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Why Healthy Meetings?
The physical and social environment where we work, study, and 
live each day shapes many of the lifestyle choices we make, 
and therefore has a large impact on our health and safety. By 
creating healthier surroundings, we improve this environment 
and support better choices.

Nearly half of most people’s waking hours are spent at work 
or school. Every day, we are faced with food, beverage, and 
physical activity choices, not only around the office and on your 
plate, but also at meetings and events. On average, most of our 
daily meals and snacks are consumed on campus or at work 
so having healthy food readily available is critical in supporting 
healthy behaviors.

By implementing healthy meeting standards our organization will 
create a supportive environment that encourages a culture of 
health. Adopting healthy meeting standards sends the message 
that health is important to our organization and that we support 
the health of our employees, interns, and partners.

How were these  
guidelines developed?
The Worksite Wellness Healthy Meeting Guidelines provide 
guidelines for nutrition, physical activity, and sustainability that 
are recommended for meetings and events. These principles are 
derived from the 2020-2025 Dietary Guidelines for Americans and 
National Alliance for Nutrition and Activity Healthy Meeting Toolkit. 

This Healthy Meeting Guidelines Toolkit was designed and 
developed in partnership with California Department of Public 
Health and Centers for Disease Control and Prevention.

https://www.dietaryguidelines.gov/sites/default/files/2020-12/Dietary_Guidelines_for_Americans_2020-2025.pdf
https://cspinet.org/sites/default/files/attachment/Final Healthy Meeting Toolkit.pdf
https://www.cdph.ca.gov/
https://www.cdph.ca.gov/
https://www.cdc.gov/nccdphp/dnpao/state-local-programs/span-1807/index.html
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Healthy Food &  
Beverage Choices   
Healthy eating patterns promote health and decrease the risk 
of chronic diseases. Nutritious foods and beverages contribute 
to achieving and maintaining a healthy body, support nutrient 
adequacy and adhering to a healthy lifestyle.

Food and beverages provided at meetings and events are 
recommended to meet the following nutrition and  
sustainability guidelines.

Purchasing with Community &  
Equity in Mind
When possible, try to purchase food and beverages from a variety 
of local, diverse, and independent owned businesses. Including 
stores, restaurants and farmer’s markets.

Knowing there are fewer businesses owned by those from 
historically underserved backgrounds, buying food from a black, 
indigenous, or person of color owned vendor, restaurant or store 
can help support equity within your community.

Nutrition Guidelines
Beverages
Standard Healthy Meeting

• Make water the default beverage. 

• Do not offer full-calorie sugar-sweetened beverages. Serve 
100% juice diluted with water, milk, calcium and vitamin 
D-fortified milk alternatives (soy, almond, oat milks), or 
beverages with 40 calories per container or less.

• Offer milk or milk alternatives with coffee and tea service in 
addition to or in place of half and half. 

Superior Healthy Meeting
Includes all Standard Healthy Meeting recommendations,  
plus the following:

• Eliminate all sugar-sweetened beverages (including those 
with less than 40 calories per container that are allowed 
under the Standard Healthy Meeting).

When possible, try to purchase food and 
beverages from a variety of local, diverse, and 
independent owned businesses.
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Making Water More Appealing
Sugary drinks, or sugar-sweetened beverages, are the leading 
source of added sugars in the American diet. We are used to 
regular soda (not sugar-free), fruit drinks, sports drinks, energy 
drinks and highly sweetened teas and coffees. To help reduce 
the intake of added sugars and empty calories, we make water 
the default beverage. And to help make water more appealing to 
attendees, here are a few resources you can use.

• Present water in clear self-serve jugs or pitchers so 
everyone can see what is in the water and the colors will 
make it more attractive.

• Here are some recipes you can try: Tangy I Sweet I Herbal I 
Tropical I Other Recipes

Rethink Your Drink is a widely utilized resource, from California 
Department of Public Health, where you can find educational 
materials on different kinds of regularly consumed beverages 
and ideas on how to make water the easy and appealing choice.

Food
Standard Healthy Meeting

• Offer fruits and/or vegetables every time food is served.

• Offer reasonable portion/serving sizes.

• In buffet lines or self-service, support sensible portions by 
offering reasonably sized entrees and appropriately sized 
serving utensils and plates.

• Use whole grains whenever possible (100% whole grain or 
whole grain as the first ingredient).

• If grains are served, a gluten-free option should be available.

• Serve/offer condiments and dressings on the side.

• Offer more nutrient dense spreads like pesto, hummus, 
guacamole and salsa as flavor boosting alternatives to 
mayonnaise and other condiments. 

• Look for and try to offer lower-sodium options.

• Make the majority of the meat options poultry, fish, shellfish, 
unprocessed meat.

• Provide a plant-based/vegan option.

• For special occasions and dinner, cut desserts in half 
or serve small portions. For lunches, breaks, or regular 
meetings serve fruit as dessert.

• Do not place candy or candy bowls in the meeting space.

Need Flavor? Add herbs, fresh/frozen fruit or 
a splash of 100% fruit juice to the water. Need 
fizziness? Add some sparkling water.

https://www.cdph.ca.gov/Programs/CCDPHP/DCDIC/NEOPB/CDPH Document Library/Tangy.pdf
https://www.cdph.ca.gov/Programs/CCDPHP/DCDIC/NEOPB/CDPH Document Library/Sweet.pdf
https://www.cdph.ca.gov/Programs/CCDPHP/DCDIC/NEOPB/CDPH Document Library/Herbal.pdf
https://www.cdph.ca.gov/Programs/CCDPHP/DCDIC/NEOPB/CDPH Document Library/Tropical.pdf
https://www.cdph.ca.gov/Programs/CCDPHP/DCDIC/NEOPB/CDPH Document Library/PPPDS_RYD_WaterRecipe-Eng.pdf
https://www.cdph.ca.gov/Programs/CCDPHP/DCDIC/NEOPB/Pages/RethinkYourDrink.aspx
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• Offer foods prepared in a healthy way (grilled, baked, 
poached, roasted, braised, or broiled). Avoid fried foods.

Superior Healthy Meeting
Includes all Standard Healthy Meeting recommendations,  
plus the following:

• All grains must be whole grain-rich (51% or more whole 
grains by weight or whole grain as the first ingredient).

• Serve only poultry, fish, shellfish, or on occasion 
unprocessed meat options; seek alternatives to  
processed and red meats.

• If serving dessert, order/cut sweets and pastries into 
appropriate serving sizes. Also have cut fruit as an option. 

• Do not serve fried foods.

• If possible, use local restaurants, caterers or campus dining. 

Image: Berkeley Wellness Healthy Meetings

https://uhs.berkeley.edu/sites/default/files/wellness-healthymeetings.pdf
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Fitting in Physical Activity  
& Breaks
Incorporating a physical activity and breaks into meetings will 
increase participant energy, attention span, enthusiasm, and 
productivity. Taking a few minutes to move can save time in  
lost productivity.

Break & Activity Recommendation Table

Length of Meeting Type of Break Suggested Break 
Intervals

2 Hours 5-10 min stand up 
and stretch

Middle of the 
meeting

2-4 Hours 10-15 min light 
aerobic activity

First and last hour 
of the meeting

All Day
Stretch breaks, 5 
min activity, 30 min  
break or PA

Once every hour, 
extended break 
during the middle 
of the meeting

* A short stretch break is recommended at the top of every hour.

Physical Activity Guidelines
Standard Healthy Meeting
Mention to attendees (through announcements or in written 
materials) that it is fine to move within the meeting space 
(standing, stretching); integrate exercise equipment if possible 
within the space (exercise balls in place of some chairs, raised 
tables for standing).

• When possible, allow for comfortable clothes/shoes to 
support physical activity during breaks.

• Periodically break up sitting time.

• For conferences or all-day meetings, support physical 
activity before, during, and after the work of the day.

• Provide adapted programming or alternative activities for 
those with physical disabilities.

• Identify someone to facilitate a short physical  
activity break(s).

Superior Healthy Meeting
Includes all Standard Healthy Meeting recommendations, plus 
the following:

• Try to choose meeting locations where there are walkable 
destinations; if available, provide walking/running maps.
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• Encourage public transportation and active commuting to 
meetings and events.

• Hold convenings near public transportation and active 
commuting access.

• Provide exercise stations in the hall or within the  
meeting room. 

• Implement walking meetings when possible

Remote Work
With an increase in remote staff, many are enjoying the benefits 
of avoiding tedious commutes, better work/life balance and 
more control over their working schedule, however, staff are 
spending more time at their desks.  According to a study 
conducted by O’Dolan, Catriona et al, staff working desk jobs 
spend 75% of their workday sitting down. It is well known that 
sedentary behavior results in an increased risk of developing 
diabetes, heart disease and various other cardiovascular 
complications. It is important for employers to encourage 
staff to be more active during their workday. (Refer to the Desk 
Stretches, Exercises, & Ergonomics Chapter for more stretches 
and activity/break examples.)

Physical activity and wellness guidelines 
• Encourage staff to take breaks away from their desks.

• Including going outside and doing some form of 
exercise if possible.

• Promote team-building activities that require staff to leave 
their desks.

• Walking or daily step challenges.

• Encourage staff to follow the 40-20 rule – staff should sit 
for a maximum of 40 minutes and stand or move around for 
the other 20 minutes.

• Encourage a mix of audio and zoom meetings. Staff can 
walk around while on the phone, helping them to build more 
exercise into their day.

It is important for employers to encourage  
staff to be more active during their workday.

https://pubmed.ncbi.nlm.nih.gov/29372071/
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• Encourage staff to set clear boundaries between work  
and home life.

• Designate a work area, free of clutter and distractions.

• Set clear working hours, I.e., avoid responding to work 
emails when “off the clock”.

• Monthly health and wellness emails are a great way to share 
links, tips, and social events.

• Provide staff with simple exercise guides and stretches 
that can be done from their desk.

• YouTube links to yoga, spin, meditation, and body 
weight exercises that can be done from home.

• Staff-led well-being activities and familiar faces could 
make people more receptive and welcoming of physical 
activities and wellness tips, and/or ideas.

Activity Breaks During Remote  
Work & Virtual Meetings
As a result of the Covid-19 pandemic, many meetings have 
transitioned to a virtual platform. Don’t let this stop you from 
taking small breaks to refresh and maybe lead an activity during 
longer meetings. 

Examples of PA breaks you can lead with a group:

• March in place and/or Walk around the room.

• Take the stairs.

• Turn on music and dance or move around!

• Take stretch breaks. (Refer to the Desk Stretches, Exercises, 
& Ergonomics Chapter.)

• Slowly stretch neck, shoulders, arms, hands, back, legs, and feet.

• In addition to activity breaks, encourage attendees to look 
away from the screen for a few moments, look out the 
window, or a simple breathing exercise with eyes closed.

Encourage attendees to look away from the 
screen for a few moments, look out the window, 
or a simple breathing exercise with eyes closed.
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Sustainability
Students, faculty, and staff are encouraged to utilize reusable 
products and to recycle materials in order to reduce and divert 
campus waste from landfills.

Sustainability Guidelines
Standard Healthy Meeting

• Reduce waste and packaging whenever possible.

• Have recycling bins available.

• Provide handouts on a flash drive or make them available 
online to reduce paper.

• Provide a Smoke-free environment at all times.

Superior Healthy Meeting
Includes all Standard Healthy Meeting recommendations,  
plus the following:

• Conduct a zero-waste meeting or conference.

• Provide electronic documents ahead of meetings and 
display on-screen to reduce the need for paper copies. 

• Use locally sourced and sustainably produced food and 
giveaways when possible.

Tips & Ideas
• Whenever possible, use re-usable serving containers and 

eating utensils.

• When disposable products are the only option, use paper 
and compostable products. Styrofoam can take over a 
million years to decompose.

• Order food, beverages, and condiments in bulk containers 
rather than single servings

• Provide a jug of water rather than many individual water 
bottles.

• Infuse water with fruit/herbs. 

• Provide recycling containers for cans, bottles, and 
cardboard/paper.

• Consider making your meeting and  
announcements paper-less.

• Email the agenda or display it by writing on a board or using 
a projector.

Choose food and beverages that are local, 
organic, fair trade or humane whenever possible.
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Lactation Accommodations
Superior Healthy Meeting

• Provide designated, clean, secure, comfortable, and private 
lactation accommodations.

• Room should be shielded from view and free from intrusion 
from coworkers and the public.

• Provide break times to express milk for her infant child 
under one year of age whenever the need occurs.

Emergency Planning
In order to ensure that your meeting is safe, it is important to 
be prepared for potential emergencies that may arise. These 
include small-scale issues like building evacuation to medical 
emergency to larger-scale events like a major earthquake, 
hazardous materials incidents, or active shooter incident.

Emergency Preparedness Guidelines
• Review the emergency procedures for building. 

• Have local emergency phone numbers if needed.

• Know evacuation routes and the pre-designated assembly 
areas for the building.

• Have an emergency kit on hand or know where one is 
located in the room (or building).

• Know where alarms and fire extinguishers are located.

• Faculty members/hosts should be prepared to direct 
their participants to assembly areas in the event of an 
emergency. 

“Lactation accommodation is the ongoing 
process of supporting breastfeeding mothers 
in the workplace. Lactation accommodation 
includes the policies that have been put in place 
to protect mothers who wish to express breast 
milk during the workday.

The goal of lactation accommodation is to 
promote breastfeeding success by ensuring that 
employers provide appropriate time and privacy 
for lactating women while at work.”

California Department of Public Health

https://www.cdph.ca.gov/Programs/CCDPHP/DCDIC/NEOPB/CDPH Document Library/PPPDS_BFToolkit.pdf
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A: Food Safety
Whether food and beverages provided at campus meetings and 
events are catered from an approved on-campus or approved 
off-campus vendor or dining facility, it is recommended that they 
meet the following nutrition and sustainability guidelines.

Four basic food safety principles work together to reduce the 
risk of foodborne illnesses. These principles are:

• Clean hands, food contact surfaces, vegetables, and fruits.

• Separate raw, cooked, and ready-to-eat foods while 
shopping, storing, and preparing foods.

• Cook foods to a safe temperature.

• Chill (refrigerate) perishable foods within 2 hours.

Some foods pose high risk of foodborne illness. These include 
raw (unpasteurized) milk, cheeses, and juices; raw or undercooked 
animal foods, such as seafood, meat, poultry, and eggs; and raw 
sprouts. These foods should be consumed with caution.

The following tips to follow basic food safety practices and 
ensure that people do not get sick from the food or beverages 
they consume:

• Do not work with food if you have any type of illness, such 
as a cold sore, infected cuts, colds, etc.

• Perishable foods not kept hot or cold as described above 

should be discarded after holding for 4 hours or more at 
room temperature.

• Keep hot food at 135°F or above and cold food at  
45°F or below.

• Persons handling food–preparing, displaying, or  
serving—should wash their hands with warm water and 
soap or antibacterial sanitizer before doing so.

• Rinse fresh fruits and vegetables under running tap water 
before serving.

• Remove and throw away bruised or damaged portions of 
fruits and vegetables.

• If in doubt, throw it out!

• Clean and sanitize all surfaces and utensils including 
cutting boards, countertops, peelers and knives that will 
touch food before and after food preparation.

• Handle all food items with a utensil (e.g. tongs) when 
feasible, rather than with bare hands/fingers.

• Store and transport all food in clean, appropriate containers 
and cover the container (e.g. plastic wrap) when on display. 
Do not store any food product in the original container the 
food product came in for food storage.

For more information on proper food handling guidelines, visit 
Partnership For Food Safety Education

http://www.fightbac.org/safe-food-handling
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C: Emergency Contacts List 
Template
Download the Emergency Contacts List Template.

D: Preparing Your Meeting 
Checklist
Download the Preparing Your Meeting Checklist.

https://csuchico.box.com/shared/static/t06r5w2v8ca4k4al0pmc81yslq82sk60.docx
https://csuchico.box.com/shared/static/lzooyv5q00nci85vczp7jyk3zzyit28g.docx
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E: Assessing Your Meeting
Asking your meeting attendees to evaluate and assess the 
meeting will help to gauge the success of your healthy meeting. 
This evaluation will also allow you to see which components of 
the healthy meeting may need adjustments and which aspects 
will still take time to garner acceptance. Feel free to use all 
of this evaluation or modify it to be included in any additional 
meeting evaluations you use. Download the Assessing Your 
Meeting Template.

F: COVID-19
In Person Meetings During COVID-19 
If possible, please avoid unnecessary meetings, instead use 
video conferencing, telephone calls, and e-mail to communicate. 
If possible, screen all members attending for a fever and other 
COVID related symptoms. Consider eating outside or at your 
desk instead of communal areas.

Following all posted notifications and markings related to hand 
hygiene, cough and sneeze etiquette, and physical distancing.Be 
at least six feet apart.

• Everyone must wear masks.

• Hand sanitizers and wipes must be available in  
meeting areas.

• Clean and sanitize personal spaces after use.

• Clean/sanitize department equipment between each use.

• Open windows and doors to let fresh air circulate through 
the building/room.

If you are sick with something other than COVID, please try to 
stay at home as well. If you have to attend a meeting or event, 
please follow the above mentioned suggestions/guidelines.

More information on Covid-19 guidelines
• Chico State Enterprises COVID-19 Information

• Chico State COVID-19 Information

• Butte County Department of Public Health

• Center for Disease Control and Prevention (CDC)

• California Department of Public Health

https://csuchico.box.com/shared/static/mwkblxwco6efdnnsb6m69o9h7wlutqba.docx
https://csuchico.box.com/shared/static/mwkblxwco6efdnnsb6m69o9h7wlutqba.docx
https://www.csuchico.edu/cse/announcements/covid-19.shtml
https://www.csuchico.edu/coronavirus/
http://www.buttecounty.net/publichealth/Home/fbclid/IwAR3fSGcPIbTuP9oMALIinPe68ft2E_vscQm2hDlGwwyilvdXog7KZwY9vTw
https://www.cdc.gov/coronavirus/2019-ncov/index.html
https://www.cdph.ca.gov/
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G: Resources
Downloads

• Desk Stretches

• 10 Quick Exercises You Can Do at Your Desk

• Computer Ergonomics

• Cup & Ounce Equivalents

• Serving Sizes of Common Foods

• Emergency Contacts List Template

• Preparing Your Meeting Checklist

• Assessing Your Meeting Template

• COVID-19 Exposure: What Should I Do?

Links & References
• 2020-2025 Dietary Guidelines for Americans

• National Alliance for Nutrition and Activity Healthy  
Meeting Toolkit

• Water Recipes: Tangy I Sweet I Herbal I Tropical I  
Other Recipes

• Rethink Your Drink

• Berkeley Wellness Healthy Meetings

• O’Dolan, Catriona et al. “A randomised feasibility study to 
investigate the impact of education and the addition of 
prompts on the sedentary behaviour of office workers.” Pilot 
and feasibility studies vol. 4 33. 15 Jan. 2018, doi:10.1186/
s40814-017-0226-8

• Partnership For Food Safety Education

• Chico State Enterprises COVID-19 Information

• Chico State COVID-19 Information

• Butte County Department of Public Health

• Center for Disease Control and Prevention (CDC)

• California Department of Public Health

https://csuchico.box.com/shared/static/hwoj5dh1p38wb0lq6d9pltw2cffi7fps.pdf
https://csuchico.box.com/shared/static/fkjj6u4g16ypuf6yxw8ob5t45kt5avuu.pdf
https://csuchico.box.com/shared/static/kjvo7act0x4jftxd36xcaieiumnvfa7w.pdf
https://csuchico.box.com/shared/static/jsvtunv5lsr3s8h3tiezqnhljhc6wv95.pdf
https://csuchico.box.com/shared/static/7gilu9lime5h3bka8svfmwnt51315yj3.pdf
https://csuchico.box.com/shared/static/t06r5w2v8ca4k4al0pmc81yslq82sk60.docx
https://csuchico.box.com/shared/static/lzooyv5q00nci85vczp7jyk3zzyit28g.docx
https://csuchico.box.com/shared/static/mwkblxwco6efdnnsb6m69o9h7wlutqba.docx
https://csuchico.box.com/shared/static/60wysvesn99mmwoaz5e16i22ijtph9lx.pdfhttps://csuchico.box.com/shared/static/60wysvesn99mmwoaz5e16i22ijtph9lx.pdf
https://www.dietaryguidelines.gov/sites/default/files/2020-12/Dietary_Guidelines_for_Americans_2020-2025.pdf
https://cspinet.org/sites/default/files/attachment/Final Healthy Meeting Toolkit.pdf
https://cspinet.org/sites/default/files/attachment/Final Healthy Meeting Toolkit.pdf
https://www.cdph.ca.gov/Programs/CCDPHP/DCDIC/NEOPB/CDPH Document Library/Tangy.pdf
https://www.cdph.ca.gov/Programs/CCDPHP/DCDIC/NEOPB/CDPH Document Library/Sweet.pdf
https://www.cdph.ca.gov/Programs/CCDPHP/DCDIC/NEOPB/CDPH Document Library/Herbal.pdf
https://www.cdph.ca.gov/Programs/CCDPHP/DCDIC/NEOPB/CDPH Document Library/Tropical.pdf
https://www.cdph.ca.gov/Programs/CCDPHP/DCDIC/NEOPB/CDPH Document Library/PPPDS_RYD_WaterRecipe-Eng.pdf
https://www.cdph.ca.gov/Programs/CCDPHP/DCDIC/NEOPB/Pages/RethinkYourDrink.aspx
https://uhs.berkeley.edu/sites/default/files/wellness-healthymeetings.pdf
https://pubmed.ncbi.nlm.nih.gov/29372071/
https://pubmed.ncbi.nlm.nih.gov/29372071/
https://pubmed.ncbi.nlm.nih.gov/29372071/
https://pubmed.ncbi.nlm.nih.gov/29372071/
https://pubmed.ncbi.nlm.nih.gov/29372071/
http://www.fightbac.org/safe-food-handling
https://www.csuchico.edu/cse/announcements/covid-19.shtml
https://www.csuchico.edu/coronavirus/
http://www.buttecounty.net/publichealth/Home/fbclid/IwAR3fSGcPIbTuP9oMALIinPe68ft2E_vscQm2hDlGwwyilvdXog7KZwY9vTw
https://www.cdc.gov/coronavirus/2019-ncov/index.html
https://www.cdph.ca.gov/

