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OOOccctttooobbbeeerrr’’’sss   TTThhheeemmmeee::: 
BBrreeaasstt  CCaanncceerr  

AAwwaarreenneessss  
This month, on our client only portion 

of our website, you will find the 
following tools for you to utilize:  

 
· Monthly Employee Newsletter:  
In this edition, we have provided breast cancer 
awareness including information on early 
detection and prevention along with resources to 
learn more about breast health.  Also this month, learn how to pack a healthy lunch for 
your child, as well as how to maintain your retirement statistics and a recipe for persimmon 
and apple salad. 
 
·Monthly Flyer - Halloween Safety 
This month’s flyer provides costume, pumpkin carving, trick-or-treating and other 
Halloween safety tips for kids. 
 
·Monthly Poster - Flu Shots 
This poster provides information on flu shots for employees. Please note it provides a space 
for customization of your own onsite flu shots (if applicable). 
 
Only clients of LaMair Mulock Condon Co. are able to access these free monthly resources, as a value-added 
service.  Please contact Amanda Moser at amanda.moser@lmcins.com to be set up with a username and 

password . 

   
 
 

Coke Plans to Add More Prominent Calorie Info 
Coca-Cola Co. will change the packaging on almost all its products to more prominently 
display certain nutritional facts amid increasing pressure on lawmakers to consider taxes on 
sugary sodas, which some health experts blame for rising obesity rates. Read more… 
 

Health Care May Hit House, Senate Floor Mid-Month 
Historic health care legislation could be on the floor of both houses of Congress as early as 
mid-October as Democrats work to answer President Barack Obama's call for greater 
protections for those who have unreliable insurance or no coverage at all. Read more… 
 

Suppliers Face Winter Flu Vaccine Delays, Cutbacks 
Waiting for the swine flu vaccine? Well, you might have to wait a bit longer for a seasonal 
flu shot, too. Read more… 
 

For information on wellness news, visit our HealthMatters website and click on 
 “Healthy Happenings”.   

 
In This Issue: 
 
Employer Tools 
regarding Mind, Body, 
and Spirit are now 
available on the client 
only part of our 
website!  
 
If you don’t have a login yet, 
request one from Amanda Moser 
at amanda.moser@lmcins.com.  
 
 
Wellness News 
Happenings 
 
Planning a Health Fair:  
From beginning to end, 
learn how to put together 
a successful health fair at 
your company! 
 
 
 
 
 
 
 

mailto:amanda.moser@lmcins.com
http://www.ahiphiwire.org/News/Default.aspx?doc_id=413969
http://www.ahiphiwire.org/News/Default.aspx?doc_id=414046
http://www.ahiphiwire.org/News/Default.aspx?doc_id=414046
http://www.ahiphiwire.org/Wellness/News/Default.aspx?doc_id=414438
http://www.ahiphiwire.org/Wellness/News/Default.aspx?doc_id=414438
http://www.lmchealthmatters.com/HealthMatters/Default.aspx
http://www.lmchealthmatters.com/HealthMatters/HealthyHappenings.aspx
mailto:amanda.moser@lmcins.com
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This Month’s How To…… 
 
 
 

 
            
 

A Health Fair planning workbook to assist with the planning, assessing, 
theme and content development, promotion, and evaluation of your 

company’s health fair! 
Adapted from “Health Fairs for the Healthy Workplace”--A creative source book from the Wellness Councils of 

America by Fern Carness, BS, RN, CCRN; Gina Brandenburg, MS, CHES; and Sylva Dvorak, MS, CHES 
 

A ll pictures located in this article were taken at the September 9th LMC Insurance Health Fair. 
Our theme was “Prevention is the best Medicine!”  Enjoy! 

 
STEP 1 -- PLANNING 
 
In the beginning….  
The first step to planning your health fair is gaining approval and support from your senior management team.  Talk with the 
managers at your corporations and try to gain their help and support as well.  If managers are excited about attending the 
health fair, they will encourage their employees to attend as well. 
 
Setting Goals and Objectives 
It is important to know what you want to achieve with your health fair.  Your goals should be SMART goals (specific, 
measurable, agreed upon, rewarding, and trackable) in order to establish guidelines for planning, promoting, implementing, 
and evaluating your health fair.  Some sample goals for your health fair may include: 

 
§ To increase employees awareness of their own health 
§ To provide a variety of screenings and educational material to our 

employees 
§ To motivate employees toward making positive health behavior changes 

 
Some sample SMART objectives include: 
§ Provide 10 booths on different awareness health topics 
§ 5 different screening tests will be made available to employees at our 

health fair 
§ After the fair, 40% of our employees will receive information about the 

importance of walking 
 
Develop a timeline 
This is an important phase when implementing your health fair so that each step 
can be taken at a slow pace rather than feeling a ‘panic’ when you are a month 

away from the event!  It is suggested that a minimum of 3 months be set aside to plan for your health fair.  However, you will 
need to keep your specific population in mind when planning.  For example, if you are multi-site or if you are a rather large 
corporation and plan on throwing an extensive event, you may need extra time so please plan accordingly. 
 
Planning Committee 
If you have a small staff or are doing it on your own, the planning of a health fair can be overwhelming especially with all of 
the other day to day responsibilities you might have.  For this reason, it is recommended to form a planning committee to 
assist you.  If you already have a wellness committee this could be one of the annual projects that the committee 
undertakes.  If you don’t have a committee, try to recruit volunteers to help.  Make sure that the employees have their 
managers’ support before electing them to be on your committee.   
 
Establish a Budget 
From the beginning it is important to determine the budget allotment for the health fair.  Go back to your goals and 
determine where the money should be allocated.  For example, if a goal is to identify health risks, a larger portion of the 

LMC Health Fair - check in table.  Employees 
were also able to sign up to win a prize of a 

George Foreman grill or an athletic watch with 
heart rate monitor! 
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budget should be used for screenings designed to identify those risks.  If your goal is to improve employee morale, the 
money is best spent on incentives and fun, interactive booths.  But, don’t be discourage if you are given a minimal amount 
of money to work with---you may be surprised what you can get for little or no cost.  By simply tapping into local vendors 
and resources, you can make your big day a success with out spending bill dollars to do it! 
 

STEP 2: ASSESSMENT 
 
Before setting out a plan for the health fair, take some time to think 
about how your organization operates.  If you start out planning without 
taking into consideration some of the crucial steps, even with the best 
plans, your health fair may flop.  Be sure to have a thorough 
knowledge of the management style within the organization including 
the current ‘political’ climate and any legal considerations specific to 
the organization. 
 
Assess Resources - Internally 
Many health fairs are done solely with internal resources.  Talk to the 
managers and employees to see what they might be able to do to help.  
Some resources you may have internally that you could tap into would 
be: 
§ Safety 

o Accident Prevention Display 
o Tornado and Disaster Preparedness 
o Fire extinguisher demo 

§ Employee Assistance Program (EAP) 
o Substance Abuse Information 
o Stress Management assessment 
o How to use the EAP services 

§ Food service 
o Free samples of healthy foods and recipes 
o Discount on healthy foods selections the day of the fair 
o How to store food safely 

§ Employee Benefits/ Human Resources 
o Free resources located within your plan 
o Provide information on the preventative exams covered with your plan 

§ Occupational Health 
o Blood pressure screenings 
o First Aid 

§ Retirement and Financial Planning 
§ Printing 
§ Corporate giving 

o Check into the organizations that your company donates to.  
You could then contact those organizations for participation in 
your health fair.  Many times companies give lots of money to 
an organization for health-related educational materials, but the 
employees don’t even know about it. 

 
Assess Resources - Externally 
The next step is to assess your external resources that may include: 
§ Health plan providers 

o Banners 
o Raffle prizes 

§ Dentists 
o Free tooth brushes and dental floss 
o Oral Cancer Screenings 

§ Podiatrists 
o Foot exams 

§ Hospitals/Doctors/Nurses 
o Screenings 
o Skin cancer screenings 

§ Chiropractors 
o Spinal screenings 

LMC Health Fair - Breast Cancer Awareness booth -- employees 
were also able to sign up for a time to go to Mercy Medical for a 
mammogram.  They also provided information about their new 

YMCA Helath Living Center 

Blood Pressures, waist/hip ratio, and glucose testing were 
provided by Iowa Health Systems 
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§ Local Fitness Centers 
o Nutritional and fitness consultants 

§ Voluntary organizations 
o American Cancer Society - breast self exams 
o American Heart Association - risk factor identification 
o March of Dime - prenatal education 

§ Support groups 
o 12 step programs - meeting information 
o Disease Support Management - info and emotional support 

§ Government agencies 
o Police and Fire Department - fire safety, neighborhood watch, 

personal protection 
o Parks and Recreation - team sports 

§ Restaurants 
§ Multi-level marketing companies 

o Tupperware - safe food storage 
o Mary Kay Cosmetics - skin care 

§ Colleges and universities 
o Student interns - supplemental staffing 

 
Contact your external vendors with a phone call or a letter to find out if they 
provide services that would be interesting and appropriate for your health fair.  
Some of these organizations will be experienced at providing booths and 
information at health fairs; however, some may not have any idea what you are 
proposing so please keep that in mind and, as always, be creative!  You will also 
want find out what kind of space and special needs that your vendors have 
(space requirements, electricity) so that you can set up your health fair location 
appropriately. 
 
STEP 3:  SCHEDULING 
 
Mark your calendars 
 
Date: Check the organization’s master calendar of meeting and events that they sponsor.  Get the health fair on that 
calendar as soon as possible.  In general, it is best to schedule the health fair in the spring or fall months.  Avoid summer 
and holiday season when people are likely to be on vacation.   You may also want to be aware of events that are going on 
in the community so you don’t conflict with any large community events which may lower your participation rates.  On the 
other hand, you could also view the National Health Observances and try to coincide with one of these events (National 
Employee Health and Fitness Day, Great American Smokeout, etc). 
 
Time: Time of day and the length of time are important factors.  Typically company health fairs are held during the middle of 
the day and last from 4 to 6 hours (spanning the lunch hour).  However, the length of your fair will vary depending on things 
like location and different work shifts. 
   
Location: Walk through all possible locations for the fair (buildings, cafeterias, parking lot) to try and find the best place to 
host your health fair.  Try to find one large room to accommodate your needs.  If you do not have space, try a nearby hotel 
or recreation area.  You will want to make sure your location  has electrical outlets to meet your vendor’s needs. 
 
STEP 4:  THEME AND CONTENT 
A consistent theme throughout the health fair can tie the event together.  Having a theme affords continuity for decorations, 
learning opportunities, and the overall success of your health fair. 
 
Sample Health Fair themes: 
 
§ “A Family Af-Fair” - Theme for a family oriented health fair 
§ “Prevention is the best medicine” - Theme for preventative exams, screenings, and educational info 
§ “Spring into Fitness” - Theme for a health fair held in the spring  

 
In general, content of the health fair can be divided into 3 categories -- 

1. Awareness 
a. Health Risk Appraisal 

Stickel Chiropractic attended and provided 
spinal assessments for employees 
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b. Women’s Health Issues 
c. Humor 
d. Nutrition 
e. Breast self-examination 
f. Back care 
g. Dental health 
h. Seat belt safety 
i. Hunting safety 
j. Office safety 
k. Regional environmental safety 
l. First Aid 
m. Elder Care resources 
n. Fire safety 
o. Child Care resources 
p. Stress 
q. Cancer and nutrition 
r. Ergonomics 
s. Self defense 
t. Boating safety 
u. Fishing safety 

v. Substance abuse 
w. Disaster preparedness  
x. Bicycle safety 

 
2. Screenings 

a. Blood pressure 
b. Total cholesterol 
c. Body composition 
d. Carbon Monoxide 
e. Blood glucose 
f. Mammography 
g. Oral cancer 
h. Skin caner 
i. Vision testing 
j. Glaucoma 
k. Hearing tests 
l. Pulmonary function 
m. Colorectal cancer 
n. Height/weight 
o. Anemia 
p. Fitness assessments 
q. Lead levels 
r. Spinal screenings 
s. Flexibility/strength 
 

3. Demonstrations/Activities 
a. Upper body massage 
b. Healthy cooking demo 
c. CPR 
d. Personal safety 
e. Exercise equipment 
f. Proper lifting 
g. Marital arts 
h. Yoga 
i. Makeovers 
j. Aerobic step demo 
k. Breast/Testicular self examinations 
l. Back care 
m. Humor (hula hoops) 
n. Ask the Doctor booth 
o. Bodybuilding 

 

Des Moines University attended and provided information on bone health 

West Des Moines Fire Department attended and provided information on 
fire prevention 
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Freebies 
One way to get people to attend your fair it to offer ‘freebies’.  Freebies include items such as food samples, mugs, pencils, 
tooth brushes, sunscreen samples, key chains, etc. 
 
For freebies, try contacting 
§ Local health food stores/grocery stores 
§ Local fitness companies/clubs 
§ Bottled water suppliers 
§ Grocery stores 
§ Hospitals 
§ Hotels 
§ Spas/resorts 
§ Pharmaceutical companies 
§ Toy companies 
§ Travel agencies 
§ T-shirt distributors 
§ Bookstores 
 

Incentives 
You may want to also provide an additional incentive for 
people to participant.  For example, as employees arrive, 
provide them with a ‘passport’ card to be stamped or check off at each booth.  Once they have visited a predetermined 
number of booths and have their ‘passport’ validates, they are eligible to receive a free gift or a ticket for a grand prize 
drawing.  Again, be creative and make sure to keep your budget in mind when planning on incentives! 
 
 

STEP 5 - PROMOTION 
 
The best way to ensure a large turn out at the health fair is to promote, promote, promote!! Use the health fair theme to 
maintain consistency on all promotional material. Visibility is vital. Different people respond to different methods of 
promotion, so use as many methods as possible.  
 

There are many ways to promote the health fair so you'll want to select a variety of methods.  
  
Some suggestions to consider: 

· "Save the Date" flyers a month in advance  
· Posters placed in highly visible locations  
· Banners  
· Paycheck stuffers  
· Announcements at employee meetings  
· Articles in newsletters  
· Letters announcing the health fair sent from upper management  
· E-mail messages  
· Voice mail message reminders  
· Table tents in the cafeteria 

 
Last Minute "To Dos" 
In the last few days before the health fair, there is a lot to do, but don't fret. If you have followed all of the steps, you should 
be just about ready. Have a meeting with the health fair committee or the provider that is putting on the event to make sure 
that everything has been done. Assign roles and responsibilities, and arrange for last minute tasks. 

  
Roles and Responsibilities  
Assign a person or several people to perform the following roles at the health fair. Make sure they understand their 
responsibilities. 

· Assist with decorations  
· Blow up balloons 
· Set up tables and designate tables with provider's name 
· Make name tags for providers and committee members 
· Greet providers and show them to their space 
· Assist in unloading and carrying in equipment (choose someone with a strong back and bring a dolly or hand truck) 

   Des Moines University attended and provided eye exams 



 7             LMC Insurance ●●   44 22 00 00   UU nn ii vv ee rr ss ii tt yy   AA vv ee nn uu ee   SS uu ii tt ee   22 00 00   WW ee ss tt   DD ee ss   MM oo ii nn ee ss ,,   II AA   55 00 22 66 66   ●●   (( 88 00 00 ))   66 77 77 -- 11 55 22 99   ●●   OO cc tt oo bb ee rr   22 00 00 99  

· Arrange refreshments and replenish when necessary  
· Be the photographer of the event 
· Act as master or mistress of ceremonies 
· Coordinate registration booth, greet participants  
· Be a floater—a person who can walk around making sure everyone is OK, fill in if someone needs a break, solve 

problems 
· Make sure everything is "safe"—cords are taped down, exit doors are not blocked 
· Make up an emergency supply kit 
· Be in charge of cleanup  

 
Make a List and Check it Twice 
Make a checklist of all the supplies, materials, literature, and goodies you have been gathering these last few months. 
Assemble everything in one place and double check to make sure everything gets in the car or truck if you are traveling. 

· Tablecloths  
· Name tags  
· Registration forms  
· Pens and pencils  
· Raffle prizes 
· Raffle tickets  
· Giveaways  
· Goodie bags  
· Decorations 
· Balloons/helium 
· Emergency supply kit  
· Release forms 
· Evaluation forms 
· Camera and/or video camera 
· Film/flash/batteries  
· Refreshments 
· First aid kit 

· Cash box and change if needed 
· Samples 
· Educational brochures 
· Parking passes 
· Dolly or hand truck 
· Trash bags/trash cans  

  
Be Prepared 
Don't forget the old motto "be prepared." Make up an emergency kit with all kinds of general supplies. A provider may forget 
something, and you will be the hero when you reach into your box and come up with the item to solve their problem. Include 
whatever you think you might need. 

  
Here is a start: 

· Lots of pens and pencils  
· Marking pens  
· Extension cords  
· Paper clips, pins  
· Stapler and staples  
· Scissors  
· Tools  
· Rubber bands  
· String and rope  
· Paper  
· Poster board  
· Power strips  
· Scotch tape  
· Masking tape  
· Paperweights  
· Boxes  

SimplyWell’s Nina Clark attended to speak about the health 
management services that they provide 
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· Trash receptacles  
· Batteries 

 
STEP 5: THE BIG DATE 

Finally—it's here! Your months of planning will pay off with a fun, 
educational, and memorable event. Try to get plenty of rest the night 
before. You should be able to sleep like a baby, knowing that everything is 
organized and ready to go. 
With that in mind here are some things to remember to maximize the day 
ahead. 
 
Set Up in Advance 
Set up the health fair well in advance. If at all possible and the health fair is 
in a secure location, set up everything the night before. (Hint: If you set up 
the night before, don't blow up helium balloons, they may be floating on the 
floor in the morning!) If you can't set up the night before, get there 
EARLY—at least two to three hours early!! Make sure some of your other 
volunteers or staff arrives early too—you probably can't set up large tables 
by yourself. 

 
Greet the Providers 
Make sure providers arrive at least one to two hours in advance so they can be set up before the fair begins without a last-
minute panic. Greet the providers as they arrive and show them to their locations. If you did not have a pre-event meeting, 
give them a quick overview of your expectations, the procedures employees will follow, where the restrooms are, where 
food, water, and coffee are located, and who can help if they need anything during the fair. Thank them for their participation 
and let them know you appreciate them. 
  
Five Minutes to Showtime!!  
Take a deep breath, take a look around, and smile. What you see around you should be a festive room, totally set up, 
organized, and filled with smiling, enthusiastic people ready to provide education and services to the participants. Announce 
to everyone there is only five minutes to show time, so they better take a quick restroom break, get their water bottles filled, 
and be ready. 
  
It's Showtime!!  
Make sure everyone is in their place. Open the doors, direct the 
participants to the registration table, then relax. Your role during the 
health fair is to make sure everything runs smoothly. If you have done 
your job, trained your staff and volunteers well, and communicated 
clearly to your providers, the event should go off without a hitch. 
Try to participate in as many of the activities as possible. Make notes 
about what you liked and what you thought could have been done 
better. Watch and listen to other participants. Watch how the providers 
interact with the participants—remember that the providers might treat 
you differently from other participants knowing that you are in charge. 
Talk to the providers about how they think it is going. 
  
Memories 
Make sure someone is taking photographs of the event and/or 
capturing it on video. You will treasure the memories. Gets a picture 
of each of the providers at their booths interacting with participants. An extra print of the photo sent to the provider with a 
thank you card is a nice touch. Be sure to get your staff or volunteers together for a group photo too. They will also like to 
get an extra print. 
Consider getting someone with a video camera to tape portions of the event. Be sure to get attendees participating in the 
activities and perhaps the providers talking about what they are doing at their booths. Talk on camera with some 
participants and get their perceptions of the fair. Get a manager or two to talk on camera. If you can edit the video to 
highlight the best parts, it can be a great selling tool when looking for support and budget for next year's fair. 

Fitness World West attended and provided fitness 
assessments 

Wellmark BCBS attended and provided many giveaways and 
preventative education information 
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STEP 6: EVALUATION 
To help measure the success of the health fair, you can provide evaluation forms to both participants and providers. The 
evaluations will assist you in identifying the fair's strengths and weaknesses and whether the goals were achieved. 
Evaluations will also help determine which health topics are of most interest to participants and what they would like to see 
at future health fairs. 
Go back to the goals and objectives when writing the evaluation forms. Make sure that you include questions that will 
measure those objectives. Samples of evaluation forms are included in 
the box to the left.. 

  
Participant Evaluation  
The participant evaluations will give you information about how the 
participants heard about the fair, what motivated them to attend, why 
they did not participate in certain booths at the fair, which topics were 
most interesting, the set up and organization of the health fair, what else 
they would like to see, and the professionalism of the providers and staff. 
After going through the health fair, each participant should be asked to fill 
out an evaluation form. Designate a location to drop off the forms after 
they are completed. To increase the response rate for the evaluations, 

consider giving an incentive to all those who turn them in. 

  
Provider Evaluation 
In the last half hour of the health fair, ask each provider to complete an evaluation form. This feedback will be valuable to 
assess the organization and implementation of the fair from the providers' perspective. If the providers are donating their 
services or products, you might also ask them to estimate the value of the product, service, or giveaways. This information 
can help you estimate the total value of the health fair. If you have little or no budget, you will be amazed at the true value of 
a comprehensive health fair.  

 
For sample evaluation forms please see the employer side of our HealthMatters website! 
After you complete the analysis of the evaluation forms, you will want to summarize the information to present to the 
management of the organization. If you know the management style in the organization, you will be able to summarize the 
information in the manner most interesting and acceptable to them. 
 
The management will probably want a brief summary of the highlights of the fair and the results of the evaluations. Most 
likely, they will not want to see the breakdown of each question on the evaluation form. Be sure to include the participation 
rates, total cost, specific goals that were reached, and the positive outcomes of the fair. Get their opinions and perceptions 
of the health fair too! 
 
Wrap it up! 
Hold a health fair committee meeting soon after the health fair to share the evaluation results and to get their feedback on 
what went well and what you can improve for next year.  Don’t forget to thank everyone who helped you in making your 
health fair a big success!  
Within a week or so after the health fair, send a thank you to all of the providers that attended your health fair.  Take time to 
personalize each letter and recognize that you appreciate their time and participation in your event. 

 

On the employer side of our HealthMatters website you will find: 
Sample Health Fair timeline! 
Sample Health Fair checklist! 

Sample Vendor letters! 
And much more! 

HyVee Dietitian, Julie Gieseman, attended and provided 
information about the new NuVal nutritional scoring system 
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