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Checklist for a Successful Wellness Event
Planning a wellness event can be challenging. This checklist is meant to serve as a general guide to better assist schools in planning and implementing a successful wellness event. Use only those points that apply to your school’s wellness event topic and focus.  
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Six to Twelve Months before Event

· Organize and select planning committee members

· Establish objectives (vision) of wellness event

· Identify target audience (grade levels, parents and/or staff)

· Determine date, time and location
· Identify potential programs, information, exhibits and activities

· Decide best means to promote and market event to audience 

· Prepare and establish a budget
Three to Six Months before Event

· Establish timelines
· Decide upon programs, information, exhibits and activities  

· Secure commitments from exhibitors, community partners, etc. 

· Begin to recruit volunteers 
· Reserve needed equipment, i.e., tables, chairs, hand trucks, trash bins, etc. 
· Plan and begin securing prizes, decorations and giveaway items

· Create and develop promotional communications (posters, flyers, blogs, etc.)
· Provide written confirmation to exhibitors and speakers which includes date, time, location, theme and general guidelines  
One to Three Months before Event

· Secure volunteers including someone to:

· Take pictures

· Welcome and direct participants

· Distribute incentives, certificates, etc. 

· Duplicate printed materials, such as handouts, registration and evaluation forms
· Publicize the event with posters, flyers, local media (newspaper, local TV, radio, etc.)
· Finalize booth, program and exhibit location assignments
· Create map/diagram of event highlighting locations of activities and programs

· Make signage directing participants to the event itself and for program/exhibit locations 

· Secure the following supplies for the “be prepared kit”:
· Pens, pencils markers, paper clips, rubber bands 

· Stapler and extra staples

· Tape (Scotch, masking and duct)

· Paper, poster board (to make extra signs)

· Batteries

· Paper towels, tissue
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First aid kit

· Extension cords

One Week before Event

· Confirm with all teachers, exhibitors, volunteers and presenters

· Print and duplicate map and program

· Make nametags for teachers, exhibitors, volunteers and presenters

· Finalize plans for registration, staffing and evaluation 

· Assemble “goody bags” 

Day before Event

· Set up exhibits, tables, chairs, classrooms, evaluation table etc. 

· Set up registration table, including: 

· The “be prepared kit”

· Sign-in/registration sheets

· Maps of exhibits and programs 

· “Goody bags”, raffle prizes, give-aways

· Double check electrical cords, outlets, A/V equipment to ensure they work 

Day of Event

· Set up as needed

· Be ready one hour prior to scheduled start of event

· Direct and instruct volunteers

· Take pictures
· Collect evaluations

· Clean up

· Estimate attendance

Follow-up

· Send thank you letters to exhibitors, speakers and volunteers
· Obtain feedback from attendees, volunteers, exhibitors
· Determine and document potential improvements for next event
· Draft a revision plan based on evaluations and feedback
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Event Planning Resources
Planning Guides for Outreach Activities
Team Nutrition Health Fair Planning Guide—USDA Team Nutrition
http://healthymeals.nal.usda.gov/hsmrs/Kansas/Health%20Fair%20Planning%20Kit.pdf 

This free, downloadable toolkit will help your school plan a fun and educational health fair for students and families.  

Nutrition and Physical Activity Fair Planning Guide—Texas AgriLife Extension Service
http://fcs.tamu.edu/health/nutrition_physical_activity_fair_planning_guide/index.php 

Plan, implement and evaluate a successful nutrition and physical activity fair with this free planning guide. Sample letters, forms and flyers as well as a timetable checklist are available.
Activity Resources 
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Move & Crunch Challenge Planning Guide— Illinois Nutrition Education and Training Program
http://www.kidseatwell.org/MoveandCrunchChallenge.html 

School principals model healthy lifestyle choices and challenge students, parents and school staff to "Move" and "Crunch" their way to wellness. Download Planning Guide with sample letters, flyers, and classroom logs.     

Health Fair Planning resources—Midwest Dairy Council 

http://www.midwestdairy.com/pages/index.cfm?TREE_ID=450 
Incorporate interactive games and activities at your event such as making smoothies, creating a Dazzling Dairy Carnival and providing a Milk Mustache Booth.  

Body Walk— Illinois Nutrition Education and Training Program

Elementary students and parents can take a tour of the human body during your event where teens teach them how to eat healthy and get active. Contact Illinois NET at 800-466-7998 or ilnet@kidsroe.org  to schedule your free training.        

Interactive MyPyramid—Illinois Nutrition Education and Training Program

www.kidseatwell.org - Click on” Healthy Schools”
Easily create your own interactive tour of MyPyramid using with these scripts and diagram. Parents and students will learn as they visit each interactive food group station.  
Junior Chef Healthy Snack Challenge— Illinois Nutrition Education and Training Program
www.kidseatwell.org - Click on “Healthy Schools” 
Instructions on how you can host a chef challenge at your wellness event.    
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Interactive Nutrition Exhibits for School Wellness Fairs—Illinois Nutrition Education and Training Program 
www.kidseatwell.org - Click on “Healthy Schools”
Easy-to-follow instructions on how to create your own hands-on nutrition exhibits at your next school wellness fair.  
Nutrition Adventures Toolkit—Dole SuperKids

http://kidseatwell.org/nutrition-education.htm - Click on “Nutrition Education and Physical Activity Resource Lookup” and enter document title
Hold your own fun-filled nutrition education event for families that reinforces the importance of nutrition and physical activity. Toolkit includes ideas for activity stations, including nutrition-focused games, activities, and taste-testing opportunities. 
Power Up Moves—USDA Team Nutrition 

http://kidseatwell.org/nutrition-education.htm - Click on “Nutrition Education and Physical Activity Resource Lookup” and enter document title
Provide energizer breaks during sporting and community events using Power Up Moves.      
Popular Team Nutrition Events: An Idea Book—USDA Team Nutrition

Order a free copy from http://teamnutrition.usda.gov/library.html.

This booklet provides 23 different events schools can use to plan wellness programs.  

MyPyramid School Nutrition and Physical Activity Fair—Ohio Department of Education

http://www.ode.state.oh.us  Type in document title in Search box (top right of webpage)
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Parents and students will be engaged and have fun learning as they walk through this interactive Colors of MyPyramid School Nutrition and Activity Fair. Includes step-by-step instructions, fair guide, games and activities.      
Student Activity Programs with Home Links
ReCharge!—Action for Healthy Kids

http://www.actionforhealthykids.org/recharge/
An after-school program designed to teach students in grades 2 - 6 how to practice good nutrition and physical activity habits. Reproducible parent newsletters (English and Spanish) available.    

Game On! The Ultimate Wellness Challenge—Action for Healthy Kids

http://www.actionforhealthykids.org/school-programs/our-programs/game-on/
Four challenges that increase awareness of healthy eating and physical activity and help engage elementary students, parents and the community to make better food choices and move more. A great addition to your wellness outreach event. 
Empowering Youth with Nutrition and Physical Activity—USDA Team Nutrition

http://teamnutrition.usda.gov/Resources/empoweringyouth.html 

Fun, hands-on, activities to teach middle and high school students about nutrition and being active. Use modules to integrate nutrition education and physical activity into your family fun night or wellness outreach event. 
empowerME4Life—Alliance for a Healthier Generation

http://www.healthiergeneration.org/teens.aspx?id=3373.   

An 8-session healthy living course that equips 8-12 year old students and their parents with the attitudes, skills and knowledge about eating better and moving more. Incorporate the modules into a family fun night or present at a wellness fair.  
Bulletin Board Resources 
[image: image12.png]Mneh

CHALLE




Bulletin Board Resources—USDA Team Nutrition
http://healthymeals.nal.usda.gov/nal_display/index.php?info_center=14&tax_level=1&tax_subject=526 
Help staff create colorful, interactive wellness-focused bulletin boards that will help encourage parents and the community to choose healthy foods more often.   
Portion Distortion Quizzes—National Heart Lung and Blood Institute

http://hp2010.nhlbihin.net/portion/
Create an interactive bulletin board. Parents and staff can guess how today’s portions compared to those from twenty years ago and the amount of physical activity required to burn off the extra calories provided by these larger portions.  

Community and Parent Education Resources 
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We Can! Nutrition Basics Resources—National Heart Lung and Blood Institute
http://www.nhlbi.nih.gov/health/public/heart/obesity/wecan/tools-resources/nutrition.htm
Tools and resources that will help families and communities better understand nutrition and how it relates to maintaining a healthy weight. Resource categories include nutrition basics, portions and servings, cooking tips and nutrition curricula.  
Nutrition Education for Parents—How to Raise a Healthy Eater—Dairy Council of California 

http://dairycouncilofca.org/Tools/Downloads/Nutrition_ed.aspx
Free, downloadable nutrition education handouts to assist parents in raising a healthy eater and be a healthy role model. Spanish versions available.  
Eat Smart. Play Hard. TM —United States Department of Agriculture 

http://teamnutrition.usda.gov/Resources/eatsmartmaterials.html 
Brochures, handouts and posters for parents and kids promoting healthy food choices and physical activity that can be ordered (free) or downloaded for health events.
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Building Successful Partnerships

Engaging community partners that share the same goals and vision as your committee ensures that your programs will be effective and successful.  
Tip #1— Keep options open. Having a broad-based partner list allows access to a variety of areas of expertise, resources and ideas to assist in creating effective and successful wellness programs.     
Tip #2—Locating partners with shared goals and vision is essential. This will allow for a sharper focus for your program or event and ensure that everyone involved is working towards the same end.  
Tip #3—Take full advantage of your partnering organization’s capabilities. Your partners may be able to take an active role in participating, promoting, publicizing, and creating community excitement for your program and/or event. Ask how they can best assist your committee.  
Tip #4—Follow up to help sustain. Provide your partners with feedback on progress and success of programs to show them the positive impact your event or program had on children’s health.  
Potential Community Partners

Below are ideas of organizations, professionals, etc., to get you started in locating partners for your wellness programs. They may be willing to provide staff, funding, resources or a site for your event/ program.    

· Parent organizations (PTO/PTA)

· Park and recreation departments

· Seniors

· Boys and Girls Clubs

· 4-H clubs

· Scouts (Boys and Girls)

· Local professional sports teams

· YMCAs or YWCAs

· Community Centers

· Local hospitals

· Universities or community colleges

· Local government (health, police and fire departments)

· Cooperative Extensions

· Local insurance companies

· Dentists or medical doctors
· Local dietetic associations

· Churches

· American Heart Association (local chapter)

· Lions, Kiwanis, or Rotary Clubs

· American Cancer Society

· Dairy Council (Midwest or St. Louis
Nutrition Poster Contests

Many schools find poster contests effective in teaching nutrition education and stimulating student interest. National Nutrition Month, School Breakfast Week in March or National School Lunch Week in October are effective times to hold a poster contest.  

[image: image15.wmf]Select poster contest committee members to develop guidelines that best fit your school district. Find a local group to sponsor a contest and an appropriate award can add incentive and excitement.  

· Decide on a theme

· MyPyramid
· Breakfast: A Good Way to Start the Day

· Promote School Lunch 
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Fast Foods: Healthy Choices

· Trimming the Fat

· Nutritious Snacks

· Focus on Fruits

· Vary your Veggies

· Get on the Grain Train

· National Nutrition Month theme

· National School Lunch Week theme 
· Participants

Decide who is eligible. If there is a wide range, decide upon groupings, i.e., K-Grade 3, Grades 6-8, etc. 

· Regulations

Be sure each classroom has a copy of the rules of the contest to follow. The following suggested rules are examples but you can make up your own.  

· Individual entries shall be the work of the entrant.

· Determine poster title, size, color and if certain art supplies are needed.

· All nutrition information must be valid and up to date.

· No commercial advertising.  

· Students should be given the placement of name, grade level and classroom teacher’s name, such as lower right hand corner or on the back.

· Posters cam be submitted no later than ______ (date) to ______ (sponsor).  

· Incentive ideas

· Gift certificates, i.e., movie/video, miniature golfing, bowling, etc.  
· Sports equipment, i.e., Frisbees, water bottles, jump ropes, etc. 
· School logo attire or items, i.e., T-shirt, hat, pencils, etc.  
Parent Needs Assessment  

Our school is working on improving student health, as most children do not follow today’s nutrition and physical activity recommendations. We would like to plan family health activities that will make a difference in the lives of students and their families. Please help us by letting know your interests. 
1. Which Dietary Guidelines messages would you like to learn more about?  

 Make Half your Grains Whole 

 Vary your Veggies

 Focus on Fruits


 Go Lean on Protein

 Get Your Calcium-Rich Foods

 Know the Limits on Fats, Salt and Sugars


 Be Active Every Day


Other_____________________________
2. Which of the following ways would you like to receive family health information? 

 Health/wellness fair


 Fun, interactive exhibits at school events

 Series of cooking classes

 Information/Recipes in a newsletter  


 Information /Recipes on school website

 Take-home activities to complete with your child 


 Challenges to meet health goals with your student(s)

 Other 

3. Would you like to have family health information available at any of the following school events? 

 Open house 


 Parent/Teacher conferences 


 Sporting events  


 Family Fun Night


 Other Please explain: 


4. What is the best way to let you know about upcoming family health activities?

 School website 


 School newsletter  

 School menu back

 Other Please explain: 
 

5. Do you need child care to attend family health activities? 

 Yes

 No
Thank you for completing this survey. 
Please return to the school’s main office. 

Wellness Links for Home!









Adapted from “School Activity Kit” with permission from Healthy Kids Challenge TM www.healthykidschallenge.com 

Illinois Nutrition Education and Training Program is supported by the Illinois State Board of Education.

In accordance with Federal law and U.S. Department of Agriculture policy, this institution is prohibited from discriminating on the basis of race, color, national origin, sec, age, or disability. To file a complaint of discrimination, write USDA, Director Office of Civil Rights, 1400 Independence Avenue, SW, Washington, D.C. 20250-9410 or call (800) 795-3272 or (202) 720-6382 (TTY). USDA is an equal opportunity provider and employer.
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Wellness Challenge Tips for Home


Be a role model for healthy choices.


Include everyone in deciding changes, menu planning and cooking. 


Forget the “Clean Plate Club.” Offer and encourage healthy choices.


Encourage kids to feel good about their body and how they look. 


Find rewards other than food, like an activity.





Healthy Snacks


Kids are growing and active. Healthy snacks keep them fueled between meals. Create a healthy snack list with your child.   








Sample Snack List


Whole grain cereal trail mix


Fresh fruit or veggies


Mini whole grain bagels


Lowfat string cheese


Salsa, hummus or bean dip


½ turkey sandwich on whole grain bread


Lowfat yogurt 





Family Fun! 


Activity can be great family “together time!”





Fun Ideas


Take a walk


Go to the park


Rollerblade


Go for a bike ride


Bowling


Ice skate or sledding


Jump rope








Planning + Food Preparation + Cleanup = A Tasty, Fun Time!





Encourage kids to be involved not only in preparing the food, but also in the planning and cleanup.  
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