


2. Step Up at Work – Activity schedule
This information is intended as a guide only.  Please adapt it to suit your needs. 
	Week
	Activity
	Task list 
	Notes

	
	Preparation 
	Check off as many items in Preparation Checklist as possible
	

	
	Introduction - Step Up at Work
	· Send Email 1 


	

	
	Prepare Walk the Block
	· See How to Walk the Block
· Decide on date, time and location for Walk the Block
· Send Email 2 as early as possible to give staff plenty of notice
· Put up Walk the Block posters
· Finalise preparations for Walk the Block day (walk the route, play music at lunchtimes in the week beforehand to generate excitement? eg. Walk Like An Egyptian, Footloose, I Will Walk 500 Miles etc)

	

	1
	Walk the Block
	· Walk the Block!
· Take photos of participating staff
· See How to start a walking group
· Discuss suitable day, time and meeting spot for Walking Group, who will lead, where to walk etc
· Put up Walking Group posters

	

	2
	Walking group
	· Send Email 3 
· Walk with Walking Group!
· Take photos of participating staff
· See How to conduct a walking meeting 

	

	3
	Walking meeting
	· Send Email 4
· Identify a few meetings where participants could benefit from a walking meeting and invite them to do so
· Take walking meetings!
· Take photos of participating staff
· See How to map your local area 
· Get materials together – large photocopy of map, coloured dots, pens, a list for people to write their ideas etc 
· Put map and materials up in a central location 

	

	4
	Map the local area
	· Send Email 5 
· Invite staff to map the local area
· Take photos of participating staff
· See How to take exercise snacks at work
· Think of exercise snacks that are suitable for staff in your workplace

	

	5
	Exercise snacks at work
	· Send Email 6 
· Take exercise snacks
· Take photos of participating staff 
· Send Email 7

	

	6
	Wrap up
	· Contact Victoria Walks for feedback form results –
      info@victoriawalks.org.au or call (03) 9667 1326.  
· Print certificates for participating staff (optional, add signature and date)
· Collate photos and insert into Report template 
· Circulate Report to managers and staff if appropriate
· Fill in Step Up at Work – Organiser’s feedback form to let us know how you went, what can be improved etc. 
· Take a bow and give yourself a pat on your back for helping to improve the health and well being of staff at your workplace!!
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