Starting a Walking Program

This material is for informational purposes only. Unless otherwise noted, websites referenced in this kit that are
outside the www.cpg.org domain are not endorsed by or affiliated with the Episcopal Church Medical Trust (the
“Medical Trust”). Neither the Medical Trust nor any of its affiliates (collectively, the “Church Pension Group”) is
responsible for the accuracy or completeness of any information found at any of such websites. Sample forms may
be provided in this kit for your consideration in use with conducting your own walking club. The Church Pension
Group makes no representation as to the legal effect of such forms. The Church Pension Group does not provide
legal or other professional advice. Please consult with your own professional advisor for further guidance.

In our continuing efforts to promote wellness throughout the church, we
are proud to introduce this step by step manual on how to create a 5K
walking program. This manual has been designed to get your employees
more physically active and ultimately improve their health.
With this manual, you’ll discover that implementing a wellness initiative
in the workplace is easier than you think. We have provided an easy to
follow guide that will help you through each step of the process. We have
included everything you will need, from a letter to your bishop/supervisor
to program evaluation forms.
By simply using this step-by-step guide, you can get your employees
moving and in time reap the benefits of a healthy workplace. With this
manual, you have the necessary tools to move your diocese/group
forward in the realm of wellness. You have already taken one step in
the right direction by picking up this manual. So, take a deep breath,
take another step, and get started today!

Getting Senior Level Support

Getting senior level support is the first critical step when planning your
program and is essential in implementing a walking program at work.
Ultimately, they are the ones who have the final say on matters of
resources and budget.

Below is a copy of a proposal we created at the Medical Trust when we implemented our own walking program:
Why We Should Organize and Participate In a Departmental 5K walk/run?
• As an enterprise, we strongly emphasize the importance of health and
wellness to all of our clients and members through different methods
of communication including Health & Wellness News, our annual Health
Benefits Conference, Diocese/group Health fairs, wellness presentations,
Planning For Tomorrow conferences, and benefit education meetings.
• As an enterprise, we have the opportunity to lead by example and set
the foundation for creating a culture of wellness within the church.
• Participating in a departmental wellness activity such as a 5K is one way
to get our colleagues actively involved, raise awareness, and engage in
a healthy lifestyle to prove that we are all “Well to Serve” our members.
• In summary, we would “walk the walk”. We have a unique opportunity
as the health plan sponsor to provide leadership by example.
Scope and Action Plan
A 5K walk/run is equivalent to 3.1 miles.
Our overall objective will be to work as a team and support one another
from training to completion. We believe it is necessary to offer a challenge
that is both reasonable and achievable like a 5K walk or run which will
take place in the New York City Metro Area. We will promote the 5K
walk/run within the Medical Trust.
Team formation will be completed by the end of January. Training will
begin by February followed by the event in early May 2010.
Most of the training will be independent. We will meet once a week as a
team to discuss training, diet, injuries and raise any questions or concerns
we may be facing throughout our training. Every other week this meeting
will take place off CPG premises for group training.
In addition, a public domain will be created for participants where they
can share stories, questions, and concerns and provide support for one

another. A shared folder will also be created to store training plans and
other materials and articles (The Couch to 5K Running Plan) pertinent to
training.
Financial Support
We are asking for the The Medical Trust to support us with our proposed
plan. Monetary contribution will be gladly accepted.
Suggested Events (Dates and locations)
5K Walk/Run
The 9th Annual NYPD Memorial 5K on May 16, 2010

Determine Your Goals and Objectives, Recruit a Team, and Develop a Budget
Below is a list of goals and objectives you may want to consider when
planning your program.

Sample Goals

Sample Objectives

Recruit a Team

• Increase physical activity among employees.
• Increase educational awareness among employees about the
benefits of walking.
• Motivate employees toward making positive health behavior changes.
• Collect data to support future program decisions.
• To have 25% of the employee population participating in the
walking program.
• To have 85% of participants able to list the benefits of walking by
the program’s end.
• To achieve a 90% participant completion rate.
You don’t have to do this alone. Create a wellness team to lighten the
work load. As you go about establishing your wellness team, you’ll want
to make sure that you get the right people involved (e.g., big picture
thinkers, worker bees, hard core volunteers, etc.). You’ll also want this
team to be as diverse as possible to get a wide perspective of what your
employees want/need as far as this program goes. If you’re successful,
your wellness team will provide the support and guidance to successfully
execute one of the best programs your diocese/group has ever offered.

Develop a Budget

Don’t let the word ‘budget’ deter you from starting a walking program.
You don’t need a lot of money for your program to be successful.
Realistically speaking, you only need to set aside some dollars for basic
printing costs. All the rest such as pedometers, T-shirts, incentives and
prizes are pretty much optional or items that you can get for no or low
cost. You may want to consider charging participants registration fees
for the 5K event to give them some accountability. Remember, the
Episcopal Church Medical Trust is here to assist you in having a
successful program. Please call us at (800) 441-7118 if you have any
questions or would like to request our assistance.

Promoting Your Walking Program

Traffic is good! Identify high traffic areas in your building (bathrooms,
break rooms, coffee machines, water coolers etc.) to post your
promotional flyers inviting everyone to your kick off meeting. Make sure
your flyers are clear, easy to understand, and printed large enough to
read when passing by. Always let people know who they can contact
for details (name and phone number).

Diversify your information. Use all the channels of communication at
your disposal. For example, billboards, newsletters, internet or intranet
sites, and important meetings are just a few of the ways you can better
promote your activities. Once you’ve decided where you will promote, you
need to choose what type of materials to utilize. There are several options
to choose from, including posters, table tents, paycheck stuffers, or even
e-mails. No matter what you decide, be sure to include the basics—who,
what, where, when and why.
Timing is everything. Another step to effective promotion is determining
the right time to deliver the message. You may want to take advantage
of departmental meetings, social gatherings, holiday party etc. to convey
your message.
Kicking it off. Schedule a time and place for participants to get together.
This “rally” should pump up participants as well as lay the groundwork
for the campaign. Communicate the goal to all participants. Also, be sure
to talk about when and where participants get their weekly handouts.
A great way to kick a program off is to bring in an entertaining and
motivating guest speaker. Check around to find out who’s the guru in
your area and get them on your calendar. You’ll be amazed at how much
enthusiasm they can generate.
Keep the momentum going. Each week you should distribute handouts
and emails to your participants (Handouts provided in the Participant’s
Materials section). These handouts cover issues specific to walking,
motivational questions, and resources for more information. Some
participants will lose their information — putting extra handouts in
different areas will minimize this predicament and prevent you from
constantly running to the copy machine. Continue to encourage
employees with occasional but routine emails. This will give the
participant an opportunity to express any concerns they may have.
It can also be motivating for employees to know that you are in tune
with their progress.
If you want the program to run smoothly and be successful, it’s important
to follow through every single time. Simply, this means handing out
weekly materials to participants and keeping track of their activity logs.
The key is not to get behind. In addition, it’s important to be creative and
motivated. This is where your team members can come in handy. Find
your cheerleaders and champions and put them in positions where they
can encourage others.

Are medical consent forms necessary? As with any health promotion program that is centered on physical activity,
you are faced with the inherent risks of injuries and accidents. Though
walking is considered to be a light to moderate activity, potential hazards
still remain — the question of obtaining medical consent forms must be
raised.

Keep in mind that a participant is especially at risk if he/she:
• Has a family history of heart disease
• Smokes
• Has high blood pressure — equal to or greater than 140/90 mmHg
• Has high cholesterol — a total cholesterol greater than 200 mg/dL
• Has diabetes
• Is obese

• Is sedentary
• Is a male 45 or older, or a female 55 or older
To ensure high-risk participants’ safety and health, requiring physician
consent is more than likely necessary. Informing all employees of the risks
and getting medical clearance for participation is ideal. (Please note that
medical consent requirements vary from state to state. You may wish to
consult a legal consultant to ensure the use of the proper form.)

Sample Email to Senior Management/Bishop on Starting a Walking Program at Your Diocese/Group
Email from: Your Name
To: Sr. Mgt/Your Bishop/Manager
Re: Starting a Walking a Program at [your diocese/group]
Dear ___________,
I am writing this email to inform you of the walking program I would like
to implement within the next ________ months. The walking program will
be 12-weeks long and will encourage participants to start moving to stay
physically active and to prepare them for a 5K event.
I strongly believe that our employees and [your diocese/group] as a
whole will benefit from this walking program. As you probably already
know, 60% of American adults don’t get the recommended amount of
physical activity and 25% are not active at all. No doubt, our workforce
is certainly not exempt from these eye-opening facts.
Since the advantages of regular physical activity include a reduced risk of
developing heart disease, diabetes, high blood pressure, and depression,
I am confident that this program will help our employees realize the
benefits of reduced health risks and position the [diocese/group] to
experience lower medical costs. At the end of the 12 week program, we
can participate in a 5K walk as a group to mark the end of the program.
Not only will we be walking to maintain good health, we will also be
walking for a good cause.
I would very much appreciate your attention concerning this matter.
Specifically, your support in the form of emails, vocal addresses to
employees, or personal appearances at program meetings would be
ideal. Ultimately, it would be wonderful to see you participate in this
exciting program. I know our employees will have a positive response
to this program if it is reinforced by your support. The Episcopal Church
Medical Trust has offered us their support and expertise as collaborators
in this critical mission of improved health & wellness for the Church.
(Your closing signature here)

Below is a Copy of a Save the Date Email We Created at The Medical Trust
To: MT Staff
Subject: Save the Date! Presenting the Medical Trust Well to Serve Walk/
Run Team kickoff meeting February 2nd!
Dear Medical Trust,
As you are aware, Medical Trust has launched its Well To Serve Health
and Wellness Program. The most recent Health and Wellness Newsletter
discussed the concept of Small Changes leading to Big Results. In
order to “walk the walk” and be Well To Serve our members, clients and
Dioceses, Medical Trust is creating a Well To Serve Walk/Run team. As
a team, we will participate in a walk/run for charity in the Spring. We will
have a kickoff meeting where people can sign up on Tuesday, February
2nd from 1 – 2:30PM in the Training Room.
FAQs:
Q: Why should I do this?
A: According to the Mayo Clinic, just by walking, you can lower your bad
cholesterol (LDL) and raise your good cholesterol (HDL). Walking and
exercise also lowers your blood pressure and reduces your risk of type
2 diabetes. If you want to get strong and fit, start off small and join this
event.
Q: What is the time commitment?
A: We will meet as a group to train once per week during lunch time.
Q: How will I train for this event?
A: At the weekly trainings, Health Coach Peter K will work with us on
fitness, nutrition, and injury prevention. We will also train on our own
within our communities, either alone or with family and friends.
Q: Is my manager OK with me going to these weekly lunchtime trainings?
A: All Medical Trust managers are highly supportive of the Well To Serve
Walk/Run team!
Q: Baby, it’s cold outside. Where are we going to do the training?
A: We will meet inside until the weather warms up. After that, we will
move our training efforts outside in order to enjoy the nice weather!
Q: What is the length of the event?
A: The event will be between 5K (3.1 miles) and 4 miles.
Q: I’ve never even walked a mile. Can I do this?
A: Absolutely!!! First, anyone commuting into Penn Station is walking 0.7
miles just to get to the office every morning! From Port Authority the
one way walk to the office is 0.6 miles. So, you’re likely already walking at
least close to the necessary mileage. Plus, we will be working together
as a team and providing training plans for people of all fitness abilities.
Q: What kind of event is it?
A: We are currently still researching events, but are looking for one where
participants can walk or run, is stroller and child friendly so that you
can bring your family, and is being done for a charity.
Q: Where will the event be?
A: We are looking for an event in Manhattan. Most events usually occur
on Saturday or Sunday mornings.

Q: Is there any way to track my mileage?
A: Why, yes, there is! Every week each participant will email Alison with
their weekly training mileage (and this can include any part of your
daily commute that you walk or run). Alison will tally everyone’s mileage, and keep a running tab. At the end we will be able to see how far
we have collectively run/walked as a group!
Q: Wow, this sounds great! How do I sign up?
A: We’re glad you like it. If you think you would like to participate, please
reply to this email. Also, look for the invitation coming soon. But in the
meantime, save the date for the kickoff meeting: 2/2/2010, 1 – 2:30PM.
Healthy lunch will be served (hey, remember that we have to “walk the
walk”. What were you expecting, greasy cheeseburgers?).
Don’t forget to SAVE THE DATE IN YOUR CALENDAR!
If you have any questions, please don’t hesitate to contact Alison
or Stephanie.
Thanks!
Alison and Stephanie

Sample Email Reminder to Your Walking Program Participants on Your First Training Session
Week 1 Email

To: MT Staff
Subject: Reminder: 5K Training Tomorrow!
Hi, 5K Team!
Just a reminder that the first 5K training will take place tomorrow, Feb.
11th at 12 Noon in the Training room.
Below are some links to training plans that you may find useful. The
first discusses the basics of running. The other 3 are 5k training plans.
“Couch to 5K” is a great plan for people who are interested in running a
5K but are not exercising too much currently.
I’ve also attached Peter K’s weekly fitness planner. You can feel free to
start filling it in, and you can ask Peter any questions tomorrow.
Tomorrow you should wear sneakers if you have them. Also, I think you’ll
be a lot more comfortable in workout clothes than work clothes. I’ll be in
workout clothes, so you won’t be alone!
Running 101:
http://www.runnersworld.com/article/0,7120,s6-380-381-387-2201-0,00.html
Couch to 5K:
http://www.coolrunning.com/engine/2/2_3/181.shtml
5K training, Novice:
http://www.halhigdon.com/5K%20Training/5-Knovice.htm
5K training, Intermediate:
http://www.halhigdon.com/5K%20Training/5-Kinter.htm
Finally, don’t forget to track your mileage!! If people want, I can whip up
an Excel file that each of you can use to send me your mileage. Let’s
walk/run to Hawaii and escape the snow!
Thanks,
Alison and Stephanie

Sample Email Reminder to Your Walking Program Participants
Week 2 Email

To: MT Staff
Subject: 5K Walk/Run Team meeting, 2/18/10, Agenda and handouts
Hi, Team!
Shoe shopping yesterday was great! And now that most of you have your
shoes, let’s get started! That’s right, we’re taking it OUTSIDE tomorrow!
The next meeting is tomorrow, Feb. 18th, from 12 – 1. Let’s meet in the
6th floor conference room. Peter is going to go over the attached handouts, primarily the Fitness Planner. You need to have a plan in order to
put it into action!
We’ll go over the handouts for about 15 minutes, and then go outside
and start working out. Therefore, please dress to workout, and bring
some layers so that you’ll be comfortable outside.
Talking points for tomorrow’s meeting:
• Weekly fitness planner/Setting your goals
• Shoes and other gear
• Stretching
• Nutrition
Please let Stephanie or me know if you have any questions.
Thanks!
Alison
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