Worksite Coordinator Responsibilities

	√
	DATE
	RESPONSIBILITIES

	 FORMCHECKBOX 

	Late September to early October
	Put flyers in employee mailboxes, with paychecks, etc.  Put up Aerobic Winter Challenge promotional posters.  

To download flyers & posters: http://www.coconino.az.gov/heartbeat.aspx?id=4695

	 FORMCHECKBOX 

	Early October
	Distribute Entry Forms to employees via inter-office mail, email, paychecks, etc. or direct them to the website. 

	 FORMCHECKBOX 

	October 1-15
	Recruit Team Leaders.  Decide on team names.

	 FORMCHECKBOX 

	By October 22
	Entry Forms (with Terms of Agreement attached), Team Receipts, entry fees, and t-shirt money due to you from the Team Leaders.  *T-shirts need to be ordered at time of registration.  Checks should be made out to CCHD-Heartbeat Program.  The non-refundable entry fee is $3 per person.  Please have Team Leaders send EACH TEAM(S money separately, attached to the Team Receipt.  This enables us to correct problems more easily.

	 FORMCHECKBOX 

	By October 27
	Entry Forms (with Terms of Agreement attached), Team Receipts, entry fees, and t-shirt money due to the Heartbeat Program, 2625 N. King St., Flagstaff, AZ.  If you cannot get it to the office, call Wendy (928) 679-7254 to pick it up.

	 FORMCHECKBOX 

	By October 29
	Make sure Team Leaders have Activity Logs (if they need them), Guidelines, Monthly Reports, and Wall Charts, or have the website address to download them if needed.  Call Wendy if you need more Wall Charts.

	 FORMCHECKBOX 

	November 1
	The Challenge begins!

	 FORMCHECKBOX 

	By December 3
	Team Monthly Reports for November are due to Worksite Coordinators from Team Leaders.

	 FORMCHECKBOX 

	By December 6
	Team Monthly Reports for November are due to the Heartbeat Office to be eligible for monthly prizes.

	 FORMCHECKBOX 

	Mid-December
	Heartbeat staff will deliver t-shirts and November prizes.

	 FORMCHECKBOX 

	By January 7
	Team Monthly Reports for December are due to Worksite Coordinators from Team Leaders.

	 FORMCHECKBOX 

	By January 10
	Team Monthly Reports for December are due to the Heartbeat Office to be eligible for monthly prizes.

	 FORMCHECKBOX 

	Mid-January
	Heartbeat staff will deliver December prizes.

	 FORMCHECKBOX 

	By February 4
	Team Monthly Reports for January are due to Worksite Coordinators from Team Leaders.

	 FORMCHECKBOX 

	By February 7
	Team Monthly Reports for January are due to the Heartbeat Office to be eligible for monthly prizes.

	 FORMCHECKBOX 

	Mid-February
	Heartbeat staff will deliver January prizes.

	 FORMCHECKBOX 

	By March 4
	Team Monthly Reports for February are due to Worksite Coordinators from Team Leaders.

	 FORMCHECKBOX 

	By March 7
	Team Monthly Reports for February are due to the Heartbeat Office to be eligible for monthly prizes.

	 FORMCHECKBOX 

	Mid-March
	Heartbeat staff delivers monthly and grand prizes, jackpot money.

	 FORMCHECKBOX 

	March 18
	Evaluations due to the Heartbeat office.

	 FORMCHECKBOX 

	Late March
	Heartbeat staff delivers evaluation prizes.


Free Short Sleeve T-Shirt for Worksite Coordinator

Heartbeat Program


Tara* (928)679-7256 * tgene@coconino.az.gov

Wendy * (928)679-7254 * wchadwick@coconino.az.gov

Fax (928)679-7205

