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1.0 INTRODUCTION
A meeting is two or more people sharing ideas or information. Meetings can be an efficient way
to disseminate information, obtain feedback or make collective decisions. They are an
indispensable tool for finding innovative solutions to problems (HR Council, n.d.). Sometimes,
though, we have so many meetings that we can’t get our work done! Other times, inefficient
meetings keep us from progressing. How do we find the balance between enough and too many
meetings? How can we hold useful, efficient and healthy meetings? (Bodkin & Kalda, 2017)
You’ve probably heard the adage, "There’s nothing certain in life, except death, taxes and
meetings." If you look at the statistics, the average time spent in meetings is staggering:
 Most business people spend approximately 25 percent of
their time in meetings.
 Middle managers often spend at least two days out of
every week in meetings.
 It’s not unusual for executives to be in meetings for up to a
whopping four days a week! (EffectiveMeetings.com, n.d.)

Meetings, events and conferences are a central part of todays work world and many involve
food, drinks and long periods of sitting. Our physical and mental health can be greatly impacted
by our time spent in these situations.

The Healthy Meetings 4 All! resource guide was created for anyone who would like to host
meetings, conferences or events that are different; and/or meetings that foster a learning
environment where participants stay alert, productive and engaged during the event. These
ideas can also encourage and support healthier choices at work and at home.
As the meeting planner(s), you can help create a culture of physical and mental health, wellness
and productivity by reducing the amount of sedentary (sitting) time, providing food options that
fuel the body, planning frequent breaks, being environmentally friendly, and planning well so
that the needs of others are considered. Planners who make healthy options the easy choice
are also supporting meeting participants in their healthy living goals.
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The Focus of the Document
The focus of this guide will be on planning meetings, conferences and events within a work
context. However, the guide is intended for use by anyone tasked with planning events for any
workplace sector, community group, profit or non-profit organization, government agency,
association etc., from small – department level meetings to multi-day conferences.
In this document you will find,


suggested ways to reduce sitting time and increase physical activity during meetings



guidance for making healthy food choices for your meeting, event or conference
o

tips for working with your venue, caterer or chef to ensure you provide healthy
food options



other considerations you should think about (serving alcohol, supporting a tobacco free,
scent free environment, etc.)



ways to ensure your meeting is environmentally friendly



information about the importance of break-time in meetings over 90 minutes’ long



a guide to planning well; anticipating and planning for the special needs of your
participants



tips to improve the engagement and productivity of participants in healthy meetings



an Event Planning Checklist to guide your planning

Why is this important?
Studies show that there is a strong relationship between the work environment and the
health behaviours of employees. Nearly half of our waking hours are spent
at work; for many this can mean many hours spent in meetings, conferences, and events.
Adopting healthy meeting standards sends the message that health is important to your
organization and that you support the health and wellbeing of your employees, business and
community partners and your event participants. It models healthy behaviours that enable
organizations and governments to “walk-the-talk”.

Some other sources of great information on hosting and facilitating meetings can be found on
the following web-sites:
Facilitation for Healthy Communities Toolkit
The Power of Reflection: An introduction to participatory evaluation techniques
Facilitating Meetings
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2.0 PHYSICALLY ACTIVE MEETINGS
DID YOU KNOW?
A healthy workplace is a necessary foundation for successful wellness programs. When employers
make positive changes and support workplace wellness initiatives such as Healthy Meetings 4 All
can lead to improved employee health and wellbeing. (Chatham Kent Public Health Unit (CKPHU),
2015)

2.1 MOVE MORE
The Sun-Life Buffett National Wellness Survey reported that 92% of organizations recognize
that the health of their employees influence their overall performance. Employers who
implement workplace wellness initiatives have also been found to benefit significantly from
improved employee morale, reduced absenteeism and improved employee retention (CKPHU,
2015). Too much sitting causes us to lose concentration, decreases our productivity and energy
levels and has been linked to heart disease, obesity and diabetes. (Windsor Essex County
Health Unit (WECHU) and Go for Health Windsor Essex (GFHWE), 2013)
Download the infographic here (ParticipACTION Sedentary Behavior Infographic)
Even adults who meet the Canadian Physical Activity Guidelines, sitting for long periods of time
can be detrimental to health. Providing opportunities to stand up and move around at meetings
and throughout the day will have many benefits for the participants, employers, presenters and
meeting planners. (Tremblay et al., 2017)

It is important to keep moving throughout the day, to sit less and move more.
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2.2 SEDENTARY BEHAVIOUR
For many employees the most common forms of sedentary behaviour include, sitting at a
desk or in a motorized vehicle for extended periods of the work day. Prolonged sitting is typical
of many meetings, events and conferences. In Canada sedentary behaviour guidelines for
adults have not been developed yet but the importance of moving more and sitting less
throughout your workday is well documented.

DID YOU KNOW?
Canadian adults, on average are sedentary for 9.8 hours of their daily waking hours, (Public
Health Agency of Canada (PHAC), 2017 Physical activity, sedentary behaviour, and sleep),
Sedentary behaviour is defined as any low intensity activity that you do while you are awake
such as sitting or lying down that requires very little energy expenditure. (Tremblay et al., 2017)

A good rule of thumb at a meeting is to encourage and give people permission to stand up
and move within the meeting space. (Lang, McNeii, Tremblay, & Saunders, 2015). The
tendency in meetings is to try to be focused on the task and often breaks are forgotten, delayed

behavior can be defined as any low intensity activity that you do while awake such as sitting or
lying down that requires very little energy expenditure.4

or avoided.

“Breaks are an important part of a focused, effective meeting that is expected to run over 90

minutes long. It’s not worth trying to cut corners and abolish breaks to save time, unless you
want a room full of cranky, squirming, non-productive participants (Smart Technologies 2004).
Helping people move more should be encouraged to break up periods of prolonged sitting.
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Options to help reduce sedentary behaviour and energize everyone to stay alert and be
productive. (CKPHU, 2015)


Begin a meeting by encouraging and giving people permission to stand and move about
within the meeting space



Provide some tall tables that people could use if they choose to stand during the meetings



Provide opportunities for stretch /physical activity breaks frequently throughout meeting to
avoid sitting for extended periods. Refer to Creating Physical Activity in the Workplace
toolkit, Section 1 for some on-line video resources



Build activities into the agenda that encourage movement, such as standing at flip charts or
in work groups



Identify someone to facilitate physical activity break(s); does not need to be a professional.



Allow walking meetings for smaller groups if feasible



If the event is off-site, choose locations that have enjoyable walking destinations for breaks
and encourage walking, cycling, and/or carpooling to and from the meeting. For more
information visit Active Transportation on the Middlesex London Health Unit website



Use wireless phone headsets or speakerphones to allow for standing/walking during
teleconferences and webinars



Provide information and remind employees of the Canadian Physical Activity Guidelines that
recommend adults get at least 150 minutes of moderate to vigorous physical activity per
week
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2.3 PHYSICAL ACTIVITY MEETING BREAKS
DID YOU KNOW?
According to Canadian Health Measures Survey only 17.5% of adults are meeting the
recommendations of the Canadian Physical Activity Guidelines, (PHAC), 2017, Canadian chronic
disease indicators). The Canadian Physical Activity Guidelines recommends that adults get at least 150
minutes of moderate to vigorous physical activity per week in bouts of 10 minutes or more.
(ParticipACTION, 2016). Incorporating physical activity breaks into agendas at meetings, conferences
and throughout the day is a great way to get more active.

A Physical Activity Meeting Break should be: (Maryland State Employee Wellness Initiaitve
(MSEWI), 2013)


Completely voluntary - attendees are aware there is no pressure to join in



Done at each individuals own pace, causing no pain, and is meant to be comfortable



Sensitive to physical limitations; not eliminating anyone from participating or making
anyone feel excluded



Fun and safe and does not require a professional leader



An energizer for the rest of the meeting
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2.4 HOW TO LEAD A PHYSICAL ACTIVITY BREAK (MSEWI, 2013)


Physical activity can occur anywhere – inside the meeting room, outside the meeting
room, outside the building or even around the table and in a chair



When possible have the physical activity break listed on the agenda so attendees can
participate wearing appropriate attire and footwear



Ensure that each participant has sufficient space and clearance in order to avoid injury



Advise participants to do only what is comfortable and to stop immediately if they feel
any pain or discomfort



Make sure that attendees know participation is completely voluntary; there is no
pressure to join in



As the lead, be mindful and attentive to all participants; provide support and
encouragement when needed

The above are simply suggestions; be creative, be safe and have fun.
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2.5 PHYSICAL ACTIVITY CONSIDERATIONS (MSEWI, 2013)
Accommodating Those with Physical Limitations:
There are no rules regarding how to assist people with physical limitations to participate in
physical activity breaks. The most important thing is to listen to the individual’s needs and never
pre-judge his or her requirements or abilities.


When planning walking activities, choose routes that are accessible to all



Modifications need to be considered if any activity does not work for everyone’s
abilities- (e.g. slowing down the pace, sitting rather than standing)

2.6 CONSIDERATIONS FOR DIFFERENT TYPES OF MEETINGS
Be More Active at any Type of Meeting
Short Meetings (MSEWI, 2013)


Schedule a brief physical activity for 10 minutes or incorporate a stretch break before the
meeting starts and at its conclusion. This will help to keep everyone energized.

Some examples that can be done seated or
standing include:


March your feet in place or pump arms up & down



Slowly stretch neck, shoulders, arms, hands, legs
and feet. Avoid bouncing or jerking movements.



Move arms, head or torso in slow circles



Dance to some upbeat music
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Half/Full Day Meetings (MSEWI, 2013)


Choose a location where participants can
safely and easily take a walk. Participants
can walk around on their own, or someone
can lead interested participants in a brief
walk or physical activity



Consider labeling this time on the agenda
as a “Stretch Break,” or “Walk Break,” etc.
to cue participants to action



Provide information to participants in pre-meeting materials to bring or wear appropriate
clothing and footwear so they have the opportunity to participate

Multi-Day Meetings (MSEWI, 2013)
Choose a location that has a fitness facility or access to one.
Organize early morning physical activity opportunities.
These may include, but are not limited to:


group walks, jogs, runs or classes such as yoga or Pilates



contact a local gym, wellness or fitness centre to see if they would be willing to send an
instructor to lead activities

Remember to select safe and easily accessible routes if participants engage in a group walk,
jog or run. Encourage networking by suggesting people take a walk together, either in the
conference centre or outside, and talk about their common interests.

Suggestion:
Provide a topic from the conference for them to discuss during the walk. Look for places
where participants can walk to dinner, shop or enjoy other forms of entertainment.

Provide participants with maps of nearby attractions and walking trails.
Remember to select safe and easily accessible routes so that all can participate.
Include this information in materials that are sent to participants.
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Continue Moving Throughout the Work Day: (Alberta Centre for Active Living (ACAL),
2015)


Use stairs if possible



Stand-up stretches or take stand-up breaks at your desk



Stand –up or do stretches while on the phone



Walk to a colleague’s desk to deliver a message



Walk a longer route to do routine activities (e.g. going to photo copy machine, lunch
room, washroom)



Park at the far end of the parking lot to get in some extra walking time



Take quick, short walks during breaks



Active Transportation - walk, run or cycle to work



Take the bus, consider getting off several stops earlier and walk the rest of the way to
work



Participate in workplace activities and challenges

For more information on Workplace Activities,
visit Middlesex London Health Unit website - Workplace Health
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3.0 HEALTHY EATING – FOOD FOR FUEL
Over 60% of people over the age of 18 in Middlesex London are either overweight or obese
(Public Health Ontario, 2015). Although there are many contributing factors, our food
environment—where we work, live, and play—has a key influence on our eating habits. What
we eat and drink affects how well we feel and how healthy and productive we are.

DID YOU KNOW?
Less than 1% of Canadians follow a diet consistent with Canada’s Food Guide. Given that most
adults spend at least 60% of their waking hours at work and eat at least one meal at their place of
employment, the workplace is an ideal setting to promote healthy eating. The types of food offered
in meetings, conferences and events can either support or hinder the development and
maintenance of our health (Ontario Society of Nutrition Professionals in Public Health Workplace
Nutrition Advisory Group (OSNPPHWNAG), 2015).

We are surrounded by food every day, and what is made available has a great influence on
what we choose to eat. Providing a work (or meeting) environment that makes the healthy
choice the easy choice supports employees’ health. Eating foods such as fruits and vegetables,
whole grains, and lean proteins gives us the energy we need to perform better and stay more
focused.
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Are Food and Beverages Necessary?
Each time you are planning a meeting or event, begin with the question: Is providing food and/or
beverages (excluding water) really necessary? If food is offered to employees in addition to
what they normally consume in a workday, it may contribute to excess caloric consumption and
poor diet quality (OSNPPHWNAG, 2015). Food presented during a meeting may also make it
more difficult for employees to concentrate on work (Cohen & Farley, 2008). Consider only
offering food and beverages other than water at longer meetings and when the meeting or event
is during traditional meal times such as breakfast, lunch or dinner. At other times, or for shorter
meetings you may want to offer only water. If you are providing food, aim to have the offerings
be choices that promote healthy eating; use the Healthy Food Choices below.

Healthy Eating is Balanced Eating
When you have decided you need to order food for a meeting, serve balanced meals and
snacks that feature vegetables and fruit. Vegetables and fruit provide fibre, vitamins, minerals,
antioxidants and they can help reduce the risk of illness.


Meals should always contain at least 3 of the 4 food groups from Canada’s Food Guide
including at least one vegetable or fruit choice.



Snacks should contain at least 2 of the 4 food groups from Canada’s Food Guide
including at least one vegetable or fruit choice.
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DID YOU KNOW?
Canada’s Food Guide recommends that adults consume 7 to 10 servings of vegetables and
fruit every day (Health Canada, 2007).

3.1 HEALTHY FOOD CHOICES (CKPHU, 2015)
Use the following guidelines to help arrange healthier food options.

Rethink the drinks!
Tiredness can be a sign of dehydration, so water should be available to meeting
participants at all times. Remember that although coffee and tea can be a source
of fluid intake, drinking too much caffeine can be harmful.

Beverages


Make tap water the number one beverage choice



Offer bottled spring or sparkling water – regular or flavoured with no added sugar



Offer 100% fruit juice or vegetable juice – avoid using large-size bottles



Offer 2%, 1%, skim milk, or fortified beverages (e.g., soy milk)



Coffee – regular and decaffeinated



Tea – regular, decaffeinated and herbal teas, – hot or cold and unsweetened
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Serve milk and calorie-free sweeteners, in addition to or instead of, cream and sugar for
coffee or tea

Breakfast


Offer whole grain breads/toast/bagels, low-fat muffins, (cut size portions in half if selections
are large) and hot or cold whole grain cereals



Provide fruit as whole fruit, fruit trays, unsweetened dried fruit, and fruit salad without added
sugar



Provide milk and alternatives such as milk, yogurt and cheese



Offer meat alternatives such as poached or boiled eggs, baked beans and/or peanut butter



Serve condiments and spreads on the side (e.g., light cream cheese, margarine, butter)

Sandwiches / Soups


Ask for sandwiches on an assortment of whole grain breads, pita, tortillas, and rolls



Have a variety of healthier sandwich fillings such as roasted chicken, turkey breast, lean
roast beef, lean ham, tuna, salmon, egg with low-fat mayo, cheese, tofu, hummus, avocado,
roasted red pepper, shredded or grilled vegetables



Include vegetable toppings (lettuce, cucumber, tomato, peppers, grated vegetables)



Ask for sandwiches made with little or no mayonnaise, butter, or non-hydrogenated
margarine; instead, order mayonnaise, butter, or non-hydrogenated margarine on the side;
offer mustard, relish, and hummus as alternatives



Provide lower sodium broth-based soups or request that milk be substituted in cream-based
soups



Consider offering vegetable or legume-based soups like lentil or black bean soup

Main Dishes


Include at least one vegetarian option; try entrées made from beans, lentils, or tofu



Consider dishes made with grains such as rice, couscous, barley or pasta



Choose meat, fish, lentils, beans, poultry, and vegetable dishes that are broiled, roasted,
baked or steamed instead of breaded and/or fried



Avoid high-fat cream sauces; instead, choose dishes made with tomato sauce, etc.



Incorporate fruits and vegetables on kebobs and serve over brown rice or quinoa
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Vegetable Side Dishes


Offer a dark green leafy salad (e.g., spinach, romaine), with healthier salad dressings (e.g.,
oil and vinegar based instead of cream based)



Consider including legumes and/or nuts and seeds, such as chickpeas or sunflower seeds,
in salads



Serve dressings and dips on the side



Consider a vegetable and bean salad



If offering other salads like coleslaw, potato, or macaroni, ask for lower-fat dressings



Choose raw or cooked vegetables with little added fat (e.g., steamed, roasted, grilled)

Snacks


Provide a fruit basket, fruit platter, or fruit salad without added sugar



Offer Ontario-grown fruits (e.g., apples, peaches, strawberries)



Have a vegetable tray with healthier dips (e.g., hummus, tzatziki)



Milk, yogurt, cheese Unsalted, raw, or roasted nuts and seeds



Ask for a variety of whole grain mini muffins or bagels with low-fat cheese (e.g., cheddar,
mozzarella) or lower-fat spreads (e.g., hummus, light cream cheese, jam) on the side
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Desserts
Dessert is not necessary at all meals. If you plan on providing dessert in addition to a meal,
consider the following:


Offer fresh fruit or fruit salad and emphasize local seasonal fruit



Provide yogurt parfaits

If offering less healthy options:


Offer a healthy dessert option as well (e.g. fruit)



Choose fruit-based baked goods, such as fruit crisps or crumbles, and/or choices with more
fibre when available such as wholegrain fig bars, oatmeal cookies, oatmeal raisin cookies



Choose trans-fat free baked goods.



Cut baked goods into smaller portions; cut in half or into bite sized portions

3.2 HOW MUCH DO I ORDER? (Ogryzlo, 2012)
It is always tricky trying to figure out how much to order for a meeting, event or conference. Too
much, and it might go to waste; too little and some people may go hungry. Use the following
portion guide to help you order just the right amount of food.
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Per Person
Food/Drink
Snack



Vegetables and

Fruit

1/2 cup (125 mL) fresh,
sliced
1/2 cup (125 mL) 100% juice
1 piece of whole fruit
1/4 cup (60 mL) dried fruit

Meal















1/2 medium bagel or pita
1/3 cup (80 mL) low fat
granola
5-10 crackers








1/4 cup (60 mL)
shelled nuts or seeds
1/2 cup (125 mL)
hummus or bean dip
2 tbsp. (30 mL) nut butters
1 hard-boiled egg



Grain Products

Meat and
Alternatives













Milk and
Alternatives






1 cup green leafy salad
1/2-1 cup (125-250 mL)
cooked or fresh vegetables
1/2 cup (125 mL) sliced fruit
or fruit salad
1 cup (250 mL) vegetable
soup
1 piece of whole fruit
1 cup (250 mL) cooked pasta
1/2-1 cup (125-250 mL)
cooked rice, bulgur, quinoa
1 small dinner roll
1 tortilla or pita (12 inches)
1-2 slices bread
1/2 whole grain muffin
3/4 cup (175 mL) cooked
oatmeal
2 1/2 oz-5 oz. (75-150 g)
meat, fish, poultry
3/4 cup (175 mL) cooked
beans, peas, or lentils
5 oz. (150 g) or 3/4 cup (175
mL) tofu
1-2 eggs
1/4 cup (60 mL) nuts or
seeds
1/2 cup (125 mL) hummus or
bean dip

3/4 cup (175mL) yogurt or kefir
1 1/2 ounces (50 g) cheese
1 cup (250 mL) milk or fortified soy beverage
1 cup (250 mL) cottage cheese
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3.3 SAFE FOOD HANDLING
(The Western and Northern Canadian Collaborative for Healthy Living (TWNCCHL), 2008)

To Help Prevent Food-Borne Illnesses at Meetings, Events or Conferences


Make sure all foodservice areas are cleaned



Ensure utensils, such as tongs and serving spoons are provided to prevent direct hand
contract with food

Food Provided by a Caterer


If you are hiring a caterer select one that has been inspected by a health unit. This can be
verified by checking a food disclosure website (e.g., www.healthunit.com/dinesafe), or
requesting the caterer show proof of inspection. If you cannot find this information or have
questions, contact a Public Health Inspector www.healthunit.com/food-safety.

Once Food Arrives


Keep food hot (60 degrees or warmer) by using chafing dishes, slow cookers or warming
trays, or bringing out smaller quantities from the oven at regular intervals



Keep food cold (4 degrees or colder) by nesting dishes or bottles/containers in bowls of ice,
or using smaller quantities



Serve as soon as possible. Do not leave perishable food such as cheese plates, prepared
sandwiches or cut fruit and vegetables at room temperature for more than 2 hours. After two
hours at room temperature throw all perishable foods away

When Serving Food


Wash Your Hands thoroughly with warm water and soap
before serving food, or use an alcohol based hand rub (7090% alcohol)

When Storing Food


Keep the refrigerator at 4°C (40°F) and the freezer at -18°C (0°F); use an appliance
thermometer to make sure your fridge is the right temperature



Store all chemicals separately and away from food



Do not overload the refrigerator, cool air must be able to circulate
For more tips on safe food handling refer to https://www.healthunit.com/food-safety
Specific Potluck Food Safety Guidelines can be found in Appendix 2.
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3.4 DIETARY RESTRICTIONS (MSEWI, 2013)
By ordering food that has little or no added salt, sugar or unhealthy fats you’ll accommodate
many health-related dietary restrictions. However, some food allergies and other diet restrictions
require special attention. When participants register to attend your event, ask if they have any
food allergies, sensitivities or preferences that you need to be aware of when planning menus
and food choices.

In order to attempt to accommodate people with food allergies or dietary restrictions, include a
section in your meeting registration form like this:

All food served at this event will be lower in salt, sugar
and unhealthy fats. We will work with our caterer to
accommodate other dietary needs. Please check the
appropriate box or boxes if you have a food allergy or
dietary restriction we should be aware of, such as,


Peanut (or other nut) allergy



Celiac disease/ gluten free diet required



Lactose free diet required



Vegetarian diet



Vegan diet



Other allergy/sensitivity (please specify ________)



Other requirement __________________________

Do not make any assumptions about dietary restrictions – speak to the person directly to be
sure your instructions to your chef or caterer are clear. Whenever possible, have ingredient
information available to allow attendees to make sure the food and beverages offered meets
any special dietary needs.
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Useful Definitions:


Nut Free: no nuts in any form



Dairy Free: no milk products, including butter, cheese or yogurt



Vegetarian: no poultry, meat or meat products but clarify this with the person requesting a
vegetarian diet



Vegan: no animal products, including meat, poultry, seafood, eggs, honey, gelatin, milk or
other dairy products



Gluten Free: no foods containing gluten

3.5 ON A BUDGET
Heathy food does not have to be more expensive. Try the following tips:


Use tap water instead of buying plastic water bottles; you can provide the water in a
pitcher with cups or encourage people to bring their own reusable water bottles



Go vegetarian; vegetarian meals are often less expensive than meat meals. (meat
alternatives may include beans, lentils or tofu)



Buy what is in season; not only is produce typically cheaper in season, it is also more
flavourful

Consider providing locally sourced products. Local food can be fresher and has
more flavour since it spends less time in storage and transportation.
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Consider a potluck. Consider inviting participants to contribute to a potluck meal. As
the hosting agency you might consider supplying beverages, recyclable utensils, plates
and cups, etc. Have everyone attending the meeting or event bring a healthy dish for
the meal. You can recommend a web-site such as www.eatrightontario.ca or
www.healthunit.com/recipes for people to find healthy recipes. You can also control
what foods arrive at your potluck by having meeting participants record what they will
bring on a sign-up sheet. Ensure a variety of healthy foods and a balanced meal by
providing a sign-up sheet or try a salad bar meal.

See Appendix 1,2 & 3 for handouts on:


General tips to hosting a potluck meal



Potluck food safety guidelines



Potluck sign-up sheet

3.6 WORKING WITH A VENUE CHEF OR CATERER

(Oakland Unified School District (OUSD), 2017)
You are the boss! Be clear before you book with the caterer or chef that you want to serve
healthy food and drinks. If the caterer or chef will not modify set menus or change cooking
methods to provide the heathy food you have requested, find another caterer.
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Request that food be prepared with little or no added salt, sugar or unhealthy fats and
never fried



Ask for sauces, condiments and salad dressings to be served on the side



Request lower sodium sauces, condiments and salad dressings to be offered



Ensure all food is free from trans-fat



Choose reduced sodium broth or tomato based sauces and soups rather than cream
based



Ask for sandwiches to be prepared without margarine or butter



Request healthy alternatives to traditional dessert choices (i.e. cakes, cookies, pastries,
squares) and instead think seasonal fruit, poached fruit or fruit crisp



Ask caterers to reduce portion sizes or cut them in half



Ensure your caterer follows all of the Food Safety recommendations of the Dine Safe
program at Middlesex London Health Unit https://www.healthunit.com/food-safety

3.7 HEALTHY MEETING POLICY
Consider turning these recommendations into a policy. A policy can specify what food and
beverages can be served at meetings and events as well as require safe food handling
practices. For more information and example policies visit www.osnpph.on.ca/workplacenutrition-advisory-group or contact the Health Unit for more information and support.
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4.0 SERVING ALCOHOL
Serving alcohol at your meeting, event or conference?

Joan Eisenstodt “We exclude people by serving alcohol. We put ourselves, our
employers and clients and those who attend our meetings and those who may be ‘hit’
(literally) by someone who has over-consumed at one of our events, at risk. We
exclude those who for religious or cultural reasons cannot be in places where alcohol
is served. We contribute to an illness. Sheesh, we have non-smoking meetings; why
not alcohol-free events?” http://eisenstodt.com/

In 2015, 7% of Ontario adults reported symptoms of alcohol dependence while 15% reported
hazardous or harmful drinking (Ialomiteanu, Hamilton, Adlaf and Mann, 2016.)

Serving alcohol at a work function can increase an employer’s potential for liability as well as
putting employee’s safety at risk (Insurance Bureau of Canada, 2017).

Corporate values such as responsibility and accountability, collaboration and partnerships,
respect for differences and the desire to promote and support healthier options etc. all serve to
guide our actions in regards to serving alcohol at meetings, events and conference (Buchanan,
2011).

If your organization works to address the social impacts of alcohol abuse and a no-alcohol
policy exists or there are existing obligations or mission-based reasons to not spend money on
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alcohol, you may choose to demonstrate integrity between the organization's messages and
actions (Buchanan, 2011).
If you do choose to provide alcohol, employers can help minimize risks of employer host
liability by implementing the following best practices when hosting a company party where
alcohol is served (Cox and Palmer, 2015):


Hire professional bartenders to serve alcohol – they are trained to identify intoxicated
patrons and how to handle them



Provide non-alcoholic beverage options



Avoid an open bar and, instead, provide guests with a limited number of drink tickets



Ensure food is served at all times when alcohol is available



Provide taxi vouchers to guests who require them;



Implement a specific cut-off point where the work function officially ends



Promote following Canada’s Low-Risk Alcohol Drinking Guidelines.

Whatever the choice, the action taken should promote the planning organization's ethical values
in the long term. Be creative and find ways to demonstrate respect for those who make your
work possible.
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5.0 PROVIDING A TOBACCO AND VAPE FREE MEETING ENVIRONMENT
Smoking continues to be a leading cause of premature death and disease, causing 13,000
deaths per year in Ontario (Ontario Agency for Health Protection and Promotion, 2016). As for
electronic cigarettes (e-cigarettes) or vaporizers, the health risks associated with long-term
exposure to vapour and long-term use of e-cigarettes remain unknown. It is also unknown
whether or not an e-cigarette is an effective quit smoking aid.

Under the Smoke-free Ontario Act (Government of Ontario, 2017) smoking is prohibited in all
enclosed workplaces, enclosed public places and many outdoor public spaces such as within 20
metres of any publicly-owned sporting areas, children’s playgrounds, and on all restaurant
patios. While all indoor meeting venues in Ontario are mandated to be smoke-free by the
Smoke-free Ontario Act, at this time there is no legislation that regulates the use of e-cigarettes.
Despite the lack of legislation, organizations are encouraged to treat e-cigarettes the same as
any other tobacco product.

Organizations should protect participants from the harmful effects of second-hand smoke and
vapour and support those who may be trying to quit smoking by prohibiting smoking and vaping
during all events held at outdoor and indoor venues.
Tips for planning a tobacco and vape free meeting environment:


Ensure participants are aware that the meeting is tobacco and vape free



Ensure that participants are aware of where they can and cannot use tobacco and ecigarettes



Ensure signs are posted prohibiting the use of tobacco and e-cigarettes at the meeting



Ensure that the prohibition of tobacco and e-cigarette use is enforced and that
participants comply

Depending on the venue for the meeting, additional restrictions and requirements may apply.
For more information, contact the Tobacco Information Line at 519-663-5317 ext. 2673 or
smokefreeinfo@mlhu.on.ca
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6.0 ENSURING A SCENT FREE MEETING ENVIRONMENT (CKPHU, 2015)
Is it time for you to swear off wearing scents?
Some people don't like the smells of perfumes, colognes, body sprays and grooming products,
chemicals in fragrances and tobacco products; in some people they can actually trigger
reactions ranging from headaches to heart palpitations if they are sensitive to them.
While there are no Canadian laws regulating the wearing of fragrances, a recent U.S. court
ruling has put the issue back in the limelight. A growing number of workplaces and
organizations are voluntarily going scent-free. Consider making your next event scent free and
be sure to post this clearly on your registration site!
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7.0 BEING GREEN (CKPHU, 2015)
DID YOU KNOW?
An environmentally friendly meeting saves money and the environment. There are many
ways to go green. Even choosing locally sourced foods allows for a decrease in
dependency on foreign sources of food and helps the environment through reducing fossil
fuel emissions during transportation

Below are some options to help you go green and have earth friendly meetings


Only print copies of paper that are absolutely necessary



If you must print, ensure you double side or use the “draft” setting to use less ink



Provide handouts on a flash drive or make them available online



Encourage people to bring their own mugs and/ or water bottles



Provide food and drinks in bulk containers rather than single servings



Ensure there are recycling containers for paper, plastics and cans in all meeting rooms



Choose reusable plates, glasses, utensils and serving containers



Use municipal water versus bottled water



Use nametags that can be returned and reused



Create a scent-free zone



Only order what you need; food wastage is a challenge



Consider turning off the lights if there is enough sunlight available to keep the room
adequately lit



Use teleconferences and webinars, when possible, to reduce travel emissions
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8.0 THE IMPORTANCE OF BREAKS
Breaks are IMPORTANT to the physical health and mental wellbeing of participants and
also to the success of your meeting, event or conference!
Breaks are an important part of a focused, effective meeting that is expected to run over 90
minutes long. It’s not worth trying to cut corners and abolish breaks to save time, unless you
want a room full of cranky, squirming, non-productive participants. Breaks can actually produce
a more effective meeting (EffectiveMeetings.com n.d., You Earned It, 2014, Michalko, 2011).


People Can Discuss Matters Informally in Smaller Groups
Often, in a larger group setting, people may have questions or comments that are not
directly related to everyone or the objective of the meeting, but are still valuable. At break
time, participants can discuss their questions or comments with each other without
interrupting a meeting with side whispers and note writing. Break time may also provide an
opportunity for meeting participants to engage in a quick dialogue with the
speaker/presenter… just remember that if presenter will continue speaking after the break,
that you ensure they also get an opportunity to refuel and refresh during the break time.



The Chairperson Can Refocus the Meeting and Prevent Off-topic Conversation
As a general rule, attendees are most receptive and participatory at the beginning of a
meeting. As the meeting wears on, other unrelated or partially relevant issues arise and offtopic conversation ensues. A break can provide the respite a chairperson may need to bring
the meeting back to order and remind participants of the importance of remaining on time
and on schedule.



Exhaustion, Irritability and Attention Loss are Diminished
Attendees need to be able to refresh themselves to remain productive. Providing
participants with the opportunity to get a beverage or light snack, use the facilities or return a
quick phone call will ensure a more effective meeting. It’s impossible to concentrate when
you’re on the verge of passing out from low blood-sugar dizziness. It’s also distracting for
everyone when people are wandering in and out of the meeting room because there are no
scheduled breaks.

31

MIDDLESEX-LONDON HEALTH UNIT

Here are a few more tips to help your meeting breaks flow smoothly:


Be sure to let attendees know at the beginning of a meeting that there will be an
opportunity to break and give an approximate time. By building breaks into your agenda,
you’ll have more attentive, less fatigued attendees and fewer distractions.



Organize refreshments during breaks or advise participants where they can get a
beverage or quick snack. If you are providing refreshments, follow the guidelines in this
document.



The chairperson should advise participants of the location of the restrooms and nearest
phone, computer or workstation prior to the break.



Advise attendees of how much time they have to break, and when precisely you’ll
reconvene. Don’t wait for stragglers after the break – stay on schedule and stick to the
agenda.
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9.0 PLANING WELL – OTHER CONSIDERATIONS TO THINK ABOUT
(CKPHU, 2015)
To ensure you have productive meetings, the key is planning. By planning well, you ensure you
have thought of the needs of others and considered the best methods for engagement.
Below are a few more key considerations to think about each time a meeting, conference, or
event is being planned.
Do we need to meet or can the outcome be accomplished in a different way?
If you need to meet, make sure you:


Identify and communicate the purpose of the meeting and ensure the right people are in
attendance



Facilitate the meeting well so everyone is engaged, respected and the purpose is met



Ensure you stick to the timelines on the meeting agenda – be respectful of other time
commitments your participants have

Are gifts being given to our presenters or participants?


Keep gifts consistent with a healthy living message (e.g. market gift cards, cook books or
book store gift cards)



Consider donations on behalf of the presenter or participants to a local charity

Will women with young children be attending?


Women have the right to breastfeed anywhere and at anytime under the Ontario Human
Rights Codes, so identify a more private location that will be available if a mom requests
one.

Will the event be outdoors?


Consider seasonal factors such as sun, extreme heat/cold and West Nile Virus



Ensure shade is available to work in and recommend the use of sun protection (e.g.,
sunscreen, glasses, hats)
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Ensure equity for people to attend your event - Can you provide rides, bus tickets or
childcare to reduce barriers and allow everyone to attend?


consider providing a shuttle bus to transport participants to and from the conference or
event venue to their accommodations or other event venue locations

Will you have leftover food?


Consider giving the leftover food that does not require refrigeration, such as whole fruits
and vegetables, to groups in need; cut costs by ordering only what you need, as the rest
of the food would need to be disposed of

Can you support local business and buy local food?


Did you know that it is estimated that if every household in Ontario spent $10 a week on
local food, we would have an additional $2.4 billion in our local economy and would
create 10,000 new jobs at the end of the year? (OUSD, 2017)

Confirm there are restrooms and places to wash hands before eating or serving foods.
 Prevent food Borne Illnesses from your event https://www.healthunit.com/foodborneillness



Encourage everyone to practice safe hand washing protocol , especially anyone handing
food at your event https://www.healthunit.com/hand-washing

Review how long the meeting needs to be and the format of the agenda
Studies have shown that the average person can pay attention in a meeting for approximately
20 minutes before becoming fidgety, starting to daydream, or working on other projects. At this
point, even a change in speakers or mediums (e.g., PowerPoint presentation to roundtable
discussion) is enough to refocus participants.
After 90 minutes in a meeting, you’ll start to notice a marked deterioration in attention and
participation. (EffectiveMeetings.com., n.d.)

By offering health-conscious food, ensuring you provide activity breaks and planning well in all
aspects, an organizer can not only lower their costs, but also market themselves in an
innovative way.
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Why not include a line in your conference advertising like;
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10.0 EVENT PLANNING CHECKLIST
It has been said that “people don’t plan to fail but they fail to plan!” Do yourself a favour
and begin the planning of your meeting, event or conference as early as possible to ensure that
you and your committee members can keep the stress to a minimum and you can enjoy your
event day!
Once you have determined the need and the general topic or theme for your event, you need to
begin the planning! Start planning at a minimum 4-6 months in advance of your meeting, event
or conference.
Use the following check-list adapted (with permission) from Wild Apricot.
www.wildapricot.com (Wild Apricot, n.d.) to get started and to keep your plans and your
committee, on track. https://www.wildapricot.com/event-planning-guide

4-6 months before the event:


create an event team or committee –
 name one person as the event chair


establish subcommittees and name their chairs (subcommittees to consider
are…media relations, volunteer recruiter, speaker liaison, graphic design and
printing, signage and online/social media relations)



set your goals and objectives for the meeting, event or conference



determine who will emcee or host your meeting, event or conference



develop the event master plan, topic and/or theme



determine your budget for the event



get cost estimates for all details (venue rental, food and beverages, equipment, speaker
fees and /or honorariums, travel, accommodations etc.)



decide whether the meeting or event will be free to attend and if not, determine the
registration fee for your event based on the costs you expect to incur



select possible dates and times for the meeting, event or conference



decide whether your event will cover a ½ day, full day or multiple days



identify possible venues and negotiate the details to come up with their best deal (based
on some of the tips in this Healthy Meetings 4 All! guide)
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identify and confirm speakers, presenters and entertainers



identify any sponsors or possible partners for the event



brand and name your event



plan for the launch of advertising your event

3-4 months before your event:
Identify a planning committee member who will be in charge of;
Speaker/presenter/ entertainer
 work with them as to how to best address your topic and potential audience profile as
well as the goals and objectives you have set for the meeting, event or conference


finalize presentation topics and if more than one speaker, what order they will present in



get bio information



make travel and accommodation arrangements



prepare and sign contract

Financial Administration
 set registration fees


set up online registration



consider your budget



identify “in-kind” donations and tracking system for these details



determine who will hold the bank account for the event you are planning

Venue/logistics
 consider any special permits needed – license or insurance etc.


determine details regarding A/V equipment, registration set-up, parking, signage



review security and safety pan with venue manager



meet with chef, head of the kitchen or caterer to plan and finalize menu
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Publicity
 develop your advertising/publicity - media articles, radio spots, articles for submission to
news venues or other publications etc. and any costs related to advertising your event


request logos from event sponsors and partners for online and printed advertising
materials



create an event page on your website – establish an online presence



create a Facebook event page



plan for a series of tweets and/or a face book presence



develop an promo video (or ask your keynote speaker to) for posting on YouTube and
Facebook



send special invitations to people you want to attend



post an early bird registration fee until a week or two before the event



create a working agenda for committee members and an event agenda for participants



create an evaluation to give to participants at the end of the event day or to send to them
electronically post event

2 months before the event:


Send reminders to registrants if possible

Presenters/speakers/entertainers
 Confirm travel arrangements


Request copy of their speeches/presentations
Sponsors: follow-up to confirm sponsorship and in-kind donations

Publicity
 Send a press release regarding topic, speakers, VIPs, etc. who will be attending


Advertise as far and wide as you can

Purchase
Thank-you gifts and arrange honorariums for speakers. If fees paid for speakers, determine how
and when payment will be made
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1 week before the event:


all committee members meet and confirm details of the Master Plan and agenda



think about possible contingencies/back-up plans that could be needed



finalize the event agenda



finalize the working agenda for committee members/host/emcee etc.



brief any volunteers, greeters etc. about their event duties and the timelines



provide final registration numbers and dietary restrictions to the caterer



make copies of the speaker notes if being supplied to participants (or be GREEN and send
via email after the event)



create name badges and final registration list for check-in desk



determine/organize photo ops and media interviews for presenters with media

The day before the event:


confirm media who will attend



ensure signage is in place



organize equipment needs for the check-in desk; pens, rulers, markers, scissors, name
badges, tape, stapler etc.



print registration lists for your event or conference reception table

 ensure all gifts, displays, resources etc. are on site
Event day:


ensure you have copies of all instructions, agendas, directions, phone numbers, keys,
parking permits, seating charts, room layout plan, registration lists for distribution to the
appropriate people etc. and make back up copies for your self



check with each committee chair to ensure everyone on their subcommittees know their
duties and responsibilities before, during and after the event



relax and enjoy the speakers – you’ve worked hard to be organised!
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Immediately following event:


determine financial status: gather all receipts, documentation, final registration data, etc. and
update budget



ensure speakers and all other invoices are paid as soon as possible



send thank-you messages and acknowledgement letters to:




Sponsors
Volunteers
Speakers/presenters
 Donors
 the Media

* In your thank-you notes, be sure to remind the recipients of the event’s success – and how
they contributed (e.g., dollars raised, awareness - number of participants, etc.)


post-event publicity – follow-up with media inquiries for interviews, articles etc.



conduct a Post-Event Evaluation survey to learn what people enjoyed about your event,
and where you have room to improve



follow-up communication with event participants - thank them for participating, promote
your ongoing programs and tell them how they can support you throughout the year by
joining, volunteering or making a donation



conduct a thorough evaluation – meet as a committee to go over the event evaluations
and determine what worked and what didn’t work – note any changes that need to be
made for the next time

Adapted with permission from Wild Apricot, 725-144 Front Street W Toronto Ontario,
Event Planning Checklist – the Ultimate Event Planning Check List

https://www.wildapricot.com/event-planning-guide
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11.0 APPENDICES
APPENDIX 1
General Tips for Office Potluck Meetings or Events (WECHU & GFHWE, 2013;
OUSD, 2017)
You just never know what is going to show up at a potluck event. To help avoid the “all dessert,
no healthy main dish” issue, suggest specific categories of dishes. Offer suggestions for fruit,
vegetable and grain dishes on the sign-up sheet (Appendix 3) rather than general categories of
side dish, main dish, and dessert.

Here are some additional tips to consider to ensure a healthy and fun potluck event;


Request that participants bring recyclable/reusable materials - not just water cups,
but also utensils, serving trays, etc.



Label all dishes. Have post-its or labels available for potluck participants to display the
name of their dish and provide a brief description including the ingredients, in case of
allergies and/or dietary restrictions.



Make sure participants are aware of food safety standards - Whether food is
prepared in the home or bought from a retailer. See Appendix 2 for potluck food safety
guidelines.



Host a salad potluck. Potluck organizers can provide greens, participants bring in
toppings and garnishes such as meat and cheese, tomatoes, dressing and sauces. (use
a sign up sheet) and set items out in the format of a salad bar.



Consider having at least 2-3 different salads (vegetarian and non-vegetarian) if it is a
large group. Some fun ingredients can include tofu, sliced fresh fruit (e.g. mango,
strawberries or apple), candied walnuts etc.



Make some healthier versions of pasta or potato salads using vinegar based dressings
rather than creamy ones.



Have a yogurt parfait social with plain Greek yogurt as your base and a selection of
toppings that include fresh fruits, granola, coconut, nuts etc.



Serve fruit kabobs for dessert or at a break.



Swap cookies and squares for apple slices drizzled with melted peanut butter or dark
chocolate.



Make fresh popcorn – serve sprinkled with paprika and a little salt for a delicious, nonprocessed and inexpensive snack.



Offer spa water with cucumber and citrus slices or whole strawberries or seltzer water
with a splash of fruit juice.
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Choose a theme. Similar to a salad potluck, participants can bring in dishes based on a
theme inspired by an ethnic cuisine, holiday, etc.



Provide recipes. One challenge with potlucks is that people may not have an idea of
what to bring and the cost associated with making a dish for everyone else. A way to
make this easier is to bring in cookbooks or recipe books that have healthy recipes or
dishes associated with the theme you have chosen. Visit www.eatrightontario.ca or
www.healthunit.com/recipes for lots of healthy recipe ideas.



Share recipes. Potlucks are a great way to build a team environment and to learn about
one other’s healthy homemade dishes. At the end of or after the potluck, collect recipes
to compile an office cookbook of fun, easy, and healthy recipes for everyone to try at
home. The “cookbook” can be a simple Word document or PDF to be distributed
electronically.



If your participants need a little incentive, offer small prizes for healthy dishes like
“Best Use of Grain” or “Most Creative Fruit and Vegetable Platter”.
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APPENDIX 2
Potluck Food Safety Guidelines (OUSD, 2017)
Help ensure that the food at your potluck is safe by following the food safety guidelines below:

WASH HANDS. Wash hands often to prevent contamination. Always wash hands thoroughly
(rubbing hands together with soap and warm water for at least 20 seconds) before handling any
food. https://www.healthunit.com/hand-washing
COOK. Even though meat may look done, it may not have reached the safe cooking
temperature that kills germs. Cook food to the following safe temperatures, and use a food
thermometer to make sure it’s done:
o
o
o

160°F for fish, roasts, steak, pork or ground meats like hamburger and sausage
165°F for ground turkey or chicken
180°F for whole poultry, casseroles, and stuffed meats

CHILL. Refrigerate or freeze perishables, prepared food and leftovers within 2 hours of
preparing or serving.
o

During preparation: Take out only the food that you are preparing at that time, leave all
other perishables in the refrigerator until you need them

o

At the potluck: Do not leave any food out for more than 2 hours. If possible, use a
refrigerator to hold foods until they are ready to be put out, and use ice to keep foods
cold on the serving line

SEPARATE. Keep uncooked meat and poultry separate from other foods during storage and
preparation. Use separate cutting boards and utensils to prevent contaminating your cooked
and ready-to-eat foods. Always thoroughly wash utensils, platters and cutting boards after they
have been used for uncooked meat and poultry

ADDITIONAL REMINDERS:
If you must transport foods:
o

Hot foods: Use a crock pot or other container to keep the food hot or wrap it in foil and
heavy towels

o

Cold foods: Use a cooler with ice or freezer packs
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o

Keep hot foods at or above 140°F during the event using electrical hot holding devices
such as Nesco roasters or crock pots.

o

If foods have previously been cooked and cooled, they should be reheated to at least
165°F before serving

o

All foods should have separate serving utensils such as spoons, tongs, spatulas or forks;
no one should handle food on the serving table with bare hands

o

If perishable food has been held at room temperature during serving and/or transport for
more than 2 hours throw the food away -iIt may have germs in it that may not be
destroyed during reheating

o

Do not let hot foods sit out to cool; refrigerate foods quickly after cooking or serving and
use small, shallow containers and make sure there is room for air to circulate around the
food in the refrigerator
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APPENDIX 3

Potluck Sign-Up Sheet
Potluck Theme:
Potluck Date:
Location:
Note: Water and cups will be available; however, we encourage you to bring your refillable
water bottle if you have one!

Appetizers/Snacks (2 items max)

Name

Vegetables with hummus
Cheese & whole grain crackers
Sliced fruit
Other:
Side Dish (2 items max)
Salad with low-fat dressing on the side
Whole grain bread/rolls
Other:
Main Dish (3 items max)
Chicken or Turkey dish
Vegetarian/Fish dish
Salad entrée with protein
Other:
Dessert (2 items max)
Yogurt and granola
Sliced fruit

Other:

(OUSD, 2017).
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APPENDIX 4

(Name of the event organizing body)

is proud to organize a Healthy Meeting/Conference/Workshop/Event,

This is our Pledge to You!
 Menu items meet Canada’s Food Guide and the Eat Rite Ontario
recommendations.
 We have attempted to meet your dietary needs and sensitivitie.s
 We will be serving you whole grains, healthy proteins and fats,
locally sourced vegetables and fruit (when able), right sized
portions, water and non-sweetened beverages. Our menus have
been vetted and approved by a Public Health dietician.
 We will provide Activity Breaks that will keep you stimulated and
productive. They will be voluntary and you are free to modify
them to meet your needs and abilities.
 We have endeavored to be environmentally conscious in the use
of resources and the amount of waste to be produced by this
meeting, event or conference.
 The Health at Work 4 all! program seeks to make healthier
choices and opportunities more accessible.

Created by Health at Work 4 All! September 2017
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APPENDIX 5
In the interest of creating a more mentally and physically supportive and stimulating
environment during your meetings and events - here is a list of some ways you can set the tone
and inject some fun into the “experience” you are providing for the meeting, event or conference
participants (YouEarnedit 2014, Michalko 2017).
Set the Tone in Advance


Send out a list of top ten reasons people should attend the meeting, event or
conference – and another list of what they’ll miss out on if they don’t come



Make the agenda interesting, fun, and attention-grabbing. Don’t make it gimmicky –
but you can inject some life into the actual meeting agenda copy



If you’re having a multi-presenter meeting, encourage presenters to use some fun or
impactful titles for the agenda, regardless of how serious their presentation is



Videos! Create short, fun videos to post on your website that will serve as a teaser for
your event or, ask presenters to create a short video of them personally introducing
their subject matter



Send people a fun “How to Survive the Meeting” tip sheet; keep it light, but include
some snippets that will help put attendees’ minds at ease



Try posing a thought-provoking or unusual question on your registration site and
ask all the presenters and attendees to arrive at the meeting with their best
answer/solution to the question. Provide recipe cards at the check-in desk for people
who didn’t prepare a question ahead of time – place all questions, suggestions or ideas
in a basket and read them out at intervals throughput the event or conference or use
them as an instant icebreaker for meeting attendees

During the Meeting


Use time to your advantage. Moving quickly on an agenda shows your attendees that
you respect their time and expect them to stay engaged. It doesn’t sound fun, but
keeping things moving keeps everyone on task.



Include a fun trivia list for larger sales or company meetings



Put a small basket of toys on the tables – Lego, playdough, crayons and books – this
invites people to be more open and playful
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A great emcee can keep the energy, theme and fun flowing



Tell a story about how the meeting, event or conference came to be



Post an idea Gallery or Market Place – put flip chart paper on the walls around the
room – one for each participant. Encourage them to put their ideas, questions,
comments, drawings/diagrams on the papers throughout the meeting, event or
conference. Review them at various times during the conference or at time set aside
towards the end of the conference (use this activity to create new ideas about the topic
or to summarize discussions)



Have music playing in the background and vary it through the day – soft and mellow
when people arrive in the morning, catchy oldies or light jazz during meal breaks, soft
classical music during brainstorming sessions etc.



Do a “word of the day” game – whenever the presenter says a certain buzzword
everyone in the audience takes an exaggerated sip from their water/coffee/tea, or puts a
loonie in a cup on the table. Proceeds from the cups will go to a special cause related to
the theme of the meeting, event or conference (i.e. mission services, United Way, cancer
research, injury prevention, mental health, the companies’ internal wellness committee
activities, etc.)



Put a headlamp or flashlight on each table - so that if anyone wants to ask a question,
they must put on the headlamp or wave the flashlight to show that they want to ask a
question

After the Meeting
o

Create a fun post-event video – this helps remind attendees of the value they received
from the even.

o

Send out a humorous “top ten things we hope you learned from the meeting, event
or conference” list that intersperses funny highlights with some serious gems from the
event

As you can appreciate, there are an endless number of ways to inject a bit – or a lot – of fun into
your meetings. Depending on the size and nature of your meeting, some ideas may be too “out
there” for your next event. As the planners, you know your theme, subject and intended
audience best – choose activities according to what you feel will boost participant engagement.

48

MIDDLESEX-LONDON HEALTH UNIT

References
Alberta Centre for Active Living. (2015). Increasing physical activity and decreasing sedentary
behaviour in the workplace. Retrieved from https://www.centre4activeliving.ca/ourwork/centre-projects/increase-PA-and-decrease-sedentary-in-workplace/
Bodkin, A., & Kalda, R. (2017). Effective meetings. Toronto, ON: HC Link.
Buchanan, A. (2011). Governance Q&A: Should nonprofits serve alcohol? Retrieved from Charity
Village website:
https://charityvillage.com/content.aspx?topic=Ethics_Q_A_Should_Nonprofits_Serve_Alcohol_
#.WbqYln0ZnME
Chatham Kent Public Health Unit. (2015). Meet well: A guide for making workplace wellness
business as usual. Retrieved from Municipality of Chatham-Kent website: http://www.chathamkent.ca/SiteCollectionDocuments/public_health/Chronic/Healthy%20Workplace/NEW%20Meet
%20Well%20Guide.pdf
Cohen, D., & Farley, T.A. (2008). Eating as an automatic behaviour. Preventing Chronic Disease,
5(1), A23. Retrieved from https://www.cdc.gov/pcd/issues/2008/jan/07_0046.htm
Cox and Palmer. (2015). 11 steps to minimize employer liability at the holiday party. Retrieved
from http://www.coxandpalmerlaw.com/en/home/publications/11-steps-to-minimizeemployer-liability-at-the-hol.aspx
Drs Annemarie Koster & Julianne van der Berg. (2017, August 17). Improve your health by
swapping out sitting time. [Web log post]. Retrieved from
http://www.sedentarybehaviour.org/2017/08/17/improve-health-just-half-hour/
EffectiveMeetings.com. (n.d.). Gimme a break. Retrieved from
http://www.effectivemeetings.com/meetingplanning/agenda/break.asp
Health Canada. (2007). Eating well with Canada’s food guide (Health Canada Publication No.
4651). Retrieved from the Government of Canada website: https://www.canada.ca/en/healthcanada/services/food-nutrition/canada-food-guide/get-your-copy.html
Health Sciences Institute, (2017) Workplace Wellness Programs Save $3.27 in Health Care
Costs for Each Dollar Invested. Retrieved from,

https://healthsciences.org/workplace-wellness-programs-save-327-health-care-costs-eachdollar-invested
HR Council. (n.d.). Workplaces that work: Effective meetings. Retrieved from
http://hrcouncil.ca/hr-toolkit/workplaces-meetings.cfm
49

MIDDLESEX-LONDON HEALTH UNIT

Ialomiteanu, A. R., Hamilton, H. A., Adlaf, E. M., & Mann, R. E. (2016). CAMH monitor e-report:
Substance use, mental health and well-being among Ontario adults, 1977–2015. (CAMH
Research Document Series No. 45). Retrieved from Centre for Addiction and Mental Health
website: http://www.camh.ca/en/research/news_and_publications/Pages/camh_monitor.aspx
Lang, J. J., McNeii, J., Tremblay, M. S., & Saunders, T. S. (2015). Sit less, stand more: A
randomized point-of-decision prompt intervention to reduce sedentary time. Preventive
Medicine, 73, 67-69. doi: 10.1016/j.ypmed.2015.01.026
Insurance Bureau of Canada. (2017). Liquor liability. (2017). Retrieved from
http://www.ibc.ca/sk/business/risk-management/liquor-liability
Maryland State Employee Wellness Initiative. (2013). Healthy Meeting and event guidelines.
Retrieved from St. Mary’s College of Maryland website:
http://www.smcm.edu/hr/2014/12/state-employee-wellness-initiative/

Michalko, M. (2011). Creative ways to spice up your meetings. Retrieved from the Creative
Thinking website:
http://creativethinking.net/?s=Creative+ways+to+spice+up+your+meetings#sthash.CbyNelVj.d
pbs
Oakland Unified School District. (2017). Oakland Unified School District Healthy Meeting Toolkit
–A guide for OUSD staff, families and community partners to create a Healthy and Supportive
School Environment [Brochure]. Oakland, CA: Author.
Ogryzlo, L. (2012). “$10 Challenge, billion dollar impact.” The Ontario Table. Retrieved from
http://www.ontariotable.com/10-challenge-billion-dollar-impact/.
Ontario Agency for Health Protection and Promotion (Public Health Ontario). (2016) Evidence
to Guide Action: Comprehensive Tobacco Control in Ontario. Smoke-Free Advisory Committee
Toronto, ON: Queen’s Printer for Ontario, 2017
Ontario Society of Nutrition Professionals in Public Health Workplace Nutrition Advisory Group.
(2015). Creating a healthy workplace nutrition environment toolkit.
Retrieved from https://www.osnpph.on.ca/workplace-nutrition-advisory-group
ParticipACTION. (2106). Canadian physical activity guidelines for adults 18 – 64 years. Retrieved
from https://www.participaction.com/en-ca/thought-leadership/benefits-and-guidelines/18-64
Public Health Agency of Canada. (2017) Canadian chronic disease indicators. Retrieved from the
Government of Canada website: http://infobase.phac-aspc.gc.ca/ccdi-imcc/

50

MIDDLESEX-LONDON HEALTH UNIT

Public Health Agency of Canada. (2017). Physical activity, sedentary behaviour, and sleep
(PASS): A new way of tracking healthy daily activity. Retrieved from the Government of Canada
website: http://infobase.phac-aspc.gc.ca/datalab/pass-blog-en.html
Public Health Ontario. (2016). Self-reported nutrition and healthy weights snapshot. Retrieved
from https://www.publichealthontario.ca/en/DataAndAnalytics/Snapshots/Pages/HealthBehaviours---Nutrition-and-Healthy-Weights.aspx
SMART Technologies Inc. (2004). Gimme a break! Effectivemeetings.com: Meeting Resource
Centre. Retrieved from http://www.effectivemeetings.com/meetingplanning/agenda/break.asp
Smoke-Free Ontario. (2017). Information on places where you can’t smoke, the rules on selling
tobacco and how Ontario is working to reduce tobacco use. Retrieved from the Government of
Ontario website: https://www.ontario.ca/page/smoke-free-ontario
Smoke-Free Ontario – Scientific Advisory Committee. (2010). Evidence to guide action:
Comprehensive tobacco control in Ontario. Retrieved from the Ontario Tobacco Research Unit
website: http://otru.org/evidence-guide-action-comprehensive-tobacco-control-ontario-areport-smoke-free-ontario/
Sun Life Financial. (2013). Sun Life-Buffett national wellness survey. Retrieved from
http://www.sunlife.ca/static/canada/Sponsor/About%20Group%20Benefits/Group%20benefits
%20products%20and%20services/Health%20and%20wellness/2013-Sun-Life-Buffett-NationalWellness-Survey-EN.pdf
The Western and Northern Canadian Collaborative for Healthy Living. (2008). Eat smart, meet
smart: How to plan and host healthy meetings, events and conferences. Retrieved from the
Government of British Columbia website:
http://www2.gov.bc.ca/gov/content/health/managing-your-health/healthy-eating
Tremblay, M.S., Aubert, S., Barnes, J.D., Saunders, T.J., Carson, V., Latimer-Cheung, A.E., … SBRN
Terminology Consensus Project Participants. (2017). Sedentary Behavior Research Network
(SBRN) – terminology consensus project process and outcome. The International Journal of
Behavioral Nutrition and Physical Activity, 14(1),75. doi: 10.1186/s12966-017-0525-8
University Health Services Health Matters Wellness Program for Faculty and Staff. (n.d.). UC
Berkeley healthy meeting and event guide: A tool for campus event planners. Retrieved from
Berkeley University of California website: https://uhs.berkeley.edu/healthymeetings
Wild Apricot. (n.d.). The complete event planning guide: The Event checklist used by top event
planners. Retrieved from https://www.wildapricot.com/articles/event-checklist

51

MIDDLESEX-LONDON HEALTH UNIT

Windsor Essex County Health Unit & Go for Health Windsor Essex. (2013). Meet smart certified:
How to plan and host healthy meetings, events and conferences. Retrieved from
https://www.wechu.org/sites/default/files/workplace%20wellness/meet%20smart/Mee_Smart
_Book_Print.pdf
YouEarnedit. (2014). Meetings that rock! Injecting more fun and energy into your conference
meetings. Retrieved from https://youearnedit.com/blog/meetings-that-rock-injecting-morefun-and-energy-into-your-conference-meetings/

52

MIDDLESEX-LONDON HEALTH UNIT

53

MIDDLESEX-LONDON HEALTH UNIT

To learn more about the importance of creating a Healthy Workplace,
refer to www.healthunit.com/workplace-health
Or call 519-663-5317 ext. 2412
to arrange a consultation in your workplace.
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