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2 INTRODUCTION 
This document and its appendices contain detailed information about the Wellness Advocate Program.  The 
University has distinct employee groups this document applies to; Faculty, Management and Professional Staff 
and Support Staff.   

While the University of Calgary fully intends to adhere to the practices contained in this document, the 
statements and guidelines neither provide nor intend to establish strict procedures in all instances, they define 
intent and provide direction.  Although this program reflects current practice, it may be changed at any time. 

3 PROGRAM OVERVIEW 
Wellness is an important part of the workplace as we spend most of our waking hours at work.  Wellness 
Advocates are employees from across campus, advocating for the physical, mental and social wellbeing of 
employees and the creation of a healthy workplace.  The goal of the Wellness Advocate Program is to contribute 
to a supportive workplace environment and encourage positive health and wellness behaviors.  The Wellness 
Advocate Program is comprised of Wellness Committees and Wellness Advocates. 

Wellness Committees – a group of employees within a faculty or department that implement wellness initiatives 
in the workplace, as well as promote existing wellness programs, services and resources on campus and in the 
community.  Member roles will include: 

• Initiating wellness surveys
• Receiving regular communication from WellBeing and WorkLife
• Disseminating information to coworkers through resource sheets, posters and emails
• Planning and executing faculty/department wide events (ie: pedometer challenge, games day)
• Increasing awareness of internal and external resources, including ucalgary.ca/wellbeing

Wellness Advocates – employee(s) within a faculty or department who promote existing wellness programs, 
services and resources on campus and in the community.  These roles may be more aligned with small 
departments or support existing wellness committees through: 

• Disseminating information to coworkers through resource sheets, posters and emails
• Planning and executing faculty/department wide initiatives
• Increasing awareness of internal and external resources, including ucalgary.ca/wellbeing
• Assisting with and championing wellness committee initiatives
• Reserving a wellness moment in regular staff meetings to share information about upcoming wellness

events and programs
• Bringing feedback and requests from coworkers to Wellness Committees or faculty/department leaders
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There are many benefits to having a Wellness Advocate Program for both employees and the organization: 

Employee Organization 

Reduced stress 
Improved health 

Safe and healthy work environment 
Improved sense of wellbeing 

Enhanced employee productivity 
Improved workplace morale and culture 

Enhanced awareness of resources 

Wellness is more than just exercise, it impacts all areas of an employee’s life, therefore it is important to make 
wellness a priority.  It is comprised of occupational, emotional, intellectual, social, physical and spiritual health. 
Wellness initiatives are a great way to improve workplace culture, increase engagement and help employees 
feel valued and safe.  By creating an atmosphere of wellness, we can enhance our health and wellbeing while 
having fun. 

Wellness
Occupational
•Having satisfying

work
•Being a

volunteer

Emotional
•Being self-aware
•Having a positive

outlook

Intellectual
•Being a life-long

learner
•Mastering new

skills

Social
•Being connected
•Caring for and

about others
Physical
•Being active
•Eating well

Spiritual
•Finding meaning

in your life
•Celebrating

cultural identity

Environmental 
•Recognizing and

making a positive
impact on the quality
of our environment
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4 GETTING STARTED 
Working to promote wellness within a faculty or department can seem like a big task and culture shifts will not 
happen overnight.  Start small; keep the vision simple and realistic, but overall, have fun. 

1. Get leadership support – support from management is a critical factor in the success of wellness initiatives.
Support can be achieved by encouraging leaders to participate in and promote initiatives, ask for ideas and
provide updates.

2. Contact WellBeing and WorkLife - a member of the WellBeing and WorkLife team will be able to support in 
starting a Wellness Committee or provide guidance on acting as a Wellness Advocate in your 
faculty/department.  They will be able to indicate next steps, answer questions, provide guidance and 
resources, and connect you with other Wellness Advocates.   

2a. Contact 
WellBeing and 

WorkLife

2b. Do a Health 
Needs Assessment

3. Establish a
Wellness Committee

4a. Develop a 
strategic plan

4b. Develop a 
Comprehensive 

Implementation Plan

4c. Develop an 
Evaluation Plan

5. Implement

6. Evaluate and 
Continuously Improve
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3. Establish a wellness committee – Recruit other employees who see health and wellness as being important
to worklife, will be an advocate for programs and will provide assistance in organizing and executing
initiatives.  Potential advocates may include supervisors, managers, and individual contributors; ensure all
functions are represented (ie: all staff groups, all departments within a faculty and all levels).

4a. Develop a strategic plan – Create a vision, mission, and smart goals using the planning tools in Appendix A. It 
is important to strategically plan so the committee has a clear direction and can be held accountable. Define 
the terms of reference using the sample in Appendix B. It is necessary for an established committee to 
create terms of reference and have them endorsed by the Senior Leadership Team member or their 
designate.   

4b. Develop a Comprehensive Action Plan – by creating an implementation plan related to the associated 
initiatives, employees will be able to plan, participate and contribute to the overall vision.  A sample 
document can be found in Appendix A. 

4c. Develop an Evaluation Plan – It is important to evaluate wellness activities and initiatives.  This will inform 
future program development and will provide data that can be used to demonstrate the success of the 
committee. Guiding evaluation questions can be found in Appendix D. 

5. Implement – Plan the events, initiatives, or activities set out in the action plan.  Promote them using various
mediums; email, posters, town hall meetings, department meetings and word of mouth are all great
options. Don’t be discouraged if attendance is low at the beginning – it can take time for new initiatives to
gain traction.

6. Evaluate and Continuously Improve – Evaluation is an ongoing process. Ideally, every event, activity, or
initiative will be evaluated in some capacity. A short survey can provide a wealth of information that will
allow the Wellness Committee to reflect on what was successful and what can be improved for future
initiatives.

4.1 ADDITIONAL NOTES 

• Budget – please note, funding may not be available for these initiatives.  Low cost and no cost initiatives
(ie: step challenge, games day) may be great opportunities to explore.  As well, cost recovery initiatives
may also be good options (ie: yoga).

• Be realistic – when implementing initiatives, create a positive environment with collaboration and quick
wins, this will increase interest in participation.  Start small and simple to gain quick wins; but most
importantly, remember to have fun.

• Measurements – depending on the type of wellness initiative and how it was communicated,
participation will vary.  When implementing initiatives, participation may be low at the onset.  Stay open
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to feedback, continue to evolve programs and communications, you will see participation begin to 
increase.  For sample questions to measure success, see the Evaluating Programs and Initiatives section 
(VI) of this document.

4.2 SUPPORT FOR WELLNESS COMMITTEES AND ADVOCATES 

• Mentorship from other wellness advocates – existing wellness committee members and advocates can
provide insight and tips gained from previous experience in connecting coworkers with resources and
creating initiatives.

• Meeting with other wellness advocates – semi-annual meetings (January and July) will be established for
wellness advocates across the University of Calgary.  This is an opportunity to discuss new ideas for
wellness initiatives, how to educate coworkers, available resources and how to overcome challenges.
This network will provide a significant support system throughout the year.

• WellBeing and WorkLife, Human Resources – representatives are available for guidance and support in
creating, implementing and evaluating wellness initiatives within your department. A WellBeing and
WorkLife employee is available to meet with anyone considering becoming a Wellness Advocate or
starting a Wellness Committee.

5 HEALTH NEEDS ASSESSMENT 
A health needs assessment is a survey sent to all employees within the department to collect feedback to 
determine the primary wellness issues, identify gaps in programs and provide areas for the wellness advocates 
to focus on and improve. 

The Manager, WellBeing and WorkLife or designate may be able to assist in administering the survey and 
providing an executive summary containing aggregate results and recommendations.  Before initiating a health 
needs assessment, the Senior Leader for the faculty/department will need to be in support.  A sample request 
form can be found in Appendix F. 

6 EVALUATING PROGRAMS AND INITIATIVES 
Evaluation of programs and initiatives is key in measuring value, gaining feedback, maintaining support and 
determining how to improve the programs to increase participation.  The evaluation process can be as simple as 
administering a survey to program participants and making changes based on the survey results.  

A representative from WellBeing and WorkLife can help with the evaluation process, if desired. When designing 
a new program or evaluation tool, be sure to refer back to the vision, mission and goals that were set.  Start by 
asking these questions: 



8 | 

Please Note: all feedback collected should remain confidential.  All reports should contain aggregate data with 
no ability to identify specific participants.   

7 WELLNESS INITIATIVES AND IDEAS 
There are many programs and initiatives available to employees on campus: 

What do I want to 
demonstrate?

What is measured should correlate with the desired vision and goals

Focus should be on key metrics such as behaviour change, adoption of healthier habits, 
improved social connectedness and increased physical activity

How will the 
information be 
shared?

Reports can be a helpful tool to determine viability of programs and initiatives 

Will these reports be generated monthly, quarterly and/or annually?

Who is the target audience to receive the report (ex. Senior Leader in faculty/department)?

Think about how detailed the data should be and how it will be used

Will you make 
changes based on 
the information 
received?

If results indicate that the activity does not address the goals of the program/initiative, then the 
program should be adjusted

The results should provide enough information to enhance the program/initiative where 
needed; it is imperative to communicate intentions for the use of the data because participants 
are more likely to provide constructive feedback if it will lead to better programming

What is important to 
leaders in the 
faculty/department?

As outlined in the Getting Started (III) section of this document, it is critical to gain support 
from leadership

Understanding the type of information senior leaders would find useful will help shape the 
information sought from participants

How will you collect 
the information?

Meet with the leader(s)

Surveys

One-on-one discussions

Focus groups
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7.1 PHYSICAL HEALTH 

7.1.1 Fitness Centre and Classes 

Employees at the University of Calgary have access to a variety of fitness classes and training sessions through 
Active Living such as yoga, personal training, kayaking, kickboxing, hiking and indoor cycling.   

In conjunction with the fitness classes, Active Living also contains a Fitness Centre, Racquet Centre, Aquatic 
Centre and Indoor Climbing Walls.  Employees receive discounted rates for membership, including both single 
and family options. 

Additional Option: 

• Department hosted fitness classes – departments are able to provide self-directed classes using DVDs or
YouTube videos; a fitness class could take place in a meeting room at no cost.  Alternatively,
departments can have employee funded professional fitness instructors (ie: yoga) to provide classes to
employees to save costs.

Please Note: if exploring these alternatives, ensure appropriate waivers are in place for participants.  A sample 
waiver is located in Appendix F. 

7.1.2 Pedometer Challenge 

A pedometer challenge is a great way to increase activity by having employees track steps, while having fun.  
Friendly competition is one of the key factors for a successful and sustainable challenge.  Some departments will 
track progress and offer both individual and group prizes.   

Please Note:  Participants may wish to consult a physician prior to participating. 

Additional Resources: 

• Healthy Alberta
• Cumming School of Medicine Pedometer Challenge
• Workplace Walk for Wellness Challenge - Toolkit

7.1.3 Walking Meetings 

Walking meetings are a great way to get outside, exercise and be productive while at work.  Walking meetings 
can be more stimulating than a typical board room setting as movement tends to keep participants more alert, 
provides a change in scenery and can ultimately create a positive experience.   

Walking meetings should be organized with advance notice to ensure participants are ready with appropriate 
attire, shoes, etc. 

Please Note:  while these types of meetings can be very productive, there may be confidential or sensitive 
information that should not be shared in an open setting.  Walking meetings are not for everyone, give 
participants the option to choose a walking or seated meeting.   

Additional Resources: 

http://www.ucalgary.ca/activeliving/
http://www.ucalgary.ca/activeliving/memberships
http://www.healthyalberta.com/743.htm
http://www.ucalgary.ca/woww/pedometer
http://www.niagararegion.ca/living/health_wellness/workplace/walk-for-wellness.aspx
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• Feet First
• Ted Talk – Got a Meeting, Take a Walk
• Calgary Sport and Social Club

7.1.4 Create a Sport and Social Club or Intramural Team 

Sport and social clubs will help people feel more connected to their coworkers and their workplace, while 
increasing their physical activity. Some people may feel intimidated by the idea of joining a competitive sport 
with colleagues so it is important to emphasize a ‘fun first!’ approach. 

• University of Calgary intramurals
• Calgary Sport and Social Club

7.1.5 Create a Salad Club 

A salad club is a group of people in the same workplace who together, prepare salad for all members of the club 
for the entire week. This is a low-cost, low-effort way to ensure that there is a healthy lunch available every day 
to Salad Club members.  

Components of a successful salad club: 

• Everyone who is part of the group contributes a set amount of money each week
• The shopper uses the money to purchase salad supplies for all salad club members for the entire week
• Salad club members meet at the beginning of the week to chop vegetables and allocate salad servings

into Tupperware or baggies
• Each salad club member brings their own protein to add to their salad each day, if they wish

7.2 SPIRITUAL HEALTH 

7.2.1 Organize a Drum Circle 

Contact the Faith and Spirituality Centre at University of Calgary for their help in organizing this initiative. 

7.2.2 Cultural Identity Celebration 

Organize an event that celebrates diversity within your faculty/department such as a potluck where everyone 
brings in a food item that is important to their culture, offering opportunities for people to learn about different 
religions/cultures. 

7.3 ENVIRONMENTAL HEALTH 

7.3.1 Become a Sustainability Coordinator 

Sustainability Coordinators are University of Calgary employees who devote three (3) to five (5) hours per month 
to learning, teaching and encouraging their peers to adopt sustainable practices in the workplace. The 
Sustainability Coordinator program is open to all University of Calgary employees working in office-based 
environments. 

http://www.feetfirst.org/walk-and-maps/walking-meetings
http://www.ted.com/talks/nilofer_merchant_got_a_meeting_take_a_walk
http://www.calgarysportsclub.com/
http://www.ucalgary.ca/activeliving/intramurals
http://www.calgarysportsclub.com/
http://www.ucalgary.ca/fsc/
https://www.ucalgary.ca/sustainability/coordinators#quickset-field_collection_quicktabs_0
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7.3.2 Organize Office Clean-ups 

Schedule time for all employees to organize and clean their desk. This may be a good activity for a Friday 
afternoon when people can be starting to feel a lack of energy or fatigued. 

7.3.3 Environmental Holiday Events 

Organize an event that recognizes Earth Day, Earth Hour, International World Water Day or other environmental 
holidays so that employees may feel they are contributing to the larger cause. 

When creating new initiatives and programs, it might be helpful to consult any other committees within the 
department (ie: Engagement Committee, Recognition Committee) to define options for collaboration and 
shared resources. 

7.4 SOCIAL HEALTH 

Many of the following activities, as well as those discussed in other categories of health, will contribute to social 
health when they occur in group settings.   

7.4.1 Plant Buddies 

Plant Buddies is an initiative with each participant receiving a plant for their cubicle/office for which they are 
responsible to care for.  The purpose of the program is to provide participants with a fun, inclusive activity to 
promote conversation and collaboration within the department.  This may contribute to decreasing stress or 
perhaps become a new hobby for participants. 

Plant Buddies will increase the collaboration in the department by connecting participants with a common goal 
(taking care of their plant buddy).  It also allows plant experts within the department to act as advisors to first 
time plant caregivers. 

Participants who are going on vacation or taking leave will need to find a ‘plant babysitter’ for their Plant Buddy, 
further encouraging connectivity within the department. 

Additional Resources: 

• How to Choose a Good Office Plant
• How to Care For Indoor Plants
• How to Water Indoor Plants

7.4.2 Social Committee 

Gather a group of individuals who are interested in scheduling regular social events and engaging with their 
coworkers.  Initiatives may include potlucks, picnics, volunteerism or attending campus events. 

http://www.wikihow.com/Choose-a-Good-Office-Plant
http://www.wikihow.com/Care-for-Indoor-Plants
http://www.wikihow.com/Water-Indoor-Plants
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7.4.3 Volunteer Opportunities 

Organize a volunteer opportunity that many of your colleagues can work together on. It can be an event that 
occurs outside of regular working hours or, if it will happen during work hours, ensure that you speak to 
Leadership for their approval on this. 

• Preparing sandwiches for the Drop-In Centre
• Volunteer with United Way
• Volunteer with YMCA Calgary

Visit the WellBeing and WorkLife website to find volunteer opportunities and find ways for employee to Get 
Involved. 

7.5 INTELLECTUAL HEALTH 

7.5.1 Book Club 

Gather a group of interested people, select a book and schedule regular meetings where people can discuss 
what they have read.  Select books based on common interests (ie: fiction, biography, fantasy, etc). 

7.5.2 Learning Club 

Organize an event or club where people learn a new skill or are challenged intellectually such as a language club, 
a knitting circle, current events club or board games club. 

8 PROMOTE EXISTING PROGRAMS 
The University of Calgary has many faculties and departments that provide programing and initiatives for 
employees. WellBeing and WorkLife will regularly send you information on the following initiatives and 
encourage you to promote them:  

8.1.1 Lunch and Learn Series 

Semi-monthly presentations providing an opportunity for employees to learn about a variety of health and 
wellness topics.  The Lunch and Learn Series is promoted monthly through email updates; a program calendar is 
located on the WellBeing and WorkLife website. 

8.1.2 UFlourish 

A week-long series of events and activities in October, UFlourish is meant to build positive mental health. The 
goal is to increase knowledge, awareness and capacity for improved mental health.  Students, faculty and staff 
are encouraged to participate in various activities throughout the week including mental health trivia night, 
wellness workshops, yoga, a wellness fair and much more. 

http://www.ucalgary.ca/wellbeing/get-involved
http://www.ucalgary.ca/wellbeing/get-involved
http://www.ucalgary.ca/wellbeing/programs-events
http://www.ucalgary.ca/wellnesscentre/events-programs/uflourish-week
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8.1.3 Active Living 

An Active Living membership will provide access to world class recreational facilities for all members of the 
university community.  Employees can workout, re-energize, create and maintain a healthy and active lifestyle. 

The Faculty of Kinesiology and Active Living provide facilities and services in a positive, supportive environment. 
Staff are trained to assist participants in activities or programs of their choice in order to experience reward, 
satisfaction, and improved health while ensuring a memorable experience at the university. 

8.1.4 Drum Circle 

Hosted by the Faith and Spirituality Centre, students, faculty and staff can participate in a drum circle held 
weekly on Wednesday afternoons from 5:00 pm to 6:00 pm in the Vitruvian Space (DC12). 

8.1.5 Yoga 

Hosted in That Empty Space, students, faculty and staff have access to free yoga on Tuesdays, Wednesdays and 
Thursdays, aligned with the lunch hour. 

8.1.6 Student Union (SU) Wellness Centre 

The SU Wellness Centre promotes the concept that we all have a role to play in creating a healthy campus 
community, working collaboratively to create an environment where students, faculty and staff feel empowered 
to support each other and participate actively in maintaining their own health and wellbeing.  With a student-
centered approach, the centre offers comprehensive, holistic and accessible programs and services to foster all 
dimensions of wellness; many of which are available to faculty and staff. 

8.1.7 Health Checks 

Valuable screening tests, lifestyle questionnaires and wellness stations are available two to three (2-3) times per 
year to students, faculty and staff on a drop-in basis.   

9 EMPLOYEE AND FAMILY ASSISTANCE PLAN – HOMEWOOD HEALTH 

Homewood Health, our Employee Family Assistance Plan (EFAP), is able to provide support, advice and 
resources to help employees manage their work and personal life so they can focus on what’s important. They 
offer support in-person, on the telephone, provide booklets, and kits via the website. 

Everyone can benefit from the services that Homewood Health has to offer. From parenting concerns to health 
matters, work issues to financial problems, legal questions to elder care, Homewood Health can help. 

Homewood Health offers telephonic and off-site counseling for many issues including relationships, depression, 
grief and loss, addiction, divorce and much more.  Homewood Health will help employees find a counselor 
conveniently located close to the employee’s work or home and that best matches the nature of the service. 

Homewood Health also offers the following resources: 

http://www.ucalgary.ca/activeliving/
http://www.ucalgary.ca/wellnesscentre/
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• Telephonic counselling with Certified Financial Planners
• Telephonic nutritional counselling with a Registered Dietitian
• Free legal advice over the phone
• Smoking cessation program
• E-courses with certificates

Contact Homewood Health 24 hours a day/7 days a week, to speak confidentially to a consultant or visit 
Homewood Health Online to access a variety of helpful tools and resources. 

How to access Homewood Health: 

Phone (English): 1.800.663.1142 
Phone (French): 1.866.398.9505 
Hearing Impaired (TTY): 1.888.384.1152 
International (call collect): 604.689.1717 
Online: www.homeweb.ca (create your own profile) 

As a wellness advocate, Homewood Health is a great resource to access or refer people to.  There are a variety 
of articles related to health and wellness that can be downloaded, printed and shared with colleagues.  There 
are also monthly posters and quarterly newsletters available for distribution.   

Contact the Coordinator, WellBeing and WorkLife for more information about Homewood Health or to request a 
Homewood Health overview presentation for your faculty or department. 

http://www.homeweb.ca/
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10 SUMMARY 
Becoming a Wellness Advocate or forming a Wellness Committee is easy and fun, allowing employees to 
become more involved in the workplace and connecting with coworkers.  There are many supports available to 
aid you in establishing new health and wellness programs in your faculty/department, with many resources 
available at WellBeing and WorkLife.  For further information or assistance, please contact 
wellbeing@ucalgary.ca.  

http://www.ucalgary.ca/wellbeing
mailto:wellbeing@ucalgary.ca
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11 APPENDICES 

11.1 APPENDIX A – CREATING A VISION, MISSION, AND GOALS 

11.1.1 Creating a Vision Statement 

A vision is a broad, bold statement about what your faculty/department would like to achieve regarding 
wellness. A vision statement provides an inspirational image for the committee to work towards. 

Example: All Faculty of Arts employees will have optimal physical and mental health and will feel spiritually, 
emotionally and socially satisfied. 
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11.1.2 Creating a Mission Statement 

Creating a 
Mission 

Statement

What are you 
hoping to 
achieve?

Who are your 
stakeholders?

Who is your 
primary 

audience?

Why should 
they want to 
participate 

and/or 
contribute?

When and 
how often will 

you contact 
your audience 

and 
stakeholders?

How will you 
determine 
success?
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Example: 

1. What are you hoping to achieve:
• Define optimal health and wellbeing
• Increase awareness of and promote health and wellness resources

2. Who are your stakeholders:
• Dean (Sponsor)
• Faculty/department leadership
• Employees

3. Who is your primary audience:
• Employees (Faculty, MaPS and Support Staff)
• Postdoctoral Scholars
• Grad Assistants

4. Why should they want to participate and/or contribute:
• To better understand what resources are available
• Knowledge sharing
• Define personal health and wellness goals

5. When and how often will you contact your audience and stakeholders
• Audience – monthly newsletters, annual survey and events email as needed
• Stakeholders – quarterly; reports, statistics on participation and overall feedback.  Include

evaluations and proposed solutions to issues or gaps
6. How will you determine success:

• Evaluate events, information, resources and communications through anecdotal feedback and
surveys

11.1.3 Creating Goals 

The Wellness Committee should define at least two (2) goals to guide their work as they begin to plan different 
activities and initiatives.  

Goals should fit the SMART Framework: Specific, Measurable, Achievable, Relevant, Timely 

Example: 

1. Offer one (1) wellness activity per month to all Finance employees
2. 50% participation of department employees in wellness activities, programs, initiatives by December 31,

2017
3. Offer three (3) spiritual/cultural health-related events, three (3) physical health-related events, and

three (3) social health-related events by December 31, 2017
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Wellness Committee Strategic Planning 

Vision: 
___________________________________________________________________________________________
___________________________________________________________________________________________ 

Mission: 
___________________________________________________________________________________________
___________________________________________________________________________________________ 

SMART Goals: 

Goal 1 Goal 2 Goal 3 

Specific
(Who? What? When? 
Where? Why?) 

Measurable
(How will you measure 
progress?) 

Achievable
(Is it possible to achieve 
this goal? What steps are 
involved?) 

Realistic
(What knowledge, skills, 
and abilities are necessary 
to reach this goal?) 

Timebound
(Can you set fixed 
deadlines? What are the 
deadlines?) 
Final Goal Statement 



ACTION PLAN: How will you achieve the SMART goals? 

Goal Inputs Activities Outputs Short-Term 
Outcomes 

(Less than 1 
year) 

Intermediate 
Outcomes 

(1-3 years) 

Long- Term 
Outcomes 

(3-5 years) 



11.2 APPENDIX B – TERMS OF REFERENCE 

11.2.1 Purpose 

Wellness Advocates are designated representatives from (insert faculty or department), selected to 
promote wellness, advocating for the wellbeing and mental health of their coworkers and contributing 
to a healthy workplace environment.  The intention is to identify the top workplace wellness priorities 
and to develop reasonable strategies, with activities focusing on encouraging healthy lifestyle changes 
through health education opportunities. 

11.2.2 Goal 

The Wellness Committee strives to increase productivity and effectiveness, and to assist employees in 
making healthier lifestyle choices.  This contributes to optimizing the health and wellbeing of employees 
and contributes to the creation of a healthier workplace and increasing overall culture of wellness. 

11.2.3 Scope 

Wellness Advocates will facilitate realistic and attainable workplace wellness initiatives in collaboration 
with departmental leaders.  The committee will take action on a few dimensions of health and wellbeing 
at a time, within their capabilities. They will adjust their focus in the long-term as health trends emerge 
and as priorities shift. Creating a healthy workplace culture is a shared responsibility of the department 
and employees. 

Wellness Advocates will be supported by the WellBeing and WorkLife portfolio in Human Resources as 
needed. 

11.2.4 Roles 

Wellness Advocates will play various roles: 

• Increase awareness of internal and external wellness resources and programs
• Promote the use of available programs such as Homewood Health
• Utilize existing resources to facilitate departmental wellness initiatives
• Central point of contact for employee wellness questions related to resources, programs and

events
• Distribute promotional materials related to resources, programs, initiatives and events

Subsequent roles within the wellness committee may include: 
• Chair
• Communications
• Secretary
• Treasurer

A sample description of committee roles can be found in Appendix C. 
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11.2.5 Committee Structure 

The committee consists of (insert #) members.  The committee is chaired by a volunteer member of the 
committee; where there are multiple volunteers for the chair position, the committee will vote by 
casting ballots.  The committee welcomes all other employees to act as Wellness Advocates.   

Wellness Committee members are volunteer representatives who strive to have representation from all 
of the work areas within the faculty/department.  

11.2.6 Meeting Commitment 

The committee will meet monthly for an hour. 

11.2.7 Term of Appointment 

• Appointment with the Wellness Committee is one calendar year from the time of joining the
committee.  After one year, committee members can choose to remain on the committee or
may assist the committee with the nomination of a new member

• The appointment of Chair changes at the end of every calendar year

11.2.8 Member Responsibilities 

• Attend a minimum of eight (8) meetings per year
• If unable to attend a meeting, members are encouraged to send a representative from their

work area as a designate
• Attend semi-annual meetings with Wellness Advocates and representatives from WellBeing and

WorkLife, Human Resources
• Commit to a one year term
• Engage with coworkers to identify health and wellness concerns; identify any gaps and

determine potential solutions
• Actively promote and encourage participation in workplace initiatives
• Regular tracking and reporting of departmental wellness activities; providing regular updates to

department leaders

11.2.9 Responsibilities 

Any employee interested in becoming a Wellness Advocate within their faculty or department should: 

• Be passionate about health and wellness
• Be able to dedicate two to three (2-3) hours per month to the roles as previously identified
• Gain relevant permissions from leaders (ie: direct manager)

11.2.10 Revisions 

The Terms of Reference will be reviewed and endorsed on an annual basis no later than December 15 
for implementation of January 1 of the following year. 
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11.3 APPENDIX C – WELLNESS COMMITTEE ROLES AND RESPONSIBILITIES 

11.3.1 Shared Responsibilities 

• Attend monthly meetings
• Establish priorities and develop strategies
• Identify resources and funding requirements
• Actively promote and encourage participation in workplace wellness initiatives
• Volunteer for wellness committee initiatives when needed (equally contribute)
• Seek ideas, feedback from employees and share with committee
• Ensure that strategies align with the mandate and goals of the department and the university

11.3.2 Chair (1 Position) 

• Organize monthly meetings
• Plan and lead monthly meetings
• Draft and circulate meeting agenda
• Monitor progress of the committee
• Onboard new committee members
• Set up instructors
• Work with financial officer on drafting budgets
• Liaison to leadership team for approval on communication, budget, and other
• Send out finalized communications
• Assign roles within the committee, as required

11.3.3 Co-Chair (1 Position) 

• Provide support to Chair and lead in the Chair’s absence
• Finalize and distribute meeting minutes

11.3.4 Leadership Team Liaison (1 Position) 

• Provide regular updates to the leadership team and other key stakeholders as needed
• Provide support and guidance to the Chair as required

11.3.5 Communication Officer (2 Positions) 

• Compile and draft communications
• Posters, email updates, and other

o Send communications to chair for approval
• Circulate posters
• Manage Wellness Committee SharePoint page
• Manage Wellness Committee email
• Take meeting minutes, send to co-chair in a timely manner, and post on SharePoint
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11.3.6 Financial Officer (1 Position) 

• Draft Budget
o Based on Yearly Planning
o Budget to be approved by Committee
o Support the Chair in the budget approval process

• Keep budget updated on SharePoint
• Financial tracking
• Record and track all incoming and outgoing funds
• Monthly Financial Report/Update to Committee
• Maintain a petty cash fund if necessary
• Collecting funds and deposit as required

11.3.7 Wellness Advocates (Several Positions) 

• Actively promote and encourage participation in workplace wellness initiatives
• Assist the wellness committee with initiatives when needed, such as sitting on sub-

committees or volunteering at events
• Invited to attend semi-annual meetings

11.3.8 WellBeing and WorkLife Representative (1 Position) 

• Provide guidance to the chair as needed
• Attend regular meetings
• Provide support, guidance and resources for wellness committee initiatives
• Work with the committee to identify needs and to develop short and long-term plans
• Ensure effectiveness of initiatives
• Inform the committee about upcoming initiatives and existing resources
• Assist with committee planning including Terms of Reference, and committee roles and

responsibilities
• Act as a the liaison between wellness committees and create opportunities for information

sharing and collaboration

Please note that these are sample committee positions and there is flexibility in the positions and 
descriptions. The wellness committee should adjust the positions as required. 
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11.4 APPENDIX D – HOW THE WELLNESS ADVOCATE PROGRAM SUPPORTS THE CAMPUS MENTAL 

HEALTH STRATEGY 

The Wellness Advocate Program supports multiple focus areas in the Campus Mental Health Strategy. 
The key focus areas are raising awareness and promoting wellbeing, developing personal resilience and 
self-management, and creating and sustaining a supportive campus environment. The Wellness 
Advocate Program provides limited support to the focus areas of enhancing early identification and 
response, and providing direct service and support.  

The following table outlines which recommendations members of the Wellness Advocate Program can 
contribute to by promoting, supporting, implementing or leading initiatives within their faculty or unit. 

11.4.1 Focus Area 1: Raising awareness and promoting well-being 

Raising awareness and promoting well-being is a main focus of the Wellness Advocate Program. 

RECOMMENDATIONS PROMOTED OR SUPPORTED BY 
MEMBERS OF THE WELLNESS ADVOCATE PROGRAM 

RECOMMENDATIONS IMPLEMENTED OR LED BY 
MEMBERS OF THE WELLNESS ADVOCATE PROGRAM 

1.1 Promote existing campus mental health 
programs 
• The Working Mind
• Applied Suicide Intervention Skills Training
• Question, Persuade, Refer
• Bystander Intervention Training

1.2 Promote anti-stigma initiatives 
• The Working Mind
• Bell Let’s Talk Day

1.5 Promote mental health and wellness 
websites 
• Campus Mental Health Strategy
• WellBeing and WorkLife
• Staff Wellness
• Active Living
• SU Wellness Centre
• Homewood Health

1.3 Evaluate wellness committee initiatives 
• Wellness Committee Strategic Planning and

Evaluation templates 

1.5 Promote or create central faculty/unit 
SharePoint or website to promote Wellness 
Committee and campus programs and resources 

11.4.2 Focus Area 2: Developing personal resilience and self-management 

Increasing engagement in a full range of holistic health promoting activities (2.3) is fundamental to the 
Wellness Advocate Program. 

The Wellness Advocate Program engages wellness committee members and advocates through 
participation in developing, implementing, and promoting a range of holistic health promotion activities. 

http://www.ucalgary.ca/wellbeing/mental-health/the-working-mind
https://www.ucalgary.ca/wellnesscentre/events-programs/training/asist
https://www.ucalgary.ca/wellnesscentre/qpr
http://www.ucalgary.ca/currentstudents/ucalgarystrong/bystander
http://www.ucalgary.ca/wellbeing/mental-health/the-working-mind
http://letstalk.bell.ca/en/
http://www.ucalgary.ca/mentalhealth/
http://www.ucalgary.ca/wellbeing/
http://www.ucalgary.ca/staffwellness/
http://www.ucalgary.ca/activeliving/
http://www.ucalgary.ca/wellnesscentre/
http://www.ucalgary.ca/wellbeing/homewood-health
http://www.ucalgary.ca/wellbeing/programsevents/wellness-advocate-program#quickset-field_collection_quicktabs_0
http://www.ucalgary.ca/wellbeing/programsevents/wellness-advocate-program#quickset-field_collection_quicktabs_0
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RECOMMENDATIONS PROMOTED OR SUPPORTED BY 
MEMBERS OF THE WELLNESS ADVOCATE PROGRAM 

RECOMMENDATIONS IMPLEMENTED OR LED BY 
MEMBERS OF THE WELLNESS ADVOCATE PROGRAM 

2.1 Promote existing programming and training 
for faculty and staff to build personal resilience 
and wellness and to promote professional 
success 
• Change and Personal Resiliency
• Build Personal Resilience
• Lynda.com
• Lunch and Learn Series
• Homewood Health e-learning courses and

Life Balance Coaching
• The Working Mind
• Mindfulness
• Tuition Support Program
• Continuing Education
• Office of Diversity, Equity, and Protected

Disclosure workshops
• Select SU Wellness Centre programs and

workshops
• Bystander Intervention Training

2.3 Promote and encourage participation in a 
full range of holistic health promoting 
activities 
• UFlourish Week
• Active Living
• SU Wellness Centre
• Office of Sustainability
• WellBeing and WorkLife

o Health Checks
o Lunch and Learn Series
o Wellness Advocate Program

• Campus Mental Health Website

2.4 Promote existing supports during critical 
transition times for the faculty/unit or that 
impact the faculty/unit 
• Homewood Health
• HR Training and Development Programs

and Workshops
• Staff Wellness
• WellBeing and WorkLife

2.1 Offer programming and training for faculty 
and staff to build personal resilience and 
wellness and to promote professional success 
based on the needs and interests of the 
employees in the faculty/unit 
• Reach out to the following contacts to learn

about programs and training options for
your faculty/unit
o WellBeing and WorkLife
o Homewood Health Organizational

Wellness Catalogue
o SU Wellness Workshops
o Office of Diversity, Equity and

Protected Disclosure
o HR Training and Development

Programs and Workshops
o Campus Mental Health and Wellness

Presentation 

2.3 Offer programs and initiatives to encourage 
participation in a full range of holistic health 
promotion activities based on the needs and 
interests of the employees in the faculty/unit 
• Host faculty/unit-specific UFlourish event
• WellBeing and WorkLife

o Review the Wellness Advocate
Program Guideline for ideas

o Consult with WellBeing and WorkLife
for ideas

https://www.ucalgary.ca/training/programs-and-workshops/uadvance
http://www.ucalgary.ca/wellbeing/Resilience
http://www.ucalgary.ca/hr/lynda_com
http://www.ucalgary.ca/wellbeing/programsevents/lunch-and-learn-series
http://www.ucalgary.ca/wellbeing/homewood-health
http://www.ucalgary.ca/wellbeing/homewood-health
http://www.ucalgary.ca/wellbeing/mental-health/the-working-mind
http://ucalgary.ca/wellbeing/mindfulness
http://www.ucalgary.ca/hr/tuition_support_program
http://conted.ucalgary.ca/index.jsp
https://www.ucalgary.ca/odepd/education-and-training/workshops
https://www.ucalgary.ca/odepd/education-and-training/workshops
https://www.ucalgary.ca/wellnesscentre/programs-workshops
https://www.ucalgary.ca/wellnesscentre/programs-workshops
http://www.ucalgary.ca/currentstudents/ucalgarystrong/bystander
https://ucalgary.ca/wellnesscentre/uflourish-week
http://www.ucalgary.ca/activeliving/
https://www.ucalgary.ca/wellnesscentre/
http://www.ucalgary.ca/sustainability/
http://www.ucalgary.ca/wellbeing/
http://www.ucalgary.ca/wellbeing/healthcheck
http://www.ucalgary.ca/wellbeing/programsevents/lunch-and-learn-series
http://www.ucalgary.ca/wellbeing/programsevents/wellness-advocate-program
http://www.ucalgary.ca/mentalhealth/
http://www.ucalgary.ca/mentalhealth/
http://www.ucalgary.ca/wellbeing/homewood-health
https://www.ucalgary.ca/training/home/programs-and-workshops
https://www.ucalgary.ca/training/home/programs-and-workshops
http://www.ucalgary.ca/staffwellness/
http://ucalgary.ca/wellbeing/
http://www.ucalgary.ca/wellbeing/
mailto:robbyn.hesch@ucalgary.ca?subject=Request%20for%20Homewood%20Health%20Organizational%20Wellness%20Catalogue
mailto:robbyn.hesch@ucalgary.ca?subject=Request%20for%20Homewood%20Health%20Organizational%20Wellness%20Catalogue
https://ucalgary.ca/wellnesscentre/programs-workshops/workshops
https://www.ucalgary.ca/odepd/
https://www.ucalgary.ca/odepd/
https://www.ucalgary.ca/training/home/programs-and-workshops
https://www.ucalgary.ca/training/home/programs-and-workshops
https://ucalgary.ca/mentalhealth/resources/campus-mental-health-and-wellness-resources-workshop
https://ucalgary.ca/mentalhealth/resources/campus-mental-health-and-wellness-resources-workshop
http://www.ucalgary.ca/wellbeing/
http://www.ucalgary.ca/wellbeing/programsevents/wellness-advocate-program
http://www.ucalgary.ca/wellbeing/programsevents/wellness-advocate-program
http://ucalgary.ca/wellbeing/contact
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11.4.3 Focus Area 3: Enhancing early identification and response 

Members of the Wellness Advocate Program can enhance awareness of programs and resources that 
support early identification and response.   

RECOMMENDATIONS PROMOTED OR SUPPORTED BY 
MEMBERS OF THE WELLNESS ADVOCATE PROGRAM 

RECOMMENDATIONS IMPLEMENTED OR LED BY 
MEMBERS OF THE WELLNESS ADVOCATE PROGRAM 

3.1 Promote existing educational programming 
that enables faculty and staff to identify signs of 
mental distress both in self and others 
• The Working Mind
• Question, Persuade, Refer
• Applied Suicide Intervention Skills Training
• Assisting a Colleague in Distress
• Helping Students in Distress
• Contact SU Wellness Centre or Staff

Wellness to set up an Assisting Students
and Colleagues in Distress session

• Bystander Intervention Program
• Other sessions as applicable from on-

campus groups such as Risk or ODEPD

3.5 Promote existing web-based self-screening 
programs for staff and faculty 
• Homewood Health – Health Risk

Assessment

11.4.4 Focus Area 4: Providing direct service and support 

While Wellness Committees and Advocates do not have a role in direct service and supports, they can 
promote mental health services that are available on campus and in the community. 

RECOMMENDATIONS PROMOTED OR SUPPORTED BY 
MEMBERS OF THE WELLNESS ADVOCATE PROGRAM 

RECOMMENDATIONS IMPLEMENTED OR LED BY 
MEMBERS OF THE WELLNESS ADVOCATE PROGRAM 

4.1 Promote mental health services on campus 
and within the community (e.g. access to 
counselling services, 24-hour access to supports, 
etc.) 
• 911, 811, 211
• Campus Security
• Homewood Health
• Calgary Counselling Centre
• Distress Centre
• Access Mental Health
• SU Wellness Centre Health Services

http://www.ucalgary.ca/wellbeing/mental-health/the-working-mind
https://www.ucalgary.ca/wellnesscentre/qpr
https://www.ucalgary.ca/wellnesscentre/events-programs/training/asist
https://www.ucalgary.ca/staffwellness/news/assisting-colleague-distress
https://www.ucalgary.ca/wellnesscentre/files/wellnesscentre/students-in-distress_folder_online.pdf
http://www.ucalgary.ca/wellbeing/homewood-health/wellness-services
http://www.ucalgary.ca/wellbeing/homewood-health/wellness-services
https://myhealth.alberta.ca/811
http://www.ab.211.ca/
https://www.ucalgary.ca/security/
http://www.ucalgary.ca/wellbeing/homewood-health
https://calgarycounselling.com/
http://www.distresscentre.com/
http://www.albertahealthservices.ca/info/service.aspx?id=2381
http://www.ucalgary.ca/wellnesscentre/services/health
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11.4.5 Focus Area 6: Creating and sustaining a supportive campus environment 

Wellness Advocates create supportive environments by promoting and implementing programs that 
provide opportunities for meaningful connections in the workplace. 

RECOMMENDATIONS PROMOTED OR SUPPORTED BY 
MEMBERS OF THE WELLNESS ADVOCATE PROGRAM 

RECOMMENDATIONS IMPLEMENTED OR LED BY 
MEMBERS OF THE WELLNESS ADVOCATE PROGRAM 

6.1 Encourage meaningful participation in the 
campus community by promoting programs and 
spaces that build connections 
• UFlourish Week
• Mental Health Map
• President’s Stampede BBQ
• Faith and Spirituality Centre
• Wellness Advocate Program
• HR Training and Development Programs

and Workshops
• Recognition Program
• RenewFest
• UCalgaryStrong
• Active Living

6.4 Promote campus programs and resources 
that support psychological health and safety in 
the workplace 
• National Standard for Psychological Health

and Safety in the Workplace

6.1 Expand conditions for meaningful 
participation in the faculty/unit by building 
community inside and outside the workplace, 
and providing spaces to build connections 
• Wellness Advocate Program

https://ucalgary.ca/wellnesscentre/uflourish-week
https://www.ucalgary.ca/stampede/events
http://www.ucalgary.ca/fsc/
http://www.ucalgary.ca/wellbeing/programsevents/wellness-advocate-program
https://www.ucalgary.ca/training/home/programs-and-workshops
https://www.ucalgary.ca/training/home/programs-and-workshops
http://www.ucalgary.ca/recognition/
http://www.ucalgary.ca/currentstudents/ucalgarystrong
http://www.ucalgary.ca/activeliving/
http://www.ucalgary.ca/wellbeing/mental-health/national-standard-psychological-health-and-safety-workplace
http://www.ucalgary.ca/wellbeing/mental-health/national-standard-psychological-health-and-safety-workplace
http://www.ucalgary.ca/wellbeing/programsevents/wellness-advocate-program
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11.5 APPENDIX E – MEASURING PROGRAM SUCCESS 

Measuring the overall success of any wellness program can be challenging.  The following are key 
metrics that can help get you started: 

1. Utilization by employees – when looking at the number invited and comparing to the number
attended, we can get a participation rate

a. Example – 30 invited; 15 attended; 50% participation rate

2. Employee feedback – employee feedback is critical to the success of any program or initiative.
The following questions may provide critical information:

a. Did you enjoy the initiative – yes/no
b. What did you or did you not like about the initiative – open text response
c. Would you recommend this initiative to others – yes/no
d. Why would you or would you not recommend this initiative – open text response
e. Would you like to see additional initiatives – yes/no
f. If you would like to see additional initiatives, what are some examples – open text

response
g. Did you like the facility the initiative was held in – yes/no
h. What did you or did you not like about the facility, please provide feedback – open text

response

This is by no means an exhaustive list of questions, please contact wellbeing@ucalgary.ca  for a 
comprehensive survey option. 

mailto:wellbeing@ucalgary.ca
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11.6 APPENDIX F – HEALTH NEEDS ASSESSMENT REQUEST FORM 

. 

http://www.ucalgary.ca/wellbeing
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11.7 APPENDIX G – SAMPLE WAIVER 
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11.8 APPENDIX H – SAMPLE POSTER 

 

Interested 
in Health 
and 
Wellness? 
Become a Wellness Advocate 
or form a Wellness Committee 
in your faculty/department! 

Email wellbeing@ucalgary.ca or visit 
ucalgary.ca/wellbeing to learn more! 

How do I become a 
Wellness Advocate? 

Contact 
wellbeing@ucalgary.ca
for more information or 
talk to your supervisor. 

The time commitment is 
2-3 hours/month for 1
year.

What do Wellness 
Advocates do? 

Plan different wellness-
related events and 
share wellness 
information with other 
employees in your 
faculty/ department. 

What are the benefits of 
having Wellness 
Advocates? 

• Reduced stress
• Increased

productivity
• Improved workplace

morale

mailto:wellbeing@ucalgary.ca
mailto:wellbeing@ucalgary.ca
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