1. Step Up at Work – Preparation checklist
This information is intended as a guide only.  Please adapt it to suit your needs. 
	· Review Step Up at Work 
	· www.victoriawalks.org.au/stepupatwork (also read the Organiser’s section)



	· Get the ‘go ahead’
	· Discuss with managers, CEO, HR or OHS staff etc



	· Register your workplace 


	· www.victoriawalks.org.au/Stepup_register_your_workplace/


	· Allocate tasks to colleagues who can help you organise and promote the activities


	· _____________________ -  take photos of participants in action

· _____________________ -  round up staff to get involved

· _____________________ -  head counter to record how many people got involved

· _____________________ -  help put up posters



	· Dates
	· Identify a suitable 5 week period to run Step Up at Work 

· Pick the same day of the week for each week’s activities (pick a day that most staff are on site)

· If your workplace uses electronic calendars, send a calendar invitation to all staff inviting them to attend each activity on the same day for the 5 activities (eg. 1st Tuesday – Walk the Block, 2nd Tuesday – Walking Group, 3rd Tuesday – Walking meeting etc)



	· Promotion
	· Identify key locations to put up posters - kitchen, toilets, noticeboard, fridge etc

· Where applicable - use staff intranet, CEO bulletin, announcements at staff meetings etc 

· Put up photos of participants to encourage participation for the next activity



	· Be inclusive
	· Consider adapting the activities to include staff with injuries or disability



	· Feedback forms


	· Encourage and remind staff to fill in every feedback form after the activity (even if they didn’t participate) – this will help you report back to your organisation as well as to develop future policies or activities



	· ‘Add ons’ (optional)
	· Team challenge – organise staff by department, alphabetically or by section to challenge each other according to awards for categories eg. the highest participation, most enthusiastic etc

· Rewards / awards / prizes - to encourage participation and awards to boost excitement 

eg. certificates (download from the organiser’s section), coffee vouchers, movie tickets, book vouchers etc
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