
Health Fair Planning Guide

Communications Strategy and Planning

Assemble a cross functional team to help design the event and create and distribute communications.  Members of the team can also help at the fair on the day of the event.

Use a multi-modal approach to promote the event.

· Posters

· Memo

· Payroll Stuffers

· Reminder emails

· Voicemail blasts

· Company newsletter

· Post on intranet site

· Announcements at staff meetings 

Start communications 4-6 weeks in advance of the event.
  

Here is a Sample timeline:
· 6 weeks before:
______
 Announce the health fair in your company newsletter 

· 5 weeks before:
______
 Promote the health fair at department staff meetings

· 4 weeks before:
______
 Send a memo via email or interoffice mail and begin sign-ups
· 3 weeks before:
______
 Hang posters in prominent office locations
· 2 weeks before:
______
 Announce the health fair in payroll stuffers
· 1 week before:
______
 Send a company-wide reminder email and continue sign-ups
· 3 days before:
______
 Send screening time confirmations to participants
· Day before:

______
 Have managers remind their employees about the health fair
· Day of:

______
 Send a company-wide voicemail blast and reminder email
Health Fair Recommendations

If possible, select a 2–4 hour period on a day of the week where most employees are in the office. The most popular days for health fairs are Tuesdays, Wednesdays, and Thursdays and the most popular hours are 10am – 2pm or 11am – 3pm. A typical participation level for employees is about 25-30%. 

To make the fair effective, it’s good to have stations where employees can get information. Among the types of stations that are typically used are:

Registration Table

· Have a company representative to sign in participants

· Have employees fill-out a consent form, if applicable

· Have a map of the stations available

· Encourage employees to complete the Employee Interest Survey
Health Screenings (such as blood pressure, body mass index, etc)
(Continued)

Materials 

· Consider supplying various brochures or information on pertinent health topics or benefits. The Blue IQ Communications Center at www.bluecrossma.com/blueIQ/ can give you access to a wide range of health and benefit information that you can share with employees. 
· You can also gather information and potential presenters from other vendors or civic groups, such as:

· EAP

· Local Health Club

· Local Health Food Store

· Representative from the town recreation department

Healthy Eating table 
· Offer water and healthy snacks with informative nutrition hand-outs 

Raffle Table

· Consider having employees complete a health education questionnaire where they have to visit the different stations to receive the answers.  Then they can turn it in to be entered into a raffle.

Following the Health Fair

Following the fair, it’s important to capitalize on the interest that it generates. You can send out the results of the employee survey and begin communicating about the topics that are of interest to your employees. 

A great way to do this is to use the Blue IQ Communications Center newsletter tool at www.bluecrossma.com/blueIQ/. This allows you to combine your company’s message with health and benefit topics your employees identified as of interest.
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