program activities that help achieve short-term 
success for your wellness program. 

 
• Resources for Individuals and Groups 
 
• Resources for School Worksite Policies 
 
• Resources for School Worksite Environments 
 
• Other Resources 
 
A brief description of each resource workbook follows. 
 
 
Eat Smart 
The food we eat directly and indirectly affects our physical and 
mental well-being.  It is the fuel that keeps our bodies going.  A 
healthy eating pattern can help to prevent several chronic dis-
eases and conditions including heart disease, stroke, some can-
cers, diabetes, high blood pressure, arthritis, osteoporosis, and 
depression.  Furthermore, a balanced diet combined with ade-
quate physical activity helps to achieve energy balance and is 
the most important factor in maintaining a desirable body weight. 
 
The Eat Smart workbook offers a wide range of resources for 
individual and group activities, as well as policy and environ-
mental changes that encourage all staff members to Eat Smart.  
The Appendices provide ready-to-use sample policies, posters, 
signs, one-page handouts, healthy food lists, and healthy recipes. 
 
 
Move More 
Physical activity helps to enhance the quality of life for people of all ages and abilities.  Sed-
entary individuals can substantially reduce their risk of developing heart disease, diabetes, 
osteoporosis, and colon cancer just by becoming moderately physically active on most days 
of the week. 

APPENDIX K:  NC HealthSmart School Worksite Wellness Toolkit Overview 
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A physically active lifestyle can help to reduce the risk of developing heart disease, diabetes, 
and certain cancers.  It also reduces heart disease risk factors 
such as high cholesterol, hypertension, and overweight as well 
as protect against stroke.  It helps to build a healthier body by 
strengthening bones, muscles and joints, aids in reducing de-
pression and anxiety, enhances the response of the immune 
system, and reduces falls among older adults.  Physical activity 
is associated with fewer hospitalizations, physician visits, and 
medications.  Moreover, physical activity need not be strenu-
ous to be beneficial; people of all ages can benefit from partici-
pating in regular, moderate-intensity physical activity, such as 
30 minutes of brisk walking, on most days of the week. 
 
The Move More workbook offers a wide range of resources for 
individual and groups activities, as well as policy and environ-
mental changes that encourage all staff members to Move 
More.  The Appendices provide ready-to-use sample policies, 
posters, signs, letters, one-page handouts, and a walking log. 
 
 
Quit Now  
Tobacco use is the number one preventable cause of death in the United States.  Tobacco 
use in any form is not only harmful for the person using the product but also for non-smokers 
and other people in the environment. 
 
Some of the proven health consequences of tobacco use include premature death, chronic 
bronchitis, emphysema, disability and disease, including heart disease, stroke, and several 
types of cancers.  Tobacco use is also a cause of intrauterine 
growth retardation leading to low birth weight babies and is a 
probable cause of unsuccessful pregnancies. 
 
In light of the above mentioned health hazards, and since to-
bacco use can lead to nicotine addiction, it makes common 
sense to Quit Now.  However, it is also true that once addicted 
to nicotine it is not easy to quit tobacco use.  Since employees 
spend a lot of time at work, worksites can help interested staff 
members to quit tobacco by taking steps to make the worksite 
tobacco free.  A tobacco-free policy/environment at the work-
site can influence an employee’s desire to quit.  (Note:  NC 
legislation requires school districts to prohibit the use of 
tobacco in school buildings, on school grounds, and at 
school sponsored events by August 1, 2008.) 
 
The Quit Now workbook offers a wide range of resources for individual and group activities, 
as well as policy and environmental changes that encourage all staff members to Quit Now.  
The Appendices provide ready-to-use sample policies, posters, signs, one-page handouts, 
worksite surveys, and a listing of free resources.  These materials will be helpful to your well-
ness committees and staff members that may use tobacco as all NC schools approach the 
legislated prohibition of tobacco use in school buildings, on school grounds, and at school-
sponsored events (effective on August 1, 2008). 

APPENDIX K:  NC HealthSmart School Worksite Wellness Toolkit Overview 
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Manage Stress  
The worksite wellness committee can initiate programs and activities to help staff manage 
their stress and gain skills to manage the demands of the work environment.  Stress is a 
naturally occurring reaction of the body to psychological or physical demands of the environ-
ment.  Stress reactions can increase blood pressure, heart rate, and respiration as well as 
affect changes in other major body systems.  These reactions prepare the body for “fight-or-
flight” when presented with physically dangerous or psychologically threatening situations.  
The causes of stress reactions in the workplace include task demands, time demands, physi-
cal demands, role demands, and interpersonal demands. 
 
The Manage Stress workbook offers a wide range of resources for individual and group activi-
ties, as well as policy and environmental changes that support the efforts of staff members  to 
Manage Stress.  The Appendices provide ready-to-use sample posters, signs, one-page 
handouts, questionnaires, and a listing of free resources. 

APPENDIX K:  NC HealthSmart School Worksite Wellness Toolkit Overview 
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APPENDIX L:  Committee Members and Role Sharing 

 
Committee Members and Role Sharing 

 
 

A School Worksite Wellness Committee can operate efficiently and avoid burn-out if 
members of the committee share responsibilities. Some of the roles that can be shared 
on a worksite wellness committee include: 
 
Committee Chairperson: This position can be shared by two committee members as 
co-chairpersons. The duties and responsibilities for one may be to handle the admini-
stration and communication needs of the committee.  The other co-chair might be re-
sponsible for the overall program activities of the committee. 
 
Program Coordinator(s): The number of program coordinators that the committee 
has is usually dictated by the number of programs and/or activities that are outlined in 
the action plan. By assigning a program coordinator to each activity that you implement 
at your worksite, you do not place the burden of all programs on one committee mem-
ber. 
 
 
 

 

Key Items to Remember: 
The important thing to remember is to share the responsibility among committee 
members and recruit staff members who are not on the committee as well to serve 
on sub-committees. Other chairpersons that may be designated to share responsi-
bilities include: 
 
• Communications Chair: develops and implements the plan for communicating 

information about your programs to staff, administration, and other interested 
individuals and groups 

• School Employee Interest Survey Chair:  determines how to distribute and 
collect the School Employee Interest Survey, scores the surveys, and reports 
results to the committee 

• Administration Liaison Chair: key responsibility is communicating committee 
activities and wellness program plans with the administration,  however encour-
aging administration support and participation may also be a key responsibility 

• Action Plan Chair:  key responsibility is documenting and tracking information 
on the Action Plan 
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APPENDIX M:  Survey Distribution Ideas 
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APPENDIX N:  Program Announcement 
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APPENDIX O:  Second Meeting Sample Agenda 

 
 
SCHOOL WORKSITE WELLNESS COMMITTEE MEETING 
 
Worksite Name: ______________________________________________________________ 
 
Date: _______________________________ Time:__________________________________ 
 
 
 
AGENDA 
 
Call meeting to order 
 
 
Old Business 
 
 
School Employee Interest Survey 

Establish plan for distribution and collection of surveys 
 
 

School Policy and Environment Survey Report 
Report the results of the survey 
Establish long-term goals for policy and/or environmental changes at the worksite 
Select resources from the four (4) workbooks 
 
 

Management Issues 
Funding for incentives and materials 
Worksite policies regarding wellness activities 
 

 
Schedule Future Meetings 
 
 
Adjourn 
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APPENDIX P:  Wellness Activity Evaluation Form 

Employee Evaluation of a Wellness Activity 
 
You recently participated in _______________________________________________, a School Work-
site Wellness Program activity provided by the Worksite Wellness Committee at your worksite. 
 
Please complete this evaluation form in order to help the Worksite Wellness Committee create the best 
possible wellness programs/activities at your worksite.  Thank You! 
 

 
 

 
 
 
2.  The best/most helpful part of this activity was 
___________________________________________________________________________________ 
 
___________________________________________________________________________________ 
 
___________________________________________________________________________________ 
 
 
3.  This activity could be improved by 
___________________________________________________________________________________ 
 
___________________________________________________________________________________ 
 
___________________________________________________________________________________ 
 
 
4.  I heard about this school worksite wellness activity from: (check all that apply) 

� Posters/flyers  � School website 
� Co-worker   � Staff newsletter 
� School announcement � Other 

 
 
5.  For future worksite wellness programs I am interesting in the following: (Check all that apply) 

� Healthy Eating  � Quitting Tobacco Use 
� Physical Activity  � Stress Management 

 
Please return this survey to your Worksite Wellness Committee Representative: 
 
__________________________________ 
 
__________________________________ 

Please indicate your level of agreement on the following scale: 
1= Strongly Disagree     2= Somewhat Disagree     3= Agree     4= Strongly Agree     NS= Not Sure 

1a. Participation in this activity provided me with new knowledge 
about healthy lifestyle behaviors. 

1 2 3 4 NS 

1b. This activity has influenced me to make healthier lifestyle 
choices. 

1 2 3 4 NS 

1c. I would like to participate in similar activities in the future. 1 2 3 4 NS 

1d. I would recommend this activity to my co-workers 1 2 3 4 NS 
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APPENDIX Q:  Employee Satisfation with Worksite Wellness Program Survey 

Employee Satisfaction 
with Worksite Wellness Program Survey 
 
 
Please complete this evaluation form in order to help the Worksite Wellness Committee create the best 
possible wellness programs/activities at your worksite.  Thank You! 

 
6.  In what ways can the Worksite Wellness Program be improved? _____________________________ 
 
___________________________________________________________________________________ 
 
___________________________________________________________________________________ 
 
 
 
Please return this survey to your Worksite Wellness Committee Representative: 
 
____________________________________________________ 
 
Return by (date): ________________________________________ 
 
 
If you would like information about the Worksite Wellness Program, either contact the Worksite Wellness 
Committee Representative above or enter your name and contact information below. 
 
__________________________________________________________ 
 
__________________________________________________________ 

1. Are you aware of the Worksite Wellness Program that has been established at your work-
site? 

Yes No 

2. Are you interested in receiving additional information concerning the Worksite Wellness Pro-
gram? 

Yes No 

3a. Have you participated in any wellness activity(ies) provided by the Worksite Wellness Pro-
gram? 

Yes No 

3b. If no, please indicate if the following have prevented you from participating (check all that apply) 
          �  Not offered at convenient times           �  Activity topics are not of interest to me 
          �  Not aware of offered activities             �  Other  _____________________________ 
          �  Prefer to participate in wellness activities away from work 

4a. Have you made healthier lifestyle choices by participating in or as a result of information you 
have learned through your School Worksite Wellness Programs? 

Yes No 

4b. If Yes, indicate the areas where you have made healthier lifestyle choices (check all that apply). 
�  Healthy Eating  �  Quitting Tobacco Use 
�  Physical Activity  �  Stress Management 

5a. Would you like to participate in future wellness activities at your worksite? Yes No 

5b. If Yes, indicate the areas of interest (check all that apply). 
�  Healthy Eating  �  Quitting Tobacco Use 
�  Physical Activity  �  Stress Management 
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APPENDIX R:  Toolkit Evaluation Form 

NC HealthSmart School Worksite Wellness  
Toolkit Evaluation Survey 
 

Please rate the usefulness of the toolkit on the following scale: 
1 = Strongly Disagree 2 = Somewhat Disagree 3 = Agree 4 = Strongly Agree 

1. The overall school worksite wellness program objectives were clearly 
explained and were incorporated throughout the toolkit. 

1 2 3 4 

2. The toolkit clearly explained the connection between staff worksite well-
ness programs and coordinated school health programs. 

1 2 3 4 

Please rate the usefulness of each toolkit workbook on the following scale: 
1= Strongly Disagree     2= Somewhat Disagree     3= Agree     4= Strongly Agree     NA= Not Used 

3a. The Committee Workbook was a helpful resource 1 2 3 4 N/A 

3b. The Eat Smart Workbook was a helpful resource 1 2 3 4 N/A 

3c. The Move More Workbook was a helpful resource 1 2 3 4 N/A 

3d. The Quit Now Workbook was a helpful resource 1 2 3 4 N/A 

3e. The Manage Stress Workbook was a helpful resource 1 2 3 4 N/A 

3f. What would make the Workbook(s) you rated more helpful? 

    

    

    

Please rate the usefulness of the toolkit on the following scale: 
1= Strongly Disagree     2= Somewhat Disagree     3= Agree     4= Strongly Agree     NA= Not Used 

4a. The School Worksite Wellness Toolkit helped our school worksite(s) 
comply with staff wellness components in our local wellness policy. 

1 2 3 4 N/A 

4b. The School Worksite Wellness Toolkit positively contributed to our coor-
dinated school health programs. 

1 2 3 4 N/A 

4c. What would make the School Worksite Wellness Toolkit more useful? 
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APPENDIX S:  School Worksite Wellness Milestone Survey 

 
School Worksite Wellness Milestones Survey 
 
Please complete the following survey to let us know how to help you in the most effective 
way to guide and assist in the development of a comprehensive worksite wellness program 
for your staff.  
 
Completed by:  ________________________________________    Date:  ______________ 
 
Contact phone number and/or email:  ___________________________________________ 
 
1. Your School district name:  _________________________________________________ 
 
 
2. Your worksite location:  ____________________________________________________ 
 
 
3. Which of the following steps of establishing a successful school worksite wellness pro-

gram has your worksite completed? (Please select all that apply) 
 

� Attended the NC HealthSmart School Worksite Wellness Toolkit Training 
� Recruited administration support for worksite wellness program 
� Established a worksite wellness committee 
� Appointed a wellness committee chair or co-chairs to conduct meetings and lead 
activities 
� Created a program Action Plan 
� Offered individual and/or group wellness programs/activities 
� Implemented policy and/or environmental changes to help staff members adopt 
healthier behaviors 
 
 

4. If your worksite has an active wellness committee, how many times have you held a com-
mittee meeting in the past 12 months?  _______________________________________ 

 
 
5. If your worksite has completed a School Policy & Environment Survey, what date was it 

last completed?  _________________________________________________________ 
 
 
6. If your worksite has completed a School Employee Interest Survey, what date was it last 

completed?  ____________________________________________________________ 
 
 
7. If your committee created a program Action Plan during the past 12 months, which of the 

following behaviors did it address? Check all that apply. 
 

� Healthy Eating   � Stress Management 
� Physical Activity   � Other 
� Tobacco Cessation   � Did not create an action plan 
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APPENDIX S:  School Worksite Wellness Milestone Survey 

 
8. If your committee has offered individual and/or group wellness programs what types of 

activities were offered? Check all that apply. 
 
 � No individual/group wellness activities were offered 
 � Implemented HealthStart Activity(ies) from the Toolkit 

� Lunch n’ Learn sessions 
� Emailed or placed wellness fliers/handouts in employee mailboxes 
� Hosted employee "out to lunch" day at healthy restaurant 
� Healthy cooking class/demonstration 
� Physical activity challenge 
� Physical activity clubs (e.g., walking clubs) 
� Physical activity classes (e.g., yoga, kickboxing, stretching) 
� Offered physical activity breaks in meetings 
� Tobacco cessation challenge 
� Stress management activities 
� Other, please specify ________________________________________________ 

 
 
9. If your committee has implemented policy changes what type of changes were made? 

Check all that apply. 
 

� No policy has been implemented  
� Implemented a staff wellness policy (general support for worksite wellness) 
� Implemented a healthy foods policy for staff (for example, offering healthy foods at 
meetings or events, etc.) 
� Implemented physical activity policy for staff (for example, physical activity breaks 
in meetings, flexible work schedule for physical activity) 
� Implemented a tobacco-free workplace policy 
� Implemented a stress management policy 
� Other, please specify ________________________________________________ 
 
 

10. If your committee has implemented environmental changes what type of changes were 
made? Check all that apply. 

 
� No environmental change has been made to support wellness at work  
� Introduced healthy snacks in vending machines/snack racks/cafeterias 
� Installed cooking/refrigeration equipment (microwave, toaster oven, etc.)  
� Started a stairwell initiative 
� Created a walking map(s) or trail 
� Posted parking lot signs encouraging staff to park further from the door 
� Created a fitness room for staff or improved access to existing fitness facilities 
� Posted tobacco-free building/facility signs 
� Conducted ergonomic review of the workplace 
� Improved the physical workspace (added plants, improved lighting, etc.) 
� Other, please specify ________________________________________________ 
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APPENDIX T:  School Worksite Wellness Committee Evaluation Form 

School Worksite Wellness Committee Evaluation 
 
This questionnaire is designed to help your committee assess your School Worksite 
Wellness program and the committee’s strengths and weaknesses.  It is for your 
use only to guide your discussions of how well the committee functions and 
how the wellness program could be improved.   
 

1a. Are all areas of your worksite represented on your committee? 
(Teachers, support staff, administration, SHAC members, etc) 

Yes No 

1b. How could representation be improved? 
  

    

        

        

2a. Is administration represented on your committee? Yes No 

2b. In what ways has administration been supportive of your efforts? 
  

    

        

        

2c. In what ways would you like administration to be more supportive of your efforts? 
  

    

        

        

4a. Has the committee completed a written Action Plan? Yes No 

4b. If Yes, does the Action Plan include at least one short-term and one long-term objective? Yes No 

4c. If Yes, have you implemented any activities from your Action Plan? Yes No 

4d. Which behavior(s) does your action plan focus on? 
                         � Healthy Eating  � Quitting Tobacco Use 
                         � Physical Activity  � Stress Management 

    

5. What would help your committee do a better job of working together? 
  

    

        

        

6. In what ways is the worksite wellness program helping employees? 
  

    

        

        

7. What could the committee do to make the program more effective? 
  

    

        

        


