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Chapter 1: Welcome
Welcome! We are delighted that you have picked up our Implementation Guide for Employee Well-Being Centers and Carts. Whether you are looking to learn a little more about this practice, how to implement it, or how to support Veterans, you've come to the right place. This implementation guide is intended for stakeholders whose purpose is to improve employee well-being within their facility and leading implementation at your facility. Some primary stakeholders include Whole Health, Employee Whole Health, Center for Development and Civic Engagement (CDCE), Employee Experience Office, Chief Wellness Officer, etc. 
The goals of this implementation guide are to provide:
Background Information on Employee Well-Being Center and Carts;
Instructions for how to implement this practice at your facility; and
Tools for fostering interdisciplinary collaboration within facilities.
What is Employee Well-Being Centers and Carts?
Employers are recognizing that sincere and action-oriented efforts must be made to have a healthy, productive work force and to improve patient outcomes. Employee Well-Being Centers and Carts afford a unique and sustainable way to customize well-being interventions based on employee feedback and space available. 
They offer a Whole Health approach to self-care and utilize methods from the Circle of Health. There is a direct link between enhancing employees’ abilities to provide the “best patient centered care” to our Veterans and operating as a High Reliability Organization (HRO). Ultimately, healthy employees lead to elevated patient care outcomes. An innovative environment driven towards HRO is shown to promote idea sharing, collaboration, feedback, and support process improvement. It also allows for there to be leadership support and tools for employees to implement their ideas. It is imperative that innovations can be monitored, evaluated, and measured to ensure achievement of objectives. 
Innovations like the Employee Well-Being Centers and Carts are essential to support all employees, Veterans, and organizational excellence. 
How Does This Practice Work?
Employee Well-Being Centers are rooms that offer reduced and ambient lighting, massage chairs, aromatherapy diffusers, and other resources to help reduce stress and burnout among staff. The Well-Being Carts offer mobile resources that can be moved around the facility and utilized by employees who would not otherwise be able to access the Centers.  It aligns with nationwide Employee Whole Health efforts targeting employee wellbeing, resilience and burnout prevention, and HRO initiatives targeting resilience. 
Employee Well-Being Centers and Carts Origin
[bookmark: Chapter2]The COVID-19 Pandemic brought about unprecedented and exacerbated levels of stress and anxiety within the healthcare industry workforce. Employers are looking for ways to address the rapidly increasing rates of burnout and mental health concerns while introducing positive ways to influence employee wellness.[image: Wreath outline]
The Employee Well-Being Centers and Carts practice is 1 of 11 Promising Practices to emerge from the eighth VHA Shark Tank Competition, selected from a total of 286 practice submissions.

The World Health Organization defines “three dimensions of burnout as feelings of energy depletion or exhaustion, increased mental distance from your work and reduced professional efficacy.” Ultimately this can affect the quality and safety of patient care.
The Employee Well-Being Centers and Carts were initially created to provide a level of support to members redeployed as part of COVID-19 efforts in Orlando with a goal to promote employee self-care techniques, mitigate stress, and build resiliency. 

Chapter 2: Organizational Readiness
An Organizational Readiness Assessment can be employed to ensure maximum success in implementing Employee Well-Being Centers and Carts.  This assessment takes stock of your site’s existing processes, which is a key step in preparing for the assimilation of a new intervention into your facility’s culture and work systems. One way of approaching this is through the Consolidated Framework for Implementation Research (CFIR), which is an implementation science model that offers several considerations to prepare your organization for a successful implementation. While any number of the CFIR considerations may be useful, we recommend focusing on evaluating your facility’s barriers and facilitators, and developing a plan to proceed by following these seven considerations:
Seven considerations when evaluating barriers and facilitators
[image: ]
Refer to the attachments section for an embedded worksheet to assist your team in conducting this assessment. This exercise could shed valuable light on the existing work systems within your facility by identifying and planning for potential barriers, as well as understanding ways to leverage facilitators. Each consideration will allow you and your team to increase the likelihood of a successful implementation!


Chapter 3: Implementation Roadmap
Typically, it can take around six months to implement Employee Well-Being Centers and Carts once things are underway. In our experience, the main cause of delays is working with Logistics and various stakeholders to secure space and order the equipment necessary. Ensuring your funding sources ahead of time will make the process go much more smoothly, however. 
Figure 2 provides a high-level roadmap for implementation.
Implementation Overview for Employee Well-Being Centers and Carts
	 Phase One: Design Phase
(Months 0 - 2)

	[bookmark: _Hlk144129546]Step Zero: Ensure Facility Leadership Support and Secure Funds 


	
	Step One: Identify Process Owner, Stakeholders and Service Line Champions


	
	Step Two: Set Project Scope and Charter

	
	Step Three: Engage All Relevant Stakeholders

	Phase Two: Planning Phase
(Months 2-5)

	Step Four: Determine Administrative Needs 

	
	Step Five: Determine Practice Logistics 

	
	Step Six: Order Supplies

	
	Step Seven: Receive Supplies/Establish Equipment Inventory List

	
	Step Eight: Gather and Store Supplies and Materials

	
	Step Nine: Recruit Volunteers

	
	Step Ten: Assemble and Stock Carts and Rooms

	
	Step Eleven: Train Volunteers and Staff

	
	Step Twelve: Establish Plan to Deploy Carts

	
	Step Thirteen: Develop a Plan for Metrics 

	Phase Three: Implementation Phase
(Months 6-7)
	Step Fourteen: Practice Soft Launch

	
	Step Fifteen: Go Live

	
	Step Sixteen: Gather Feedback

	
	Step Seventeen: Incorporate Feedback

	Phase Four: Post-Implementation Phase
(Months 6-9)
	Step Eighteen: Collect and Interpret Data/Continue Incorporating Feedback

	
	Step Nineteen: Share Success and Celebrate!





Chapter 4: Implementation Phases
Phase One: Design Phase
Step Zero: Request and Ensure Facility Leadership Approval and Support
[bookmark: _Hlk144129656]If possible, meet with facility leadership first to guarantee, to the best of your ability, that you have their support and approval. This can and should include identifying a funding source for the practice and requesting/securing those funds. Due to varying budget structures, this may need to be accomplished in the prior fiscal year. 
Step One: Identify Process Owner, Stakeholders, and Champions (Service Line)
Identify the practice champion as the person(s) who will continue and maintain the practice once it has been fully implemented. In the case of the VA Sierra Nevada Health Care System, the practice champion is the Employee Whole Health Coordinator.
Step Two: Set Project Scope and Charter
This step is not required, but many facilities have found that creating a project charter helps to guide the implementation of the practice. This step is especially helpful if you are experiencing any barriers or pushback from leadership or other important stakeholders.
As with many practices that continue their growth through the Diffusion of Excellence, Employee Well-Being Centers and Carts can be modified to fit the needs of your medical center. Certain aspects of the practice are flexible and thus your team should discuss with the Interdisciplinary Team and then document them in the Project Charter. For example, the following bullets highlight some of the flexible components of the practice:
· If your facility wants to encourage supervisors to use the rooms or carts to celebrate team accomplishments, like top scores on the AES, or special recognition weeks such as National Nurses Week or Whole Health Week, they can be scheduled to acknowledge and build team morale. 
· If your facility wants to customize the rooms and carts based on feedback from the surveys of those who use the room. There might be requests for additional VR headsets, aromatherapy bead bracelets, tabletop photobiomodulation units or even a change or extension of hours. It’s a great way to let employees know their ideas are being heard and acted on. 
· If your facility wants to identify areas or sites where the staff may be unable to go to a room due its location and create the opportunity for those sites to have own resources, either a room, or a cart. Some examples are the Community Living Center staff, Inpatient Mental Health, Nursing Float Pool, Emergency room staff, EMS, or any other service or team that would have difficulty accessing the main Well Being center due to location or schedule. 
· Another way the rooms or carts can be used is to provide Whole Health offerings and classes inside the rooms, rotate special resources during the year that are tied to holidays, special events, or introduce new equipment and tools for self-care. 
The Project Charter will serve as a guide for implementing this practice and will include: 
General project description
Scope of implementing this practice (e.g., which units to involve)
Problem/opportunity statement to be addressed by implementing the practice
Facility goals for implementation
Facility timeline for implementation
Resources your facility will need to obtain
Team members and leadership who will support implementation (see Step 1), and their respective time commitments 


Step Three: Engage all Relevant Stakeholders
Implementation of this practice requires actions from Employee Whole Health, Logistics, Facilities Management Service, and CDCE. Refer to the following table for a list of the commonly involved stakeholder groups. When you initially engage these groups for implementation at your site, consider how you can best communicate with them to get the response you need. 
Table 1. Implementation Overview for Employee Well-Being Centers and Carts
	Stakeholder Group
(From whom do I need help?)
	Dependencies
(What do I need from them?)

	Employee Whole Health
	Ownership

	Logistics
	Purchase supplies and items

	Facility Manage Service
	Upgrades/repairs to rooms

	Planning
	Space for storage/rooms

	Fiscal
	Funding

	Infection Prevention
	Guidance/Consultation

	Center for Development and Civic Engagement
	Room staffing



Remember: Your facility might have additional stakeholders that you need to engage, so be sure to tailor this list to fit your facility needs!
Once you’ve determined the stakeholder groups and individuals to engage, you may want to host a meeting with your team members to present the Project Charter and provide background on the Practice and what the implementation process will look like. 
After meeting with team members and working with them to refine the Project Charter, meet with your facility’s leadership and present the final Project Charter to obtain their buy-in and approval. Leadership may also be able to provide information and support around addressing potential challenges and obtaining resources. We have provided links to materials to assist you with engaging stakeholders below. Feel free to tailor the materials to be specific to your facility.
Remember: It is important to maintain regular stakeholder engagement during this phase, so we recommend monthly updates to less-involved stakeholders. During your first meeting with them, ask them how they would like to stay engaged in this process (email, in-person, etc.).
Phase Two: Planning Phase
Step Four: Determine Administrative Needs
Sit down, ideally with at least some of your stakeholders, and make a list of what you need to discuss and plan. This is not the time to start making decisions, just to plan for everything that your team needs to accomplish. This can include, but is not limited to the following: 
· Standard Operating Procedures (SOPs)
· Position Descriptions (PDs)
· Material Safety Data Sheet (MSDS)
· Room/cart reservation process
· Room management
· Storage space for pre-positioning supplies and carts
· Union approval
· Procurement approval
· Communications/PR plan
Step Five: Determine Practice Logistics
In the previous step, you made a list of all required decisions and planning. In this step, it is time to sort out the details of those items. Building on what was on your list, this can include deciding exactly which supplies to order, where the space will be, etc.
Step Seven: Order Supplies and Materials
Once you have a list of what supplies and materials your site requires for the rooms and carts, work with Logistics to place the orders. 
Important Items to Consider:
· Not all purchases will need to be done through Logistics. It depends where the funds are coming from and if that service/program has their own purchase card holder. If they do, work closely with them to complete your requests.
· If working with Logistics, meet to be sure you understand what their process is for purchase requests. This process may be different site to site. Many sites have requests entered via LEAF, Sharepoint, or Vista as a 2237. If possible, request the same purchaser be assigned to all the purchases you need completed for continuity.
· Any purchases greater than $10,000 will need to go to contracting. Before using just one vendor, ensure you search around for best pricing and do multiple requests if needed to be able to acquire all items. Do not try to do “split purchases” to get away from the contracting threshold.
Step Eight: Receive Supplies/Establish EIL 
Once you have received the supplies, you need to determine if they need to go on an Equipment Inventory List (EIL). The EIL is a database for used to manage items that are valued over $300 or considered sensitive (e.g.: high risk of theft). The facility Logistics Equipment Team owns this process. Each service ward has a designated EIL number, custodial officer and designee who manage this inventory. Below are some helpful questions and resources for working with EILs. 
Does it need to go on an EIL? Yes, if: 
· If it is >$300 or sensitive
· Considered non-expendable with a life cycle of over 2 years
· It is not considered a medical supply
· It is a desirable item that can easily be taken
Lessons Learned: 
· Medical equipment needs cleared by Biomed prior to Logistics
· Place EIL tag on location that is visible and accessible
· Place an EIL tag on the equipment
· If an EIL tag is placed on the box, do not dispose of the box without ensuring the equipment is tagged  
If an EIL needs set up:
· Contact your Logistics Equipment Team
· Identify your Custodial Officer and Designee
· Identify annual trainings to complete (FLG 017)
Step Nine: Gather and Store Supplies and Materials 
It is safe to assume that not all the supplies and materials for the rooms and carts will arrive at the same time, let alone within your planned timeline. As they come in, create a centralized storage place to put them while you are waiting to assemble and stock the rooms and carts. If possible, organize the items by whether they will be going in a room or a cart to make things simpler. 
Step Ten: Assemble and Stock Carts and Rooms
Once the items have been delivered and the rooms and carts are ready, begin the assembly process. Try out different configurations to see what looks and works best.
Step Eleven: Establish Plan to Deploy Carts
One of the main perks of the carts is that they are mobile and can reach employee populations that might not be able to access the rooms. This also means that there must be a plan in place in order to deploy them in an orderly manner. Details to consider are where the carts are going to go, how they are going to get there, how long they are going to be there for, who is going to move them there, and who is going to maintain them while they’re there. 
Step Twelve: Develop a Collection Plan for Monitoring Feedback Metrics
Potential Monitoring and Feedback Metrics
Implementation can be assessed through both process measures and outcome measures. We recommend using process measures to assess how the implementation is going for your team. We also recommend the use of outcome measures to assess the success of the program from the Employee perspective.
Ideas for process measures:
· 70% of open room slots utilized over three months
· Carts used 60% of scheduled workdays over three months
· Items utilized/rate of reorder for supplies over each quarter
· Employee Whole Health Wellbeing LEAF system- use for monthly reporting of usage, can be used to run reports of trends over time
Ideas for outcome measures:
· Our team recommends using the Employee Whole Health Evaluation Toolkit (see attachments) to obtain outcome measures related to employee wellbeing. This maintains consistency with other Employee Whole Health offerings at your site and throughout the nation.
· All Employee Survey Results by workgroup/location when implementing a location specific cart or center yearly
· MS Forms for user qualitative feedback using a standard template to all users monthly
Phase Three: Implementation Phase
Step Fourteen: Practice Soft Launch
Before officially launching the Employee Well-Being Centers and Carts, running a pilot is recommended. Invite a small group of people to use the rooms and/or carts. Make sure that everything is properly set up and stocked. Volunteers or staff who will be working the rooms and carts must understand their roles and procedures.
Step Fifteen: Go Live!
It is finally time to make this practice live! A small celebration is not necessary to officially kick off the opening of the rooms and carts but it can be a fun way to engage with people and introduce them to the resources now at their disposal. 
Step Sixteen: Gather Feedback
After the room(s) and/or cart(s) are live and in active use, gather feedback from your stakeholders. This should not only include the people using the rooms and carts but also the staff or volunteers who are overseeing them and facility leadership. It could be helpful to hear how people find the reservation process, if the rooms and carts are stocked with the appropriate items, if they are being maintained well, etc. 
Step Seventeen: Incorporate Feedback/Make Adjustments
As an Employee-facing solution, it is important that the voice of the customer is present. Employees should be given opportunities to provide their feedback and any changes made as a result of that feedback should be communicated back to the customer. Do your best to make any adjustments to the process that aid in efficiency or user experience and are within reason. The implementation of this practice is an iterative process and will continue to develop and change as time goes on and people’s needs change. 
Phase Four: Post-Implementation Phase
Step Eighteen: Collect and Interpret Data/Continue Incorporating Feedback
Employee wellbeing is a unique area of intervention. Much of your data will be qualitative and we recommend you present it in a word cloud or narrative fashion—employees will have a meaningful connection with the employee well-being centers and carts and it is important for stakeholders and leadership to connect with the impact your project has made on the facility. 
The use of a Microsoft Forms for feedback allows your team to incorporate general questions about the room (the users’ likes, dislikes, scheduling needs/barriers, items preferred, etc.) in a quantitative way so that it can be collected and presented in a concise manner. It also allows for integration of the Employee Whole Health Evaluation Toolkit AES Whole Health Module Measure so that you can compare your users to the whole population within facilities. 
If your facility has not incorporated Employee Whole Health into your AES Survey yet, choose a measure that focuses on the areas you hope to target with this project at your site. Perhaps choosing the AES Whole Health Module Measure, Perceived Wellness Culture and Environment Support Scale, Quality of Life, or a provided Stress or Resilience scale would make the most sense.
The use of any of these measures will allow your team to present a diverse representation of the those people within the system that are seeking wellness offerings and will support future wellbeing initiatives by showing current gaps and successes. 
Step Nineteen: Share Success with Stakeholders and Celebrate!
Be sure to share your success with leadership and other stakeholders to gain their continued support.  
The celebration is of course an optional step, but after successfully implementing Employee Well-Being Centers and Carts at your facility, you and your team deserve some recognition and celebration! Regardless of the format you choose, it is important to celebrate the hard work put forth and the outcomes accomplished, because this practice directly enhances the experience of the Veterans that visit your facility.

Chapter 5: Resources
Questions?
Do you have questions or need advice about implementing Employee Well-Being Centers and Carts at your facility?
Check out the Employee Well-Being Centers and Carts Diffusion Marketplace page and our SharePoint site!
· Marketplace: Link
Or contact:
· VHAORLBeWell@va.gov 
Acronym Key
	Acronym
	Definition

	 SOP
	 Standard Operating Procedure

	 PD
	 Position Description

	 IEL
	 Equipment Inventory List

	 MSDS
	 Material Safety Data Sheet

	 EWH
	 Employee Whole Health 

	 WH
	 Whole Health 

	 AES
	 All Employee Survey 

	 WBCs & C
	 Well-being Centers & Carts

	 CDCE
	 Center for Development & Civic Engagement



Attachments
	Document
	File

	 Employee Well-Being Centers and Carts One-Pager
	
 

	 Organizational Readiness Survey
	
[bookmark: _MON_1762586279] 

	 Project Charter 1	
	
[bookmark: _MON_1762586310] 

	 Project Charter 2
	
[bookmark: _MON_1762586336] 

	 Employee Whole Health Evaluation Toolkit
	


	SOP Template
	


	Core Resources
	


	Feedback Form
	

      

	Toolkit PowerPoint
	


	Lessons Learned
	


	Marketing Examples
	


	Optional Resources
	


	Bookings Flyer Example
	


	Volunteer Position Description
	


	VA Appropriated Funds Guidance
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How it Works

Employee Well-Being Centers are rooms that offer reduced lighting, massage chairs, aromatherapy diffusers, and other resources to help reduce stress and burnout among staff. The Well-Being Carts offer mobile resources that can be moved around the facility and utilized by employees who would not otherwise be able to access the Centers.  



Employee Well-Being

Center and Carts

Impact



What is Employee Well-Being Center and Carts?

The Employee Well-Being Center and Carts offer a Whole Health approach to self-care and utilize methods from the Circle of Health. There is a direct link between enhancing employees abilities to provide the “best patient centered care” to our Veterans and operating as a High Reliability Organization (HRO). Ultimately, healthy employees lead to better patient care outcomes. To learn more about Employee Well-Being Center and Carts, visit their Marketplace Page.

Implementation Resources

Funds to purchase the necessary equipment and supplies

Room space and storage space for the carts 

Volunteers to service the rooms and carts







Origin

Adelina Sowell, Ashley Rush, Cristina Mercado Acevedo

Orlando, VA Medical Center, 2020







8 Adoption Sites

7 Sites In-Progress

Sites

Users

4.76/5.0 for Experience

4.70 for User Return Rate

103 Responses
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Organizational Readiness Survey.docx
Organizational Readiness Assessment 

Prior to implementation, we suggest assessing your organization’s readiness to implement this Promising Practice. To do so, you may consider the Consolidated Framework for Implementation Research (CFIR), which is an implementation science model that offers several considerations, formally called constructs, to prepare your organization for a successful implementation. For more information on the CFIR model, you can visit: https://cfirguide.org. While any number of the CFIR considerations may be useful, we recommend using the following seven considerations:



Networks and Communications: The nature and quality of webs of social networks and the nature and quality of formal and informal communications within an organization.

Culture: Norms, values, and basic assumptions of a given organization.

Tension for Change: The degree to which stakeholders perceive the current situation as intolerable or needing change.

Relative Priority: Individuals’ shared perception of the importance of the implementation within the organization.

Learning Climate: A climate in which: a) leaders express their own fallibility and need for team members’ assistance and input; b) team members feel that they are essential, valued, and knowledgeable partners in the change process; c) individuals feel psychologically safe to try new methods; and d) there is sufficient time and space for reflective thinking and evaluation.

Leadership Engagement: Commitment, involvement, and accountability of leaders and managers with the implementation.

Available Resources: The level of resources dedicated for implementation and on-going operations, including finances, training, education, physical space, and time.



To assess readiness, evaluate the barriers and facilitators associated with the seven considerations above using the table on the next page.











		[bookmark: _Hlk111232120]

		Questions to Consider

		Barriers

		Facilitators



		Network and Communications



		[image: ]

		What are working relationships like:

Between colleagues?

With leaders?

With influential stakeholders?

Do teams meet formally or informally?

Are staff meetings held regularly? 

How do you typically find out about new information in your unit? In your facility?

When you need to get something done or solve a problem, who are the “go-to” people?



		

		



		Culture



		[image: ]

		How would you describe the culture of your organization? Of your unit? 

How do you think your organization’s culture will affect the implementation of this project?

To what extent are new ideas embraced and used to make improvements in your unit?



		

		



		Tension for Change



		[image: ]

		Is there a strong need for this project?

How essential is this to meet the needs of your patients? 

How do people feel about current programs/practices/processes that are available? 







		

		



		Relative Priority



		[image: ]

		What kinds of high-priority initiatives are already happening in your organization/unit? 

What initiatives have or appear to have the highest priority for your organization/unit?

To what extent might this project take a backseat to other current high-priority initiatives?

How will you and your colleagues juggle competing priorities in your own work? 



		

		



		Learning Climate



		[image: ]

		If you saw a problem in your unit, what would you do?

To what extent do you feel like you can try new things to improve your work processes?



		

		



		Leadership Engagement



		[image: ]

		What level of endorsement or support have you seen or heard from leaders?

What level of involvement has leadership at your organization had so far with this process?

What kind of support or actions can you expect from leaders in your organization to make this initiative successful?



		

		



		Available Resources



		[image: ]

		Do you expect to have sufficient resources to implement?

How do you expect to procure necessary resources?
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Project Charter 1.docx
		PROMISING PRACTICE TITLE



		General Project Information 



		Facility Champion

		Person who will engage other clinical pharmacists as the leader of practice implementation, coordination, tracking of cases, maintenance, and evaluation of the practice.



		Project Scope

		Define what is included and what is not included in the project. List what the project will and will not address.



		[bookmark: _Hlk487207376]Problem/Opportunity Statement

What problem will you solve, or what is the opportunity for improvement? Quantify the size of the problem or opportunity if you can.




		Resources 

What resources are required for this project? What resources does your facility need?



		Goal Statement 

How will your facility benefit as a result of participating in this project, and when? Specify the targeted improvement that is desired by stating a SMART goal (goal that is specific, measurable, achievable, results-focused, and time-bound).

		Timeline 

How and when are you going to get this project done? Highlight the project's key activities and milestones in your timeline.





		Team Members 

Who will actively participate on this project team and what is each participant's time commitment?

		Leadership

Who do you need to obtain buy-in from to support your project (i.e. leadership, housekeepers, medical media, etc.)?









[Facility Name] Project ChartER

			1
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Project Charter 2.docx
[FACILITY NAME] Project Charter

Project Name: 

Project Team Facilitator: 

		Date Chartered

		Start Date

		Target Completion Date:



		

		

		



		Project Team

		Phone:

		Title



		

		

		



		

		

		



		

		

		



		Process Owners

		Phone

		Title



		

		

		



		

		

		



		Quadrad Sponsor

		Phone

		Title



		

		

		



		Meeting Dates

		Times

		Place



		

		

		



		Background 



		



		AIM Statement



		What? 

For whom? 

By when? 

How Much? 



		Project Scope



		In Scope: 

Out of Scope: 



		Deliverables
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Employee Whole Health Evaluation Toolkit

Version 2.0 – Updated March 2021

We have compiled a series of measures and scales for use in your evaluation efforts around Employee Whole Health (EWH). They cover a broad range of topics including employee resiliency and stress, general health status and quality of life, organizational climate and culture, as well as select measures to assess interventions and/or offerings for each area of the Circle of Health. In addition to whatever other measures you might choose, we recommend that you assess changes in employee resiliency and stress for each initiative you evaluate. We have also included a sample satisfaction survey to gather feedback on your EWH efforts as a whole or on select offerings. We hope you find this toolkit useful! 

Recommended Measures for Each EWH Evaluation: Resiliency and Stress

1. [bookmark: _Hlk60217689]6-Item Brief Resilience Scale (BRS)

The questions on the 6-item Brief Resilience Scale (BRS) include:

1. [bookmark: _Hlk45026628]I tend to bounce back quickly after hard times.

2. I have a hard time making it through stressful events.

3. It does not take me long to recover from a stressful event.

4. It is hard for me to snap back when something bad happens.

5. I usually come through difficult times with little trouble.

6. I tend to take a long time to get over set-backs in my life.



Possible responses range from:

[bookmark: _Hlk45026680]1 - Strongly disagree

2 - Disagree

3 - Neutral

4 - Agree

5 - Strongly agree



*Items 2, 4 and 6 are reverse scored.



The possible score range on the BRS is from 1 (low resilience) to 5 (high resilience). In a study with 844 participants, a mix of healthy people and people suffering from diseases, Smith and colleagues found an average score of 3.70 (Smith et al., 2013, p.177).

According to the authors of the BRS, scores can be interpreted as follows (Smith et al., 2013, p.177):

		BRS score

		Interpretation



		1.00-2.99

		Low resilience



		3.00-4.30

		Normal resilience



		4.31-5.00

		High resilience







Smith, B.W., Dalen, J., Wiggins, K., Tooley, E., Christopher, P. and Bernard, J. (2008). The Brief Resilience Scale: Assessing the Ability to Bounce Back. International Journal of Behavioral Medicine,15, 194-200.



Smith, B.W., Epstein, E.E., Oritz, J.A., Christopher, P.K., & Tooley, E.M. (2013). The Foundations of Resilience: What are the critical resources for bouncing back from stress? In Prince-Embury, S. & Saklofske, D.H. (Eds.), Resilience in children, adolescents, and adults: Translating research into practice, The Springer series on human exceptionality (pp. 167-187). New York, NY: Springer.



2. 4-Item Brief Resilient Coping Scale (BRCS)

The questions on the 4-item Brief Resilient Coping Scale include:

1. I look for creative ways to alter difficult situations.

2. Regardless of what happens to me, I believe I can control my reaction to it.

3. I believe that I can grow in positive ways by dealing with difficult situations.

4. I actively look for ways to replace the losses I encounter in life.



Possible responses range from:

0 - Does not describe me at all 

1 - Does not describe me 

2 - Neutral 

3 - Describes me 

4 - Describes me very well



This is a very simple scale item in which the scores of the 4 Likert items are summed.

The possible score range on the BRCS is from 4 (low resilience) to 20 (high resilience). According to the authors of the BRCS, scores can be interpreted as follows:

		BRCS score

		Interpretation



		4-13

		Low resilient copers



		14-16

		Medium resilient copers



		17-20

		High resilient copers







Sinclair, V. G., & Wallston, K.A. (2004). The development and psychometric evaluation of the Brief Resilient Coping Scale. Assessment, 11 (1), 94-101

3. 4-Item Perceived Stress Scale (PSS 4)

The 4-item scale is comprised of four of the original ten items from the Perceived Stress Scale. 

Total points possible range from 0-16; Higher scores are correlated to more stress.



The questions on the 4-item Perceived Stress Scale include:

1. In the last month, how often have you felt that you were unable to control the important things in your life?

2. In the last month, how often have you felt confident about your ability to handle your personal problems?

3. In the last month, how often have you felt that things were going your way?

4. In the last month, how often have you felt difficulties were piling up so high that you could not overcome them?



Scoring for the Perceived Stress Scale 4:

Questions 1 and 4 	Questions 2 and 3

0 = Never 		4 = Never

1 = Almost Never 	3 = Almost Never

2 = Sometimes 		2 = Sometimes

3 = Fairly Often                1 = Fairly Often

4 = Very Often 		0 = Very Often



Vallejo et al. (2018) found that the mean score for the PSS-4 was 5.43 with a SD of 2.96. For more information on norm values see their full publication at https://www.frontiersin.org/articles/10.3389/fpsyg.2018.00037/full.



Cohen, S., Kamarck, T., & Mermelstein, R. (1983). A global measure of perceived stress. Journal of Health and Social Behavior, 24, 385-396.



Optional Measures to Use as Needed

Outcomes

This section includes measures if you are interested in learning about potential outcomes that may result due to the various EWH programs and/or activities employees participate in. You would assess these measures at the individual level and it would be best to do both a pre- and post-assessment in order to assess changes over time. Measures included in this section include general health status, two measures related to quality of life, and then a series of proposed measures to use when conducting programming around the Circle of Health. These are suggested measures only; it is important when considering how to evaluate EWH offerings, that you tailor the questions you ask. 

4. General Health Status

In general, would you say that your health is?

Excellent / Very good / Good /Fair / Poor / Don’t know



5. Quality of Life

Now thinking about your physical health, which includes physical illness and injury, for how many days during the past 30 days was your physical health not good?

____ Number of days (0-30 days)



Now thinking about your mental health, which includes stress, depression, and problems with emotions, for how many days during the past 30 days was your mental health not good?

____ Number of days (0-30 days)



These items are from the Center for Disease Control and Prevention’s Behavioral Risk Factor Surveillance System (BRFSS). The BRFSS is the nation’s premier system of health-related telephone surveys that collect state data about U.S. residents regarding their health-related risk behaviors, chronic health conditions, and use of preventive services.

https://www.cdc.gov/brfss/questionnaires/pdf-ques/2019-BRFSS-Questionnaire-508.pdf



Select Measures for Interventions/Offerings Around the Circle of Health

6. Moving the Body

Physical Inactivity 

During the past month, other than your regular job, did you participate in any physical activities or exercises such as running, calisthenics, golf, gardening, or walking for exercise?

____ Yes

____ No

____ Don’t Know/Not sure



When you are at work, which of the following best describes what you do? Would you say:
____ Mostly sitting or standing 

____ Mostly walking 
____ Mostly heavy labor or physically demanding work 
____ Don’t Know/Not sure



Physical Activity (Total Amount)

Consider any high intensity activity that you do either at work or in your leisure time. In a typical week, how many days do you get at least 20 minutes of high intensity physical activity? You may count any high intensity activity that you do that lasts at least 10 minutes at a time. (High intensity activities are activities that increase your heart rate, make you sweat, and may make you feel out of breath. Examples include jogging, running, fast cycling, aerobics classes, etc.).

____ Number of days (0-7 days)



Consider any moderate intensity activity that you do either at work or in your leisure time. In a typical week, how many days do you get at least 30 minutes of moderate intensity physical activity? You may count any moderate intensity activity that you do that lasts at least 10 minutes at a time. (Moderate intensity activities are activities that require more effort than is needed to carry out typical everyday tasks. Examples include brisk walking, gardening, slow cycling, etc.).

____ Number of days (0-7 days)



These items are from the Center for Disease Control and Prevention’s Behavioral Risk Factor Surveillance System (BRFSS). The BRFSS is the nation’s premier system of health-related telephone surveys that collect state data about U.S. residents regarding their health-related risk behaviors, chronic health conditions, and use of preventive services.

https://www.cdc.gov/brfss/questionnaires/pdf-ques/2019-BRFSS-Questionnaire-508.pdf ; 

https://www.cdc.gov/brfss/questionnaires/pdf-ques/2009brfss.pdf



7. Recharge

PROMIS® Short Form v 1.0 Sleep-Related Impairment – Short Form 4a

In the past 7 days…

1. I had a hard time getting things done because I was sleepy.

2. I had problems during the day because of poor sleep.

3. I had a hard time concentrating because of poor sleep.

4. I was sleepy during the daytime.



Possible responses range from:

1 = Not at all

2 = A little bit

3 = Somewhat

4 = Quite a bit

5 = Very much



http://www.healthmeasures.net/images/PROMIS/manuals/PROMIS_Sleep-Related_Impairment_Scoring_Manual.pdf





8. Power of the Mind

Mindfulness/Meditation/Yoga/Tai Chi/Qigong/Guided Imagery Practice – choose relevant practice



Do you currently practice [insert relevant practice] regularly?

____ Yes		____ No



If so, how long have you practiced?

____ I have recently started a [insert relevant practice] practice 
____ Less than 2 years
____ 2-5 years 
____ 5 or more years



How often do you practice [insert relevant practice]?

____ Every day 
____ 3-5 days per week
____ 1-2 days per week
____ Less than once per week



How long are your [insert relevant practice] practice sessions typically?

____ 15-30 minutes 
____ 31-60 minutes
____ 61-90 minutes
____ 90 or more minutes



These items were developed by Drs. David Mohr, PhD, and Tamara Schult, PhD, MPH, for use in a proposed research study. 



9. Food & Drink

Think of the foods that are a part of your normal diet. How many servings of fruits and vegetables do you eat in a normal day? One serving = ½ cup fresh, chopped, cooked or canned vegetables; 1 cup leafy greens; medium piece of fruit or ¾ cup juice.

____ Less than one serving

____ 1 serving

____ 2 servings

____ 3 servings

____ 4 servings

____ 5 or more servings



Assuming that you want to, how confident are you that you could do each of the following starting this week and continuing for at least 1 month? 



How confident are you that you could… 

1. Eat a healthy snack, like a fruit or a vegetable, when you’re really hungry? 

2. Eat healthy foods, like fruits or vegetables, when you are tired? 

3. Eat healthy foods, like fruits or vegetables, when there are junk foods in your house like chips, cookies, or candy? 

4. Eat fruit instead of cake, cookies, candy, ice cream, or other sweets for dessert? 

5. Eat fruits and vegetables when your family and friends are eating junk foods like chips, cookies, or candy? 

6. Buy or bring fruits and vegetables to eat at work? 

7. Snack on fruits and vegetables rather than on junk foods while watching TV? 



Possible responses range from:

1 = Not confident at all

2 = Slightly confident

3 = Somewhat confident

4 = Fairly confident

5 = Very confident



Item from the Food Attitudes and Behaviors Survey.

(https://cancercontrol.cancer.gov/sites/default/files/2020-06/fab_main_annotated.pdf)



10. Spirit & Soul

Spirituality Index of Well-Being

1. There is not much I can do to help myself.

2. Often, there is no way I can complete what I have started.

3. I can’t begin to understand my problems. 

4. I am overwhelmed when I have personal difficulties and problems. 

5. I don’t know how to begin to solve my problems.

6. There is not much I can do to make a difference in my life.

7. I haven’t found my life’s purpose yet.

8. I don’t know who I am, where I came from, or where I am going.

9. I have a lack of purpose in my life.

10. In this world, I don’t know where I fit in.

11. I am far from understanding the meaning of life.

12. There is a great void in my life at this time.



Possible responses range from:

1 = Strongly agree

2 = Agree

3 = Neither agree nor disagree

4 = Disagree

5 = Strongly disagree



Daaleman TP, Frey BB. The spirituality index of well-being: a new instrument for health-related quality-of-life research. Ann Fam Med. 2004;2:499-503. http://www.annfammed.org/cgi/content/full/2/5/499/DC1



11.  Family, Friends & Co-Workers

Oslo Social Support Scale (OSSS-3)

The questions are as follows.

1. How many people are so close to you that you can count on them if you have great personal problems? 

____ None 
____ 1-2 people
____ 3-5 people
____ 5+ people



2. How much interest and concern do people show in what you do? 

____ None
____ Little interest and concern
____ Uncertain interest and concern
____ Some interest and concern

____ A lot of interest and concern



3. How easy is it to get practical help from neighbors if you should need it? 

____ Very difficult
____ Difficult
____ Possible
____ Easy

____ Very easy



Scoring: The total score is the sum of the values in each question. The first question ranges from 1 (None) to 4 (5+), while the other 2 questions range from 1-5 in the same way. The total scale ranges from 3-14 and is categorized as 3-8 = poor social support, 9-11 = moderate social support, and 12-14 = strong social support.



Kocalevent et al. Social support in the general population: standardization of the Oslo social support scale (OSSS-3). 

BMC Psychology. 2018;6:31. https://doi.org/10.1186/s40359-018-0249-9



UCLA 3-item Loneliness Scale 

This measure is adapted from the Revised 20-question UCLA Loneliness Scale.



The questions are as follows and the answer choices for all questions are hardly ever/some of the time/often. 



1. How often do you feel that you lack companionship? 

2. How often do you feel left out?

3. How often do you feel isolated from others?



Scoring: The total score is the sum of the answers to the questions. The questions are scored by, hardly ever= 1, some of the time = 2, and often = 3. The total score ranges from 3-9.



Hughes et al. A Short Scale for Measuring Loneliness in Large Surveys: Results from Two Population-Based Studies. Res Aging. 2004; 26(6): 655–672.



12.  Personal Development

These are items from annual All Employee Survey in VA.

1. I am given a real opportunity to improve my skills in my organization.

2. I feel encouraged to come up with new and better ways of doing things.

3. My work gives me a feeling of personal accomplishment.

4. I know what is expected of me on the job.

5. My workload is reasonable.

6. My talents are used well in the workplace.

7. I know how my work relates to the agency's goals.



Possible responses range from:

1= Strongly Disagree        

2= Disagree       

3= Neither agree nor disagree

4= Agree    

5= Strongly Agree



13.  Surroundings

Short Form Version of the Nature Relateness Scale (NR-6) 

Instructions: For each of the following, please rate the extent to which you agree with each statement, using the scale from 1 to 5 as shown below. Please respond as you really feel, rather than how you think “most people” feel.



8. My ideal vacation spot would be a remote, wilderness area. 

9. I always think about how my actions affect the environment. 

10. My connection to nature and the environment is a part of my spirituality. 

11. I take notice of wildlife wherever I am. 

12. My relationship to nature is an important part of who I am. 

13. I feel very connected to all living things and the earth.



Possible responses range from:

1= Disagree strongly        

2= Disagree a little

3= Neutral

4= Agree a little   

5= Agree strongly



Scoring Information: NR-6 score is calculated by averaging all 6 items.



Nisbet EK, Zelenski JM. The NR-6: a new brief measure of nature relatedness. Frontiers in Psychology. 2013;4:1-11. doi: 10.3389/fpsyg.2013.00813



Well-being

Well-being can be an important measure to assess for the work we do with EWH. According to the Centers for Disease Control and Prevention, well-being is a positive outcome that is meaningful for people and for many sectors of society, because it tells us that people perceive that their lives are going well. Including a measure of well-being can tell us about the following in the lives of our employees: the quality of their relationships, their positive emotions and resilience, the realization of their potential, or their overall satisfaction with life. Well-being generally includes global judgments of life satisfaction and is associated with other measures we care about such as job satisfaction and productivity; research shows that individuals with high levels of well-being are more productive at work, for example.

14.  Flourishing Index

Domain 1: Happiness and Life Satisfaction.

Overall, how satisfied are you with life as a whole these days? 

On a scale from 0-10, where 0 = Not Satisfied at all, 10 = Completely Satisfied



In general, how happy or unhappy do you usually feel?

On a scale from 0-10, where 0 = Extremely Unhappy, 10 = Extremely Happy



Domain 2: Mental and Physical Health.

In general, how would you rate your physical health? 

On a scale from 0-10, where 0 = Poor, 10 = Excellent



In general, how would you rate your overall mental health? 

On a scale from 0-10, where 0 = Poor, 10 = Excellent



Domain 3: Meaning and Purpose.

Overall, to what extent do you feel the things you do in your life are worthwhile? 

On a scale from 0-10, where 0 = Not at All Worthwhile, 10 = Completely Worthwhile



I understand my purpose in life.

On a scale from 0-10, where 0 = Strongly Disagree, 10 = Strongly Agree



Domain 4: Character and Virtue.

I always act to promote good in all circumstances, even in difficult and challenging situations. 

On a scale from 0-10, where 0 = Not True of Me, 10 = Completely True of Me



I am always able to give up some happiness now for greater happiness later.

On a scale from 0-10, where 0 = Not True of Me, 10 = Completely True of Me



Domain 5: Close Social Relationships.

I am content with my friendships and relationships. 

On a scale from 0-10, where 0 = Strongly Disagree, 10 = Strongly Agree



My relationships are as satisfying as I would want them to be. 

On a scale from 0-10, where 0 = Strongly Disagree, 10 = Strongly Agree



Domain 6: Financial and Material Stability

How often do you worry about being able to meet normal monthly living expenses?

On a scale from 0-10, where 0 = Worry All of the Time, 10 = Do Not Ever Worry 



How often do you worry about safety, food, or housing?

On a scale from 0-10, where 0 = Worry All of the Time, 10 = Do Not Ever Worry 



These 12 items have been used around the world to assess various domains of flourishing, or human well-being: Happiness and Life Satisfaction (Items 1-2), Mental and Physical Health (3-4), Meaning and Purpose (5-6), Character and Virtue (7-8), and Close Social Relationships (9-10). A sixth domain, Financial and Material Stability (11-12) may be necessary to sustain the other domains over time. The background and motivation for these items and the flourishing domains can be found in: VanderWeele, T.J. (2017). On the promotion of human flourishing. Proceedings of the National Academy of Sciences, U.S.A., 31:8148-8156.



Organizational Impact

Implementation of the Whole Health System of care in VA represents a large scale transformation effort. As such, methods and metrics for assessing the experience of cultural change at the are staff level are important. Here we’ve included two scales that can used to assess changes in perceived support for health and well-being at the organizational level. Use of these measures can help us assess whether or not the culture of VA is changing over time as a result of our efforts around EWH. We’ve also included the module items that have been included as part of the All Employee Survey in the past few years; you may wish to use these to learn more about your particular employee population and their personal use of Whole Health. 

15. [bookmark: _Hlk60217881] Perceived Wellness Culture and Environment Support Scale

1. I believe my medical center has a vested interest in my health and wellness.

2. I believe my medical center has a culture and environment that promotes health and wellness for its staff.

3. I believe the leaders at my medical center are actively engaged in promoting and role-modeling health and wellness.

4. I think health and wellness programs are readily available to me at my medical center.

5. I think that the communications received about wellness programs, activities, and services are clear.

6. I have found it easy to engage in health and wellness programs and activities at my medical center.

7. I am satisfied with the current wellness programs and services offered at my medical center.

8. My unit/service line/department regularly supports my participation in health and wellness activities and events.

9. I believe my medical center cares about my health and personal wellness.

10. I agree with this statement: “I have a substantially higher overall well-being because of my medical center.”



Possible responses range from:

1= Strongly Disagree

2= Disagree

3= Neither Agree Nor Disagree

4= Agree

5= Strongly Agree



This scale is copyrighted and cannot be used without permission from the authors. To obtain permission to use send an e-mail to Bernadette Mazurek Melnyk, PhD, APRN-CNP, FAANP, FNAP, FAAN (melnyk.15@osu.edu) and/or Rebecca Momany (momany.2@osu.edu).
 

Melnyk et al. Pyschometric properties of the Perceived Wellness Culture and Environment Support Scale. American Journal of Health Promotion. 2018; 32(4): 1021-1027.



16.  Multi-Faceted Organizational Health Climate Assessment

When the following items refer to ‘health and well-being’, this covers your physical, mental and emotional health, and their impact on your ability to work and enjoy life. Please rate the extent to which you agree or disagree with the following statements.

1. If my health were to decline, my coworkers would take steps to support my recovery.

2. In my workgroup, use of sick days for illness or mental health issues is supported and encouraged.

3. My supervisor sets performance norms that are in conflict with healthy behaviors.

4. My supervisor encourages participation in organizational programs that promote employee health and well-being.

5. My supervisor encourages healthy behaviors in my workgroup.

6. My organization is committed to employee health and well-being.

7. My organization provides me with opportunities and resources to be healthy.

8. When management learns that something about our work or the workplace is having a bad effect on employee health or well-being, then something is done about it.

9. My organization encourages me to speak up about issues and priorities regarding employee health and well-being.

Possible responses range from:

1= Strongly disagree

2= Disagree

3= Somewhat disagree

4= Neither agree nor disagree

5= Somewhat agree

6= Agree

7= Strongly agree



[bookmark: _Hlk59534466]Zweber, Z. M., Henning, R. A., & Magley, V. J. (2016). A practical scale for Multi-Faceted Organizational Health Climate Assessment. Journal of Occupational Health Psychology, 21(2), 250–259. https://doi.org/10.1037/a0039895



17.  AES Whole Health Module Measures

Used in 2018, 2019, 2020

1. During the past twelve months, in what ways have you been involved with your facility’s Whole Health (WH) approach to care? (Check all that apply)

a.  I am not familiar with Whole Health approach to care

b.  I have participated in training about Whole Health.

c.  I have discussed how to incorporate Whole Health approaches with my co-workers

d.  I have incorporated a Whole Health approach into my work with patients

e.  I have worked with patients to develop a Personal Health Plan (PHP)

f.  I have referred patients to a Whole Health service or approach (e.g., Whole Health peer led groups, coaching, well-being classes, or Complementary Integrative Health)

g.  I have participated in planning for implementation of Whole Health approaches 



New for 2021

2. How often you participated in employee whole health activities in VA during the last twelve months? 

1. Complementary and Integrative Health (e.g, meditation, yoga, tai chi, mindfulness, guided imagery)

____ Never  ____ 1-2 times  ____ 3-5 times  ____ 5+ times

2. Health coaching

____ Never  ____ 1-2 times  ____ 3-5 times  ____ 5+ times

3. Self-education classes (e.g., tobacco cessation, nutrition) 

____ Never  ____ 1-2 times  ____ 3-5 times  ____ 5+ times



3. Do you have sufficient time during your paid tour to participate in self-care activities?

____ Yes		____ No



Used in 2020

4. I have changed my personal health behaviors or self-care activities after learning about Whole Health 

____ Yes		____ No	____ Don’t know or not aware of Whole Health

5. As a result of personally using Whole Health approaches, I recommend them to patients more often. 

____ Yes		____ No	____ I do not personally use Whole Health ____ Not applicable



Customer Satisfaction

Finally, it is important that we assess customer satisfaction with EHW programs, offerings and activities periodically to ensure we are meeting the needs of our customers, the VA employees. Here you can choose to use all of the items below to assess satisfaction or choose a few that are most relevant to the work you are doing. 

18.  Participant Satisfaction Survey

		Domain 

		Sub-Topic

		Question

		Responses



		Use Overall – satisfaction with the employee whole health program/offering generally

		Overall Satisfaction

		Overall, how satisfied are you with the program/offering?

		5 = Very satisfied

4 = Satisfied

3 = Neither satisfied nor dissatisfied

2 = Dissatisfied

1 = Very dissatisfied



		

		Loyalty

		How likely are you to recommend the program/offering to co-workers and friends?

		5 = Very likely

4 = Likely

3 = Neither likely nor unlikely

2 = Unlikely

1 = Very unlikely



		Effectiveness – satisfaction with the employee whole health program’s/offering’s effectiveness in helping participant reach his or her goals

		Goal Setting

		How effective was the program/offering at helping you set goals for improving your health?

		5 = Very effective

4 = Effective

3 = Neither effective nor ineffective

2 = Ineffective

1 = Very ineffective



		

		Behavior Change

		How effective was the program/offering at helping you adopt healthier behaviors?

		5 = Very effective

4 = Effective

3 = Neither effective nor ineffective

2 = Ineffective

1 = Very ineffective



		

		Goal Achievement

		How effective was the program/offering at helping you achieve your goals?

		5 = Very effective

4 = Effective

3 = Neither effective nor ineffective

2 = Ineffective

1 = Very ineffective



		Scope – satisfaction with the scope of offerings

		Program Scope

		How satisfied are you with range of services and support offered by the program?

		5 = Very satisfied

4 = Satisfied

3 = Neither satisfied nor dissatisfied

2 = Dissatisfied

1 = Very dissatisfied



		Convenience – satisfaction with accessibility or convenience of program/offering

		Staff Accessibility

		How easy was it for you to reach the program/offering staff? 

		5 = Very easy

4 = Easy

3 = Neither easy nor hard

2 = Hard

1 = Very hard

0 = Does not apply to me



		

		Content Accessibility

		How easy was it for you to access program/offering materials?

		5 = Very easy

4 = Easy

3 = Neither easy nor hard

2 = Hard

1 = Very hard



		

		Event Participation

		If the program/offering included events (such as retreats, etc.) how easy was it for you to participate?

		5 = Very easy

4 = Easy

3 = Neither easy nor hard

2 = Hard

1 = Very hard

0 = No events



		

		Tools of Convenience

		If the program/offering included using tools (such as a food diary) or devices (such as an app or wearables), how easy was it for you to get the tools or devices?

		5 = Very easy

4 = Easy

3 = Neither easy nor hard

2 = Hard

1 = Very hard

0 = No tools or devices



		Communications – satisfaction with program communications

		Enrollment Communications

		How satisfied are you with information that was provided to you get started in the program/offering?

		5 = Very satisfied

4 = Satisfied

3 = Neither satisfied nor dissatisfied

2 = Dissatisfied

1 = Very dissatisfied



		

		Program/Offering Communications

		During the program/offering, how satisfied were you with the communication about your participation, such a program requirements and scheduling?

		5 = Very satisfied

4 = Satisfied

3 = Neither satisfied nor dissatisfied

2 = Dissatisfied

1 = Very dissatisfied

0 = Does not apply to me



		

		Content Relevance

		How satisfied are you that they educational materials that you received were appropriate to your needs?

		5 = Very satisfied

4 = Satisfied

3 = Neither satisfied nor dissatisfied

2 = Dissatisfied

1 = Very dissatisfied

0 = Does not apply to me



		

		Content Clarity

		How satisfied are you that the educational materials that you received were easy to read and understand?

		5 = Very satisfied

4 = Satisfied

3 = Neither satisfied nor dissatisfied

2 = Dissatisfied

1 = Very dissatisfied

0 = Does not apply to me



		Experience – satisfaction with the experience (e.g., web interface, print materials, customer service help)

		Customer Service

		How satisfied are you with the assistance and support you received from the program’s / offering’s staff?

		5 = Very satisfied

4 = Satisfied

3 = Neither satisfied nor dissatisfied

2 = Dissatisfied

1 = Very dissatisfied

0 = Does not apply to me



		

		Website

		If the program/offering uses a website for information or activities, how satisfied are you with the website?

		5 = Very satisfied

4 = Satisfied

3 = Neither satisfied nor dissatisfied

2 = Dissatisfied

1 = Very dissatisfied

0 = No website



		Cost – satisfaction with the level of personal investment required

		Time Investment

		How satisfied are you with the amount of time you spent participating in the program/offering?

		5 = Very satisfied

4 = Satisfied

3 = Neither satisfied nor dissatisfied

2a = Dissatisfied, too much time

2b = Dissatisfied, too little time

1a = Very dissatisfied, too much time

1b = Very dissatisfied, too little time



		Benefits – satisfaction with the program’s/ offering’s benefit to individual

		Behavior Change

		How satisfied are you with the behavior changes you made as a result of the program/ offering?

		5 = Very satisfied

4 = Satisfied

3 = Neither satisfied nor dissatisfied

2 = Dissatisfied

1 = Very dissatisfied

0 = Does not apply to me



		

		Health Improvement

		How satisfied are you with the program’s/ offering’s contribution to improving your overall health?

		5 = Very satisfied

4 = Satisfied

3 = Neither satisfied nor dissatisfied

2 = Dissatisfied

1 = Very dissatisfied





Adapted from the Health Enhancement Research Organization and Population Health Alliance’s 2015 Program Measurement and Evaluation Guide (https://hero-health.org/wp-content/uploads/2015/02/HERO-PHA-Metrics-Guide-FINAL.pdf). 

Updated: [enter date here]



Updated: [enter date here]
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1. PURPOSE AND AUTHORITY 


a. The purpose of this standard operating procedure (SOP) is to establish 
procedures for the Employee Well-Being Centers (EWBC) and Employee Whole Health 
Carts (EWBCT), with the primary responsibility of oversight under the Whole Health 
System (WHS) for operations.  The EWBC/EWBCT program is a collaborative 
partnership between Whole Health Services (WHS), and the Center for Development 
and Civic Engagement (CDCE).  


b. The EWHC/EWHCTs offer a Whole Health approach to self-care using methods 
from the Circle of Health and Wellness for VA employees and volunteers.  Almost every 
experience available in EWHCs can be duplicated on the EWCHTs for the staff as well 
as providing a unique immersive experience with Virtual Reality (VR) headsets.  In a 
post-COVID surge environment, the EWHC/EWHCTs impact employees on a personal 
and systemic level by:  


(1) Increasing Employee Whole Health (EWH) engagement. 


(2) Decreasing feelings of burnout. 


(3) Supporting well-being. 


(4) Increasing employee retention.  


(5) Promoting self-care. 


(6) Building resiliency.   


c. This SOP must be followed by all who are assigned to and assist with the 
operations of the EWHC/EWHCTs and EWHC/EWHCT users. 


d. There is no other governing document. 


 


2. PROCEDURES 
 


a.  EWBC Room set up 
 
(1) EWBC usage is scheduled in 30-minute increments.  Actual staff usage should 


be in 15 to 20-minute intervals.  The remaining time allows volunteers/assigned 
individuals to complete sanitation procedures. 


(2) Massage chairs should be in the upright position to ensure safe entry into a 
sitting position.  Ensure massage chair hand control is easily accessible and placed on 
the armrest of the chair and covered with plastic, secured with a tie to facilitate ease of 
sanitation.  Massage chairs should be plugged into an outlet before turning on and 
remain unplugged when not in use.  







 


3 


(3) Ensure lighting is adjusted to a dim and soft lighting setting. Lighting must remain 
on in a dimmed setting and is not permitted to be off.  Battery-operated tea lights and 
pillar candles are placed selectively throughout the space. 


(4) The amenities basket/or cart is supplied with items purchased by WHS based on 
budget decisions and any donations received. 


(5) Aromatherapy diffusers are placed throughout the room and essential oils are 
added as needed.  Cleaning protocols must be followed to ensure proper sanitation of 
the unit.  Essential oil scent shall be made available to staff in advance. 


(6) CDCE will recruit and train volunteers to staff the EWBC for four to eight-hour 
shifts per day.  Volunteers operate the rooms daily with oversight by CDCE and/or WH 
employees. See Appendix A, Volunteer Assignment Guide, and Appendix B for Daily 
Task Check List. 


(7) Keys to the EWBC will reside in a lock box at the entrance to the room, 
accessible to Volunteers assigned to the EWBC and CDCE, and WHS staff.   


(8) All massage chairs, VR headsets, carts, large accessories, furniture, and other 
equipment purchased for the EWHC shall be added to the WHS Equipment Inventory 
List (EIL).  All other replenishable supplies shall be managed by a restocking/resupply 
list for items such as adult coloring books, colored pencils, essential oils, other 
aromatherapy devices, nature sound machines, etc. (see Appendix D).  


 


 b.   EWBC Cart Set up 


1. Lockable EWHCTs will be located in designated sites, and accessible to users via 
designated use areas, Whole Health Champions, or other site-specific arrangements. 


2. Aromatherapy- felt stickers are available on the carts along with a selection of 
essential oils.  Staff may place drops on the stickers and then adhere them to a collar, 
lanyard, badge, or another area on their clothing to receive the benefits of 
aromatherapy.  Waterless diffusers that plug into the power strip on the cart are an 
alternative option. 


3. Personal use items (i.e. aromatherapy items, therapy dough, fidget toys, earbuds, 
etc.) Employees should retain personal use items for continued use, rather than taking a 
use. 


4. All components of VR headsets and other non-durable equipment and supplies shall 
be added to the WHS EIL and tagged with an inventory tracker.  All equipment and 
supplies are locked to the cart, monitored, and replaced as needed. 
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c. Reservation for Use 


 


(1) 1. Sign-Up Genius or another web-based scheduling site can be used by creating 
a QR code for the staff to reserve a time slot for individual use or can be utilized to add 
an entire team for use for several hours.  The QR codes must be updated every six 
months.  


(2) EWHCT – Carts will be utilized by staff as desired on a first come first serve 
basis or can also be checked out for team use.  


d. Supplies 


 1. EWBC and EWBCTs will be stocked with a variety of supplies to facilitate and foster 
employee resiliency. Specific items will vary by budget, availability, purchasing 
opportunity, and demand, and will be reviewed and monitored by EWBC Committee and 
re-ordered, as needed, by the EWH coordinator.  


2. Supplies to be retained by staff and utilized for multiple usages are:  


o personal earbuds for the MP3 players 
o the eye/sleep masks 


3. Supply list will be utilized for weekly and monthly inventory and ordering. 


       e.  Maintenance and Cleaning of Equipment  


1. EWH Coach or Champion is responsible for maintaining and storing EWBCCT, 
monitoring supply inventory levels, and reporting to the EWH Coordinator to order, as 
needed, at monthly EWH committee meetings. 


a. Cleaning of Equipment and Room. 


i. Employees/Volunteers are responsible for sanitizing the EWHCT 
and EWHC equipment after each usage via provided sanitation 
wipes. Volunteers will assist as needed for EWHC sanitation (See 
Appendix E). 


b. Cancellation of Room Use. 


1. Prescheduled closure of EWBCs for federal holidays and any 
emergency event declared by the Incident Command Center will be 
posted on the Employee Whole Health Sharepoint page. 


2. Signage indicating room closure should be posted by an EWH 
Champion, or Volunteer on duty if a staffing shortage or incident is 
requiring temporary room closure. 
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           f.  Advertising 


(1) Launch/Kick-off events 


(2) EWH Sharepoint Site 


(3) Employee newsletter 


(4) New Employee Orientation (NEO) 


(5) WH 102 in TMS 


(6) Other EWH offerings and outreach events 


(7) All-staff training days 


(8) Individual orientations by EWH coaches/champions as needed 


b. Data/Usage Tracking. 


(1) EWH Champions/Volunteers’ monthly reports of use and room reservation 
records via the online sign reservation system and tracking walk-in traffic.  


(2) Monitor inventory levels of supplies 


(3) Employee feedback via  


(a) Microsoft Form Feedback Questionnaire via QR code on EWHC and EWHCTs 


(b) Sign in and log on EWHCTs 


(c) Qualitative verbal feedback provided to EWH Liaisons and/or EWH Coordinator 
beneficial 


(d) EWH needs assessment  


 


3. ASSIGNMENT OF RESPONSIBILITIES 


 


a. Whole Health System Director. 


1. Responsible for ensuring adherence to this SOP. 


2. Responsible for supplying general support and program direction. 


3. Responsible for ensuring the EWBC/EWBCT programmatic needs are included in the 
WHS annual budget submission. 
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4. Responsible for engaging in collaboration with CDCE as needed to sustain the 
EWBC/EWBCT program and other EWH offerings. 


 


b. EWH Coordinator. 


(1) Responsible for continued collaboration with CDCE in the direction, support, and 
process improvement of the EWBC/EWBCT program and other EWH offerings.  


(2) Responsible for forecasting annual expenses and creating a budget to support 
annual operations of the EWHC/EWHCT program and providing this information to the 
WHS Director. 


(3) Responsible for collaborating with program and service line leadership to identify 
and appoint individuals as EWH Champions to assist as a collateral duty.  


(4) Responsible for coordination and communication with EWH Champions. 


(5) Responsible for ordering supplies and equipment as needed on a regular 
schedule. 


(6) Responsible for completing contracting documents, if needed, for acquisitions 
needed for the EWBC/EWBCTs. 


(7) Responsible for room promotion via advertising and marketing by distributing 
site-specific communication about hours of operation and other pertinent details via 
EWH Sharepoint, email, meeting announcements, etc.  


(8) Responsible for regularly collecting data related to EWH utilization, satisfaction, 
and improvement and reporting metrics at EWH Committee meetings. 


(9) Responsible for maintaining Subject Matter Expert (SME) and Point of Contact 
(POC) for Sign-Up Genius Account.  


c. Chief of CDCE. 


(1) Responsible for continued collaboration with WHS in direction, support, and process 
improvement of the EWHC/EWHCT program and other EWH offerings. 


(2) Responsible for ensuring volunteers for the EWHCs meet facility guidelines and all 
CDCE training requirements (see Appendix B).    


(3) Responsible for recruiting volunteers to be assigned to EWHCs. 


(4) Responsible for providing initial training to volunteers on setting up, shutting down, 
and daily operations within EWHCs. 


(5) Providing any amenities donated specifically for the benefit of VA employees 
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d. EWH Coaches/Champions. 


(1) Responsible for maintaining the upkeep and presentation of EWBCTs and 
equipment.  


(2) Responsible for ongoing inventory monitoring and reporting the need for 
additional supplies to the EWH Coordinator when supplies fall below established par 
levels.  


(3) Responsible for promoting the use of EWBC/EWBCTs and other EWHS offerings 
to employees. 


e. EWHC/EWHCT Users. 


(1) Responsible for complying with this SOP. 


(2) Responsible for bringing forth suggestions for change to this SOP to an EWH 
Liaison or the EWH Coordinator  


(3) Responsible for notifying an EWH Liaison or the EWH Coordinator immediately upon 
discovery of:  


• Faulty or broken equipment or supplies. 
• Need to address cleanliness of EWHC/EWHCT.  
• Insufficient supplies or equipment. 
• Responsible for utilizing Sign-Up Genius to reserve time in EWHC.  
• Responsible for limiting the use of EWHC/EWHCTs to allotted break times. 
• Responsible for securing personal items at all times. 


 
1. DEFINITIONS 


a. Employee Whole Health Center (EWHC).  Designated rooms within GCVHS 
containing multiple modalities to enhance employee well-being reduce stress, mitigate 
burnout, build resiliency, and improve overall work/life balance. 


b. Employee Whole Health Cart (EWHCT).  Lockable carts are accessible via 
keypad entry placed throughout designated areas within GCVHS containing multiple 
modalities to enhance employee well-being, reduce stress, mitigate burnout, build 
resiliency, and improve overall work/life balance. 


c. EWHC/EWHCT User.  Any GCVHCS employee, intern, resident, without 
compensation worker, or volunteer. 


d. Center for Development and Civic Engagement (CDCE).  The service line is 
previously known as Voluntary Service  
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e. Virtual Reality (VR) Headset.  VR headsets enable the staff member to virtually 
“leave” their work area and escape to a tropical beach, a snow-covered mountain vista, 
swim with dolphins, or enjoy a serene mindfulness exercise, all while seated at their 
workspace. 


2. REFERENCES 


a. OPCC&CT Whole Health Implementation Guide.  
https://dvagov.sharepoint.com/sites/VHAOPCC/WH-Implementation/Shared 
Documents/Forms/AllItems.aspx?id=/sites/VHAOPCC/WH-Implementation/Shared 
Documents/WH_Implementation_Guide/WH_Implementation_Guide.pdf&parent=/sites/
VHAOPCC/WH-Implementation/Shared Documents/WH_Implementation_Guide  


b. OPCC&CT Employee Whole Health.  
https://dvagov.sharepoint.com/sites/VHAOPCC/ewh  


c. VHA Directive 1137 – Provision of Complementary and Integrative Health 
(CIH).  https://vaww.va.gov/vhapublications/ViewPublication.asp?pub_ID=5401  


d. VHA Directive 1131(5) – Management of Infectious Diseases and Infection 
Prevention and Control Programs.  
https://vaww.va.gov/vhapublications/ViewPublication.asp?pub_ID=5616  


e. VHA Directive 1620 – VA Center for Development & Civic Engagement 
Program.  https://vaww.va.gov/vhapublications/ViewPublication.asp?pub_ID=9845  


3. REVIEW 


This SOP will be reviewed at minimum at recertification, and as called for by 
changes to EWBC/EWBCTs or other local or national guidelines that impact this 
policy.  


4. RECERTIFICATION 


This SOP is scheduled for recertification on or before the last working day of 
October 2027.  In the event of contradiction with national policy, the national 
policy supersedes, and controls. 


5. SIGNATORY AUTHORITY 


 


 


 


 



https://dvagov.sharepoint.com/sites/VHAOPCC/WH-Implementation/Shared%20Documents/Forms/AllItems.aspx?id=/sites/VHAOPCC/WH-Implementation/Shared%20Documents/WH_Implementation_Guide/WH_Implementation_Guide.pdf&parent=/sites/VHAOPCC/WH-Implementation/Shared%20Documents/WH_Implementation_Guide

https://dvagov.sharepoint.com/sites/VHAOPCC/WH-Implementation/Shared%20Documents/Forms/AllItems.aspx?id=/sites/VHAOPCC/WH-Implementation/Shared%20Documents/WH_Implementation_Guide/WH_Implementation_Guide.pdf&parent=/sites/VHAOPCC/WH-Implementation/Shared%20Documents/WH_Implementation_Guide

https://dvagov.sharepoint.com/sites/VHAOPCC/WH-Implementation/Shared%20Documents/Forms/AllItems.aspx?id=/sites/VHAOPCC/WH-Implementation/Shared%20Documents/WH_Implementation_Guide/WH_Implementation_Guide.pdf&parent=/sites/VHAOPCC/WH-Implementation/Shared%20Documents/WH_Implementation_Guide

https://dvagov.sharepoint.com/sites/VHAOPCC/WH-Implementation/Shared%20Documents/Forms/AllItems.aspx?id=/sites/VHAOPCC/WH-Implementation/Shared%20Documents/WH_Implementation_Guide/WH_Implementation_Guide.pdf&parent=/sites/VHAOPCC/WH-Implementation/Shared%20Documents/WH_Implementation_Guide

https://dvagov.sharepoint.com/sites/VHAOPCC/ewh

https://vaww.va.gov/vhapublications/ViewPublication.asp?pub_ID=5401

https://vaww.va.gov/vhapublications/ViewPublication.asp?pub_ID=5616

https://vaww.va.gov/vhapublications/ViewPublication.asp?pub_ID=9845
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APPENDIX A- VOLUNTEER ASSIGNMENT GUIDE 
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ORLANDO EMPLOYEE WELLBEING 
CENTERS & CARTS CORE RESOURCES 


ATTACHMENT 


  


Overview 


Employee Wellbeing is a Whole Health attribute for all employees with marked improvement on employee 


burnout, mental fatigue, and resiliency.    


  


Employee Well-Being Center and Carts  


Must Have (Minimum Requirements):   
• Workspace  


o Well-Being Room: Private room large enough for one or more massage chairs and 
additional furniture/decor items  
o Well-Being Cart: Space in a private office or restricted storage closet when not in use  


  
• Equipment  


o Well-Being Room  
▪ Zero Gravity Massage Chair(s) ($1186 – price can vary)  
▪ Battery Operated Candle Set(s) (19.99)  
▪ Battery Operated Tealights (9.49)  
▪ Wall Sconce with Artificial Greenery 2/pack ($18.99)  
▪ Sound Machine with light ($24.99)  
▪ Three-tiered End Table (49.99 price can vary)  
▪ Waterless Aromatherapy Diffuser with Ambient Light ($43.99)  
▪ Essential Oils (22.99)  
▪ Amenity Table (99.99 price can vary)  


o Well-Being Cart  
▪ Mobile Cart with Lockable Storage ($510)  
▪ Eye Masks 200 Count ($36.99)  
▪ Individually Wrapped Earphones 25 count ($15.98)  
▪ Rechargeable Lighted Salt Lamp ($24.99)  
▪ Sound Machine with Headphone Jack ($35.97)  
▪ Aromatherapy Patches (Beekley Medical) ($110/box)  


If you have any questions regarding the use of these materials, please contact: 


VHAORLBeWell@va.gov 


 



https://www.amazon.com/BOSSCARE-Massage-Recliner-Intelligent-Bluetooth/dp/B08FRFCRRR/ref=sr_1_1_sspa?crid=8GQ56J1VBG7G&dchild=1&keywords=zero+gravity+heated+massage+chair&qid=1621869619&refinements=p_72%3A1248873011&rnid=1248871011&s=beauty&sprefix=zero+gravity+heated+%2Caps%2C216&sr=1-1-spons&psc=1&spLa=ZW5jcnlwdGVkUXVhbGlmaWVyPUEzMzlTNlBQT0VGTldOJmVuY3J5cHRlZElkPUEwMjMyMzEyTTJGUlJZRFMwUzBKJmVuY3J5cHRlZEFkSWQ9QTA5NDY4MzMxNFdMR09HQkMzOE9WJndpZGdldE5hbWU9c3BfYXRmJmFjdGlvbj1jbGlja1JlZGlyZWN0JmRvTm90TG9nQ2xpY2s9dHJ1ZQ==

https://www.amazon.com/Flickering-Flameless-Candles-Waterproof-Operated/dp/B086TWY9P8/ref=sr_1_2_sspa?crid=I9JV9EC3D72Y&keywords=battery+operated+candles+with+flickering+flame&qid=1662597770&sprefix=battery+operated+candles%2Caps%2C103&sr=8-2-spons&psc=1

https://www.amazon.com/Homemory-Realistic-Flickering-Flameless-Celebration/dp/B01EDKGFGU/ref=sr_1_8?crid=I9JV9EC3D72Y&keywords=battery+operated+candles+with+flickering+flame&qid=1662597770&sprefix=battery+operated+candles%2Caps%2C103&sr=8-8

https://www.amazon.com/Mocoosy-Artificial-Hanging-Baskets-Decorations/dp/B08B83W8P7/ref=sr_1_4?crid=1JSK9F98P2A07&keywords=wall+sconce+basket+for+greenery+set+of+two&qid=1662597062&sprefix=wall+sconce+basket+for+greenery+set+of+two%2Caps%2C76&sr=8-4

https://www.amazon.com/ColourNoise-Machines-Machine-Soothing-Portable/dp/B09DX8P4D7/ref=sr_1_45?crid=24FJXOR42CYU7&keywords=sound+machine&qid=1662597498&smid=A12B8SCO6F857U&sprefix=sound+machine%2Caps%2C103&sr=8-45

https://www.amazon.com/HOOBRO-Nightstand-Decorative-Industrial-BF61BZ01/dp/B086LB3FWP/ref=sr_1_27?dchild=1&keywords=3+tier+side+table&qid=1622642231&sr=8-27

https://www.amazon.com/BIAZA-Waterless-Diffusers-Oils-Aromatherapy-Technology/dp/B09H3WG2KB/ref=sr_1_29?crid=25BICBHUPKHYH&keywords=waterless+essential+oil+diffuser&qid=1662597194&sprefix=waterless+essential+o%2Caps%2C100&sr=8-29

https://www.amazon.com/ASAKUKI-Essential-Set-Aromatherapy-Humidifier/dp/B09CGZC3PW/ref=sxin_14_pa_sp_search_thematic_sspa?content-id=amzn1.sym.26b7c581-4fe1-4df9-acdd-03623dc8cb00%3Aamzn1.sym.26b7c581-4fe1-4df9-acdd-03623dc8cb00&crid=1TXF2AF6VKQB4&cv_ct_cx=essential+oils+for+diffusers+aromatherapy&keywords=essential+oils+for+diffusers+aromatherapy&pd_rd_i=B09CGZC3PW&pd_rd_r=4277c9a1-259a-49e2-bd13-d6db5aafc76b&pd_rd_w=mfTFF&pd_rd_wg=xuITb&pf_rd_p=26b7c581-4fe1-4df9-acdd-03623dc8cb00&pf_rd_r=ATJ0VW969KYZZJKQFP7D&qid=1662599685&sprefix=essential+oils+for%2Caps%2C104&sr=1-1-8c06b48c-45c9-4afa-8dd2-208526173701-spons&psc=1

https://www.amazon.com/HOOBRO-Nightstand-Decorative-Industrial-BF61BZ01/dp/B086LB3FWP/ref=sr_1_27?dchild=1&keywords=3+tier+side+table&qid=1622642231&sr=8-27

https://www.amazon.com/Safco-Products-8964BL-Mobile-Beverage/dp/B00355429W/ref=sr_1_27?crid=3EX1FNJVCX4N0&keywords=beverage+cart+with+wheels&qid=1662599264&sprefix=beverage+cart%2Caps%2C102&sr=8-27

https://www.amazon.com/Sleeping-Blindfold-Adjustable-Building-Individually/dp/B09VBYKWLQ/ref=sr_1_2_sspa?crid=2X1YZPRTT6U2H&keywords=individually+wrapped+eye+masks&qid=1662598503&sprefix=individually+wrapped+eye+masks%2Caps%2C100&sr=8-2-spons&psc=1

https://www.amazon.com/School-Classroom-Earbuds-Headphones-Earphones/dp/B07NQTCNBD/ref=sr_1_15?crid=305T2EFUO61F&keywords=individually+wrapped+earphones&qid=1662599054&sprefix=individually+wrapped+earphones%2Caps%2C103&sr=8-15

https://www.amazon.com/Himalayan-Rechargeable%EF%BC%88Built-15colours-Decorative-Multi-Colored/dp/B075LPY9HH/ref=sr_1_2?dchild=1&keywords=cordless+salt+lamp+with+batteries&qid=1608738934&sr=8-2

https://www.amazon.com/Douni-Sleep-Sound-Machine-Non-Looping/dp/B07Q5TLB28/ref=sr_1_6?crid=2EXW4LDYISY48&keywords=sound+machine+with+earbud+adapter&qid=1662598612&sprefix=sound+machine+with+earbud+adapter%2Caps%2C105&sr=8-6

https://beekley.com/clinical-aromatherapy/elequil-aromatabs-aromatherapy-designed-for-the-clinical-setting

mailto:VHAORLBeWell@va.gov
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Employee Well-Being Center Feedback 
(Copy)
We thank you for utilizing the Employee Well-Being Center and would like to obtain some feedback on 
your experiences in the Well-Being Center. Your feedback allows us to continue to maintain existing 
Centers and expand Employee Well-Being offerings to additional sites! 


* Required


How often have you visited the Employee Well-Being Center? * 1.


Daily


1-2 times a week


Weekly


Every other week


Monthly


Never


Which Employee Well-Being Center location do you most frequent? * 2.


Lake Baldwin


Lake Nona


Both sites equally


2/17/2022







Do you find the Employee Well-Being Center to be valuable to you as a member of 
OVAHCS? * 


3.


Yes


No


Other


What ways do you find the Employee Well-Being Center beneficial to you as a OVAHCS 
employee? * 


4.


makes me feel valued as an employee


provides me the space to decompress


helps me to prioritize self-care as part of my work day


helps to improve my patient and employee interactions


supports a cultural transformation effort in Orlando that I value


provides me with self-care ideas that are applicable to all areas of my life and health


Other


2/17/2022







Which parts of the Employee Well-Being Center do you find to be the most beneficial? * 5.


Calm and relaxing environment away from the workspace


Coffee, tea, single serve snacks- as available


Self-care resources (Meditation Music QR code, Mindfulness Based Stress Reduction Workbooks, Art
Supplies, Employee Positive Message Board/Books, etc.)


Zero-gravity massaging chair


Traditional reclining massage chair


Volunteer present- providing support to room and sanitation between visitors


Aromatherapy diffusers


Salt lamps


Sound Machines


Other


1 2 3 4 5


Overall: How would you rate your experience of the Employee Well-Being Center 
(1=worst 5=best) * 


6.


1 2 3 4 5


How likely are you to visit a Employee Well-Being Center again in the next 4 weeks? 
(1=not at all 5=absolutely) * 


7.


2/17/2022







Is there something else our team should know to improve the experience at either 
location of the Employee Well-Being Center? * 


8.


 


What ways have you heard about the Well-Being Centers?  (select all that you have 
seen) * 


9.


675


Site specific emails


Emails targeted to your service line/department/clinics


Flyers


Word of mouth


Employee Whole Health Sharepoint


Directors Town Halls


LKB Town Halls


Shark Tank/Innovation Presentations


As part of Whole Health Training/Outreach efforts


Other


2/17/2022







This content is neither created nor endorsed by Microsoft. The data you submit will be sent to the form owner.


Microsoft Forms


2/17/2022
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3/7/23, 4:48 PM Employee Well-Being Cart Feedback TAVARES


https://forms.office.com/pages/designpagev2.aspx?lang=en-US&origin=OfficeDotCom&route=Start&sessionid=306b671a-504e-45fe-bceb-344f7889e8… 1/4


Employee Well-Being Cart Feedback 
TAVARES
We thank you for utilizing the Employee Well-Being Cart and would like to obtain some 
feedback on your experiences using the Well-Being Cart. Your feedback allows us to continue to 
maintain existing Centers/Carts and expand Employee Well-Being offerings to additional sites! 


VR Headset


Aromatherapy Tabs


Eye Mask


Headphones & MP3 Player


Sound Machine


Hand Lotion


Keurig Coffee/Team


Salt Lamp


Coloring Sheet & Pencils


Please Identify which items offered on the care you utilized:1.







3/7/23, 4:48 PM Employee Well-Being Cart Feedback TAVARES


https://forms.office.com/pages/designpagev2.aspx?lang=en-US&origin=OfficeDotCom&route=Start&sessionid=306b671a-504e-45fe-bceb-344f7889e8… 2/4


Yes


No


Do you find the Employee Well-Being Cart to be valuable to you as a 
member of OVAHCS? 


2.


1 2 3 4 5


Not valuable (1) Very Valuable (5)3.


makes me feel valued as an employee


provides me the space to decompress


helps me to prioritize self-care as part of my work day


helps to improve my patient and employee interactions


supports a cultural transformation effort in Orlando that I value


provides me with self-care ideas that are applicable to all areas of my life and health


Other


What ways do you find the Employee Well-Being Center beneficial to you 
as a OVAHCS employee?


4.







3/7/23, 4:48 PM Employee Well-Being Cart Feedback TAVARES


https://forms.office.com/pages/designpagev2.aspx?lang=en-US&origin=OfficeDotCom&route=Start&sessionid=306b671a-504e-45fe-bceb-344f7889e8… 3/4


Workplace transformed into a calm and relaxing environment  


VR Headset


Aromatherapy Tabs


Eyes Masks


Headphones & MP3 Player


Sound Machine


Self-care resources (meditation music QR code, art supplies, hand lotions, inspirational
message items)


Keurig Coffee/Team & snacks (as available)


Salt lamps


Other


Which parts of the Employee Well-Being Center do you find to be the 
most beneficial?


5.


1 2 3 4 5


Overall how would you rate your experience? Worst/Disappointing (1) 
Best/Exceptional (5)


6.


1 2 3 4 5


How likely are you to check out the well-being care in the next 4 weeks? 
Not at all (1) Absolutely (5)


7.
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https://forms.office.com/pages/designpagev2.aspx?lang=en-US&origin=OfficeDotCom&route=Start&sessionid=306b671a-504e-45fe-bceb-344f7889e8… 4/4
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Is there something else our team should know to improve the 
experience?


8.


3-5x months


1-2 times a month


once every 2 months


first time


Other


How often have you visited the Employee Well-Being Center?9.
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The Employee Well-Being Center was initially created to provide a level of support to over 400 staff members who were redeployed as part of COVID-19 efforts in Corporate Orlando.  

The Employee Well-Being Centers offer a Whole Health approach to self-care away from their work area, utilizing approaches from all areas of the Whole Health Circle of Health. 

The National Academy of Medicine states that "biological deprivation (burn-out) can comprise the ability to care for patients." 

Other uncertainties about the future associated with COVID-19 only exacerbated these issues, bringing the need for employee wellness efforts to the forefront. 



Why Employee Well-Being Centers?
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What is an Employee Well-Being Center?
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“This has been one of the best things that you have done for employees! I leave there feeling refreshed and rejuvenated. Thank you”

“I am primarily working from home, but when I go to the office, I make a point to stop by the wellness center-either Lake Nona or Lake Baldwin. What a great amenity to the facility to the employees! This makes me feel valued and important. I love the calming environment and the massage chairs! Thank you for such a great asset to being a VA employee in Orlando :)”

“I found that I am able to refocus and provide better care to our Veterans after a few minutes in the well-being center. I have discussed it with my vanpool, coworkers and staff in the elevator! Perhaps I should make a t-shirt I heart VA Well-being centers, lol! Thank you so much for the opportunity to BREATHE.”

“I really hope the Employee Well-Being Center will always be available to staff. Self-care is a requirement to continue to perform at the level we perform when assisting our Veterans and their caregivers.”

“No! This is the best thing OVAHCS has done in the 18 years I have been an employee here! Keep up the amazing impactful work!”

“I'm glad the volunteer is there to help keep the area clean and sanitize between use. They are always so welcoming and kind. It's such a soothing 15-minute break.”









What do our Employees say about the Well-Being Center?
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What do our Employees say about the Well-Being Center?
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Stakeholders and Funding Sources

Office of Community Development & Civic Engagement (previously known as: Voluntary Services)

Whole Health Program

Community Donations (approved for employee use during 4th Mission COVID support efforts)

VISN and Local COVID Innovation Funding

Innovation Collaboration and Assistance Efforts

Miami, FL VA

Beckley, WV VA

Asheville, NC VA

West Palm Beach, FL VA

VISN8 Whole Health Clinical Education Champions

Office of Patient Centered Care & Cultural Transformation

VHA, VISN 8 and OVAHCS Shark Tank

VISN8 Improvement and Innovation Forum

VHA SimLEARN













Sustainment & Spread of the Well-Being Centers 
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Current Well-Being Center Operations

Lake Nona Hospital 4E-804

M-F 7:30am-4:00pm

Three chairs available

Lake Baldwin VA Clinic Bldg. 3126 Room 001

T-F 9:00am-1:30pm

Two chairs available



Sign-up genius is the mechanism of tracking usage and QR codes can be used on personal devices to remove barriers to data tracking. 

Enables employees & volunteers without regular computer use to access the reservation using their phone.













Sustainment & Spread of the Well-Being Centers 
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Future State of Employee Well-Being 

Viera Outpatient Clinic

Room has been identified; funding secured through Innovation Grant

Estimated opening is Mid-June 2021

Well-Being Carts

8 mobile carts identified for clinics without dedicated space for a Well-Being Center 

1 mobile cart identified for OVAHCS SimLEARN

Well-Being Carts will be equipped with aromatherapy tabs, eye masks, pre-loaded MP3 players with calming music and guided relaxations, disposable ear buds, battery operated salt lamps, coloring sheets & pencils, scented hand lotion, and personal skill building items for well-being

Spread of Program

Currently working with several facilities to spread project based upon identified areas/need

Working to create a standardized supply list, SOP, & Volunteer assignment guides to assist with initial start up and maintaining integrity of Whole Health Cultural Transformation efforts through maintenance phase

Plan to apply for a spread grant and to the Innovation Experience through the

    InnoVAtion Ecosystem this year. 



    



















Sustainment & Spread of the Well-Being Centers 
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Future State of Employee Well-Being 

Well-Being Carts will be outfitted with 9 virtual reality headsets through a unique partnership with VHA SimLEARN to enhance employees experience of well-being within their clinic settings. 















Sustainment & Spread of the Well-Being Centers 
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Questions?  

Ashley.Rush@va.gov
Adelina.Sowell@va.gov
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3. Do you find the Employee Well-Being Center to be valuable to you as a member of OVAHCS?
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6. Overall: How would you rate your experience of the Employee Well-Being Center (1=worst
5=best)

More Details
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7. How likely are you to visit a Employee Well-Being Center again in the next 4 weeks? (1=not at
all 5=absolutely)

More Details

65 4.8

Responses Average Number
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4.What ways do you find the Employee Well-Being Center beneficial to you as a OVAHCS
employee? *

makes me feel valued as an employee
provides me the space to decompress

helps me to prioritize self-care as part of my work day

helps to improve my patient and employee interactions
supports a cultural transformation effort in Orlando that | value

provides me with self-care ideas that are applicable to all areas of my life and health

Other
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5.Which parts of the Employee Well-Being Center do you find to be the most beneficial? *
Calm and relaxing environment away from the workspace
Coffee, tea, single serve snacks- as available

Self-care resources (Meditation Music QR code, Mindfulness Based Stress Reduction Workbooks, Art
Supplies, Employee Positive Message Board/Books, etc)

Zero-gravity massaging chair
Traditional reclining massage chair

Volunteer present- providing support to room and sanitation between visitors
Aromatherapy diffusers

Salt lamps

Sound Machines

Other
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Lessons Learned during Well-Being Centers and Carts 


Journey 


Setting up the room 


• Rooms with lights that can be turned adjusted for comfort are ideal and 


remember to disable any motion sensor functions  


• Work with your interior design or building management to paint an accent wall or 


place a vinyl decal mural on the main wall for a relaxing focal point  


• Ensure a phone line is installed for a volunteer to call for assistance if needed  


• A tablet available in the Well-Being Room for the volunteer is helpful to allow for 


access to sign-ups, vacancies for walk-ins and immediate access for users to 


complete feedback forms   


• A small cabinet or bookcase makes a great space for organizing cleaning 


supplies, batteries, and overstock 


• A comfortable chair, small side table, a touch lamp and privacy screen near the 


entrance for the volunteer creates a comfortable space for monitoring the room 


and supplies  


• Remember that you want to set the “Surroundings” as best you can—adjust the 


thermostat to a comfortable setting, clean the carpets regularly, try to pick a 


space that will not be impacted by outside   


• Clearly mark your Well-Being Centers & Carts with sign-up links, hours, POCs, 


feedback links and be mindful of where you are advertising—you don’t want to 


confuse the Veterans by advertising outside of Employee facing areas  


• Identify your key team members that will monitor and track usage of the centers 


and/or carts  


• Ensure you have privacy screens to separate each massage chair or other Well-


Being areas you have so everyone can experience a few moments of escape 


and self-care  


• Large gardening rocks at the base of the lighted artificial trees can cover the 


plastic bases and adds organic element to rooms  


• Purchase supplies of replacement batteries for the battery-operated 


candles/lighted items    


• Provide a water purifying pitcher to fill up with water daily to fill the coffee maker 


tanks and aromatherapy diffusers.  


• You can use a nature sound machine or meditation style music loaded into an 


MP3 player in the room 


• A Whole Health amenity cart can also go in the room near the volunteer that 


holds any items purchased or donated that relate to the Circle of Health including 







 


Mindfulness Based Stress Reduction Workbooks, Calorie Counter Guides, 


mandala coloring books, small artwork, hand lotion, lip balm, knitted lap blankets, 


inspirational painted rocks, etc.  Volunteer should invite the staff to take only one 


item from the cart each visit.  


 


Advertising the Room  


• Open Houses, Lunch & Learns, Training Day Demos or any other hands-on 


experiences for either the Centers or Carts are excellent ways to introduce Well-


Being opportunities to facilities, employees & Leadership   


• QR code generators are available online and can be used to create a QR code 


from any external facing registration platform you decide to use for your site. This 


can be added to a flyer and distributed to the services for employees   


• Leadership buy-in is crucial for employees to access well-being opportunities. 


Request time to brief at quarterly Facility Supervisors meetings to educate re: the 


importance of Employee Whole Health, HRO & improved staff resiliency  


• Send out an all-employee emails letting employees know when the room or carts 


are “live” and ready to be used. These emails should be sent 1-2x/month to 


targeted employee groups to encourage participation in well-being activities 


Volunteer Recruitment 


• Volunteers should also be included as a targeted group of users for the room 


• It is important to ensure that the messaging about the need and impact of this 


room is positively promoted, especially to the volunteers you want to staff the 


room.  


• The Center for Development and Civic Engagement team can closely collaborate 


with your site and assist with recruiting volunteers 


• A great tool to help recruit is  www.volunteermatch.org    


o Below is an example of what can be posted on Volunteer Match for the 


recruitment opportunity:  


▪ This is a new program designed as a response to COVID19 
to improve resilience and reduce stress for healthcare 
workers. We need service focused volunteers to staff. The 
Employee Well-Being Center is set up for staff members 
and volunteers to have a quiet, peaceful place to spend 15 
minutes to relax and destress. Healthcare workers have 
some of the highest burn out rates of all career fields and 
our goal is to help the staff reduce anxiety, stress, and 
return to their jobs refreshed. This enables them to provide 
the best patient care possible.  
 
The assistant manages the flow of employee appointments 
to the Well Being center room, completely cleans the 



http://www.volunteermatch.org/





 


massage chairs after each use, invites the staff or other 
volunteers to share comments or suggestions, provide any 
information on scheduling and use of the amenity cart. We 
will also be introducing VR headsets to the carts for use. 
They also will clean the coffee maker after each use, using 
the sanitizing wipes and gloves provided.  
 
They will ensure everything is turned on and ready first 
thing in the morning and that everything is shut off at the 
end of the day. All special lighting, the aroma therapy 
diffusers are on, essential oils are added each morning, 
and coffee maker filled. Everything should be shut down 
and cleaned at the end of the day. 
 
They will also ask everyone to sign in, add comments and 
take only one item off the amenity cart when they are done. 
Volunteers have use of the room as well.  
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ORLANDO EMPLOYEE WELLBEING 
CENTERS & CARTS OPTIONAL 


RESOURCES ATTACHMENT 


Employee Well-Being Center and Carts  


Nice-to-Have (Additional Details):   
• Well-Being Center  


o Room Staffing: Volunteers or Light Duty Staff  
o Lighted 4ft Olive Tree(s) ($75.99)  
o Privacy Screens (3-screen)($85.99)  
o Artificial Lighted Greenery Curtain ($18.98)  


• Room and/or Cart  
o Small Condiment Holder ($19.95)  
o Keurig Coffee Maker ($99.99)  
o Disposable Coffee Cups 300 count ($39.99)  
o Coffee K-cups Assorted 96 count ($31.15)  
o Tea k-cups 100 count ($31.80)  
o Individually Wrapped Sugar Packets 2000 count ($24.80)  
o Individually Wrapped Sugar Substitute 2000 count ($21.99)  
o Individual Serving Coffee Creamer 1000 count ($25.77)  
o Coffee Stirrers 1000 count ($8.94)  
o Cocktail Napkins 500 count ($25.97)  
o Virtual Reality Headset ($999)  
o Eye Massager ($69.99)  
o Individually Wrapped Snack Items ($39.70)  
o Whole Health Well-Being Resources for Employees  


▪ A Mindfulness-Based Stress Reduction Workbook  
▪ The Intuitive Eating Workbook: Ten Principles for Nourishing a Healthy 
Relationship with Food  
▪ Yoga Nidra: The iRest Meditative Practice for Deep Relaxation and Healing  
▪ The Mindfulness Journal: Daily Practices, Writing Prompts, and Reflections for 
Living in the Present Moment  
▪ Manage Stress Workbook & Audio (Department of Veterans Affairs)  


o Misc. amenities such as Adult Coloring Pages, Colored Pencils, Fidget Toys, Donated 
Motivational Art, Mandalas  


 


If you have any questions regarding the use of these materials, please contact: 


 VHAORLBeWell@va.gov 


 



https://www.amazon.com/LITBLOOM-Artificial-Greenery-Christmas-Decoration/dp/B087PV9D5M/ref=sr_1_2?keywords=artificial+lighted+olive+tree&qid=1662599905&sr=8-2

https://www.amazon.com/SmarketBuy-Divider-Folding-Partition-Privacy/dp/B09QM9B1SW/ref=sr_1_46?crid=16U33LFG6O9PF&keywords=privacy%2Bscreens%2Broom%2Bdivider%2Bpanel%2Bbrown&qid=1662601432&sprefix=privacy%2Bscreens%2Broom%2Bdivider%2Bpanel%2Bbrown%2Caps%2C100&sr=8-46&th=1

https://www.amazon.com/KASZOO-Artificial-Curtain-Hanging-Decoration/dp/B09P556Y3T/ref=sr_1_23?crid=2O3CBDLYLS4RY&keywords=fairy+lights+curtain+with+greenery+battery+operated&qid=1662601602&sprefix=fairy+lights+curtain+with+greenery+battery+operated%2Caps%2C73&sr=8-23

https://www.amazon.com/dp/B0169ZDNGM?pd_rd_i=B0169ZDNGM&pd_rd_w=67iYb&pf_rd_p=ee186ce0-6bf7-4893-85b9-f3368b019e0f&pd_rd_wg=KiAL6&pf_rd_r=WF9RAHQYVR5PNS6V5C99&pd_rd_r=668a4eed-7656-48f7-baaa-91b0f3eef376

https://www.amazon.com/Keurig-K55-K-Classic-Coffee-Programmable/dp/B018UQ5AMS/ref=sr_1_2?crid=1E5MNXYFD5NYJ&keywords=keurig+coffee+maker&qid=1662600518&sprefix=keurgi%2Caps%2C105&sr=8-2

https://www.amazon.com/NYHI-300-Pack-White-Paper-Disposable/dp/B08WH6JC27/ref=pd_day0fbt_sccl_2/130-3439194-2054728?pd_rd_w=IcsmA&content-id=amzn1.sym.fb2f9869-6657-4645-bf3b-01bcc75765ec&pf_rd_p=fb2f9869-6657-4645-bf3b-01bcc75765ec&pf_rd_r=T012RF11GH7MK454A1NT&pd_rd_wg=gxh8y&pd_rd_r=3da8e3d6-f3f2-46f0-93be-5125317ef553&pd_rd_i=B08WH6JC27&psc=1

https://www.amazon.com/96-count-Variety-Revival-Roaster-Compatible/dp/B01LX07YGE/ref=sr_1_5?crid=NGC8RXDDDRR8&keywords=bulk+coffee+k+cups&qid=1662604109&s=home-garden&sprefix=bulk+coffee+k+cups%2Cgarden%2C97&sr=1-5

https://www.amazon.com/Cha4TEA-100-Count-Multiple-Breakfast-Peppermint/dp/B01N3LUK5S/ref=sr_1_2?crid=2SLJ1187OQ3XV&keywords=bulk+tea+k+cups&qid=1662604201&s=home-garden&sprefix=bulk+tea+k+cups%2Cgarden%2C102&sr=1-2

https://www.amazon.com/Product-Domino-Sugar-Packets-Discount/dp/B07QMP2VMQ/ref=sr_1_4?crid=2TT07EU9SVFWG&keywords=individual+sugar+packets&qid=1662603372&sprefix=individual+sugar+%2Caps%2C109&sr=8-4

https://www.amazon.com/Complements-Saccharin-Pink-Sweetener-count/dp/B07BBTV27T/ref=sr_1_7?crid=2VP6GKGGDEN99&keywords=individual+sugar+substitute+packets&qid=1662603651&sprefix=individual+sugar+substitute+packets%2Caps%2C87&sr=8-7

https://www.amazon.com/NJoy-Dairy-Creamer-packets-Count/dp/B002J9FSRA/ref=sr_1_2?crid=1Z5GYHZT6CACS&keywords=non-dairy+coffee+creamer+packets+individual&qid=1662603307&sprefix=non-dairy+coffee+creamer+packets+individual%2Caps%2C83&sr=8-2

https://www.amazon.com/Crystalware-Plastic-Stirrer-Coffee-Cocktail/dp/B00HMQTZEW/ref=sr_1_8?keywords=coffee+stirrers+1000&qid=1662604372&s=home-garden&sr=1-8

https://www.amazon.com/500-Pack-Cocktail-Napkins-Paper/dp/B098MNG6WK/ref=sr_1_2_sspa?crid=1HR67WME627ZL&keywords=paper+napkins+bulk&qid=1662604458&s=home-garden&sprefix=paper+napkins+bulk%2Cgarden%2C110&sr=1-2-spons&psc=1

https://www.realsystem.com/iseries/

https://www.amazon.com/RENPHO-Massager-Compression-Bluetooth-Rechargeable/dp/B088BCRXHJ/ref=sr_1_6?crid=1FG8KW997KY04&keywords=eye+massager&qid=1662601867&sprefix=eye+massager%2Caps%2C111&sr=8-6

https://www.amazon.com/Healthy-Snacks-Mixed-Variety-Package/dp/B06XS6WNWW/ref=sr_1_16?crid=3I5FAS002JXQT&keywords=mini+health+bars&qid=1652452800&sprefix=mini+health%2Caps%2C95&sr=8-16

https://www.amazon.com/Mindfulness-Based-Reduction-Workbook-Harbinger-Self-Help/dp/1684033551/ref=sr_1_1?crid=Y5ANVNP38T65&keywords=mindfulness+based+stress+reduction+workbook&qid=1662668911&sprefix=mindfulness+based+%2Caps%2C157&sr=8-1

https://www.amazon.com/Intuitive-Eating-Workbook-Principles-Relationship/dp/1626256225/ref=sr_1_1?crid=14ER9KXXFKHM5&keywords=intuitive+eating+workbook&qid=1662668984&sprefix=intuitive+eating+workbook%2Caps%2C119&sr=8-1

https://www.amazon.com/Intuitive-Eating-Workbook-Principles-Relationship/dp/1626256225/ref=sr_1_1?crid=14ER9KXXFKHM5&keywords=intuitive+eating+workbook&qid=1662668984&sprefix=intuitive+eating+workbook%2Caps%2C119&sr=8-1

https://www.amazon.com/Yoga-Nidra-Meditative-Practice-Relaxation/dp/1683648978/ref=sr_1_1?crid=2S38EEHK54OXG&keywords=irest+yoga+nidra+richard+miller&qid=1662669015&sprefix=irest+%2Caps%2C151&sr=8-1

https://www.amazon.com/dp/1973531690/ref=sspa_dk_detail_3?psc=1&pd_rd_i=1973531690&pd_rd_w=Gakk7&content-id=amzn1.sym.46bad5f6-1f0a-4167-9a8b-c8a82fa48a54&pf_rd_p=46bad5f6-1f0a-4167-9a8b-c8a82fa48a54&pf_rd_r=RTJ3PVWZ00XV17MKDTQ2&pd_rd_wg=Bb3a5&pd_rd_r=7a0404fc-9b67-4c80-b8cf-ecd5478c840d&s=books&sp_csd=d2lkZ2V0TmFtZT1zcF9kZXRhaWw&spLa=ZW5jcnlwdGVkUXVhbGlmaWVyPUExUTNGV1A4OVAxTjdVJmVuY3J5cHRlZElkPUEwODk5MTM4M0RBSFVJNUtLQzVDWSZlbmNyeXB0ZWRBZElkPUEwMjM4Mzk2MkxHOEJRNE8xQUNaMCZ3aWRnZXROYW1lPXNwX2RldGFpbCZhY3Rpb249Y2xpY2tSZWRpcmVjdCZkb05vdExvZ0NsaWNrPXRydWU=

https://www.amazon.com/dp/1973531690/ref=sspa_dk_detail_3?psc=1&pd_rd_i=1973531690&pd_rd_w=Gakk7&content-id=amzn1.sym.46bad5f6-1f0a-4167-9a8b-c8a82fa48a54&pf_rd_p=46bad5f6-1f0a-4167-9a8b-c8a82fa48a54&pf_rd_r=RTJ3PVWZ00XV17MKDTQ2&pd_rd_wg=Bb3a5&pd_rd_r=7a0404fc-9b67-4c80-b8cf-ecd5478c840d&s=books&sp_csd=d2lkZ2V0TmFtZT1zcF9kZXRhaWw&spLa=ZW5jcnlwdGVkUXVhbGlmaWVyPUExUTNGV1A4OVAxTjdVJmVuY3J5cHRlZElkPUEwODk5MTM4M0RBSFVJNUtLQzVDWSZlbmNyeXB0ZWRBZElkPUEwMjM4Mzk2MkxHOEJRNE8xQUNaMCZ3aWRnZXROYW1lPXNwX2RldGFpbCZhY3Rpb249Y2xpY2tSZWRpcmVjdCZkb05vdExvZ0NsaWNrPXRydWU=

https://www.prevention.va.gov/Healthy_Living/Manage_Stress.asp

mailto:VHAORLBeWell@va.gov
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Monday - Friday 9:00 a.m. – 3:00 p.m.  To schedule your 15-minute slot please use the following  


Microsoft Bookings Link:  Viera Employee Well-Being Center 


The room is self-operated by approved key access and will require that the employee sanitize the 
massage chair after use.  You will receive a confirmation email.  We look forward to your visit!   


Come enjoy our Zero Gravity Heated Shiatsu Massage Chair, Soft Lighting, Nature Sounds, Coffee, 
Tea, and Assorted Amenities 



https://outlook.office365.com/owa/calendar/VIEWellbeingCenter@DVAGOV.onmicrosoft.com/bookings/
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 VOLUNTEER 


ASSIGNMENT GUIDE 


 


 


Job Title: Well-Being Center Assistant  


Purpose of 


Assignment: 


 


To assist VA employees and other volunteers in the use of the Well Being Center 


to reduce stress and build resiliency.  


Using Service: CDCE and Whole Health  


Dept & Location: Center for Development and Civic Engagement  


Supervisor & Ext:  


Minimum Time 


Requirements: 


 


 


 


4-8 hour shifts 


Specific Duties: 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


Set up room prior to first staff appointment to include filling and start aromatherapy 


diffusers and adding oil. Turn on all the ambient lighting, such as the battery-operated 


candles, lamps, replace any low batteries, turn on sound machine.  


Ensure amenity cart/basket, coffee supplies are refilled and neatly arranged to include 


filling water tank. Coffee is allowed after use of chair.  


Scan the QR code with your phone or a tablet, to view the appointments for the day and 


have employees scan the code to enter name if they are a walk in. Information is needed 


to track data. Walk in appointments cannot take priority over those already scheduled.  


Once the employee is finished with their time in the room, invite them to take only ONE 


item from the amenity cart if available.  


Offer employee the opportunity to make coffee or tea before they leave. Staff who 


are not using the room are not allowed to come in for free coffee. Wipe down the chair 


and coffee maker after each use.  


At end of day ensure all devices, diffusers and lights are switched off. Return 


tablet to CDCE or Whole Health office at end of day.  


 


•  
Qualifications & 


Training Required: 


 


 


 


- Excellent communication and customer service skills dealing with             


staff and volunteers.  


- Demonstrate a professional and timely service  


- Ability to problem solve and escalate issues as needed 


- Must be willing and able to always adhere to PPE protocols.  


- Be willing to ask questions or clarification if needed.  


- Able to utilize tablet or phone to access schedule 


 
Performance 


Evaluation: 


 


 


PASS/FAIL 


 


Supervisor 


Signature, & Date:  


  


 


 Volunteer:  Print, 


Sign, Date 
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Guidance on Use of VA Appropriated Funds to Support Employee Whole Health 
 
After consultation with VHA Finance and Policy representatives, VHA OPCC&CT’s Employee Whole 
Health team is able to offer guidance for use of VA appropriated funds to support VHA employees in 
support of the VHA Mission. Supporting employee well-being is in VHA’s long range strategic plan and 
the VA engagement enterprise framework. 
 
We often refer to OPM’s legislative guidance when defining services for employee well-being – 
 (OPM:  Health & Wellness (opm.gov)). Specifically, there are well-being approaches that are encouraged 
for employees to improve their overall health and stress management. The following includes a list of 
activities that employees may participate in:  


• Whole Health courses or retreats offered specifically to and for employees   


• Health coaching for employees  


• Tobacco cessation classes  


• Healthy eating/weight management classes  


• Stress reduction/stress management/burnout prevention classes  


• Participation in onsite physical activity – employee fitness center, walking, running, group fitness 
classes, VA2K  


• Participation in complementary and integrative health (CIH) offerings for well-being for 
employees as available at local facilities 


 
VHA OPCC&CT’s Employee Whole Health team has established additional guidance on providing CIH 
approaches for employees. This information is highlighted here: CIH for Employees Guidance.docx 
(sharepoint.com). 
 
Because these services are essential to supporting a healthy workforce for Veteran care, VA 
appropriated funds can be used for educational and equipment purchases and to pay fitness instructors 
and/or CIH providers that support delivery of well-being services for employees. Equipment purchased 
to support employee well-being is to remain on-site or be issued as government-furnished equipment. 
 
Previous guidance exists that outlines the types of purchases that are not allowed to be procured with 
VA appropriated funds. These restrictions have not changed, and it imperative that sites follow all 
government procurement guidelines and Federal Acquisition Regulation (FAR) as they relate to 
purchasing with government funds.  
 
In order to have all guidance in a single document, below you will find information on items that may 
not be purchased for employees.  
 
Employee Incentives, Promotional Items and Giveaways 
Guidance from VHA Associate Chief Financial Officer provided in July of 2022 states the following:  


1. VA Financial Policy Awards, Ceremonies, Food or Refreshments, Gifts or Mementos Volume II 
Chapter 4 (va.gov) explicitly prohibits the purchase promotional items, such as mementos, gifts, 
keepsakes, prize items, and other VA “logo” or “message” items, for distribution to VA and other 
federal employees.    


2. There are some exceptions which allow for purchase of gifts and mementos but under these 
circumstances below.  



https://dvagov.sharepoint.com/sites/VHAFY2022-2025Long-RangePlanIntegration/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FVHAFY2022%2D2025Long%2DRangePlanIntegration%2FShared%20Documents%2FGeneral%2FFY2022%2D2025VeteransHealthAdministrationLong%2DRangePlanFramework%5FSeptUpdate%2Epdf&parent=%2Fsites%2FVHAFY2022%2D2025Long%2DRangePlanIntegration%2FShared%20Documents%2FGeneral

https://dvagov.sharepoint.com/sites/VHAOPCC/WH-Implementation/Employee_WH_Domain/Forms/AllItems.aspx?id=%2Fsites%2FVHAOPCC%2FWH%2DImplementation%2FEmployee%5FWH%5FDomain%2FArticles%5FEmployee%5FWell%2Dbeing%5FVHA%2FEmployee%20Engagement%20Enterprise%2Dwide%20Framework%5FFY%2022%2Epdf&viewid=06077045%2Ddbf7%2D4e20%2Db288%2D0ef80be938f2&parent=%2Fsites%2FVHAOPCC%2FWH%2DImplementation%2FEmployee%5FWH%5FDomain%2FArticles%5FEmployee%5FWell%2Dbeing%5FVHA

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.opm.gov%2Fpolicy-data-oversight%2Fworklife%2Fhealth-wellness%2F%23url%3DGuidance-Legislation&data=05%7C01%7C%7Ca23305d481a649fe546708db0dc71504%7Ce95f1b23abaf45ee821db7ab251ab3bf%7C0%7C0%7C638118920918606636%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=yeuZBaOOvPTGjNNBif8s%2FcnA8YErheqyvjJfwNrsa%2FY%3D&reserved=0

https://gcc02.safelinks.protection.outlook.com/ap/w-59584e83/?url=https%3A%2F%2Fdvagov.sharepoint.com%2F%3Aw%3A%2Fr%2Fsites%2FVHAOPCC%2FEWH%2FPower-of-the-Mind%2F_layouts%2F15%2FDoc.aspx%3Fsourcedoc%3D%257B353A146E-1B03-4D46-B019-E7C11F4B5D88%257D%26file%3DCIH%2520for%2520Employees%2520Guidance.docx%26action%3Ddefault%26mobileredirect%3Dtrue&data=05%7C01%7C%7Ca23305d481a649fe546708db0dc71504%7Ce95f1b23abaf45ee821db7ab251ab3bf%7C0%7C0%7C638118920918763955%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=u92gdNBJFJi21OoXBRiTtu3RTs%2BTreQD0Jf1Y1oNmqA%3D&reserved=0

https://gcc02.safelinks.protection.outlook.com/ap/w-59584e83/?url=https%3A%2F%2Fdvagov.sharepoint.com%2F%3Aw%3A%2Fr%2Fsites%2FVHAOPCC%2FEWH%2FPower-of-the-Mind%2F_layouts%2F15%2FDoc.aspx%3Fsourcedoc%3D%257B353A146E-1B03-4D46-B019-E7C11F4B5D88%257D%26file%3DCIH%2520for%2520Employees%2520Guidance.docx%26action%3Ddefault%26mobileredirect%3Dtrue&data=05%7C01%7C%7Ca23305d481a649fe546708db0dc71504%7Ce95f1b23abaf45ee821db7ab251ab3bf%7C0%7C0%7C638118920918763955%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=u92gdNBJFJi21OoXBRiTtu3RTs%2BTreQD0Jf1Y1oNmqA%3D&reserved=0

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.va.gov%2FDIGITALSTRATEGY%2Fdocs%2FVAinancialPolicyVolIICh04_AwardsCeremoniesFoodorRefreshmentsGiftsorMementos.pdf&data=05%7C01%7C%7C41b07afaad454371578508da6b2feb84%7Ce95f1b23abaf45ee821db7ab251ab3bf%7C0%7C0%7C637940150815115271%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=QlTx%2BKWHfBEtXOP62QbrwTUmOnoXGiYbJczSuVDC4fs%3D&reserved=0

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.va.gov%2FDIGITALSTRATEGY%2Fdocs%2FVAinancialPolicyVolIICh04_AwardsCeremoniesFoodorRefreshmentsGiftsorMementos.pdf&data=05%7C01%7C%7C41b07afaad454371578508da6b2feb84%7Ce95f1b23abaf45ee821db7ab251ab3bf%7C0%7C0%7C637940150815115271%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=QlTx%2BKWHfBEtXOP62QbrwTUmOnoXGiYbJczSuVDC4fs%3D&reserved=0





a. The VA may however, continue to purchase promotional items intended for the 
Veterans, such as informational and educational materials that directs Veterans to 
services (e.g., Veteran Crisis Lines, benefits services counseling) and have a clear 
connection with VA’s mission.  We recently had a question about lanyards from 
another station and told them that they could be purchased if they clearly provided 
information and educational materials to direct Veterans to services.  
b. In accordance with the Government Employees’ Incentive Awards Act (GEIAA), 
5 C.F.R. § 451.104 and VA Handbook 5017/1, Employee Recognition and Awards, VA 
may expend general operating appropriations to provide employee awards.  We had 
a facility who wanted to purchase lunch bags to recognize employees for their hard 
work during COVID and that was allowable under GEIAA.  


3. T-Shirts – We have had many questions on T-Shirts over the years.  They can only be purchased 
if they are considered a uniform meaning they would need to be shared etc. and consider 
hospital property.  The other option is that employees buy the T-shirts in the canteen. Bottom 
line – VA can’t buy t-shirts for employees.  


4. Coffee and Refreshments – These are generally prohibited based on VA Financial Policy Vol. II 
Chapter 4 noted above.  


  
OGC opinion provided in August of 2021 stated the following:  
Swag purchases would not be appropriate. The Guidebook on Wellness programs dated 2011 has been 
superseded by Executive Order 13589 “Promoting Efficient Spending,” (Nov. 9, 2011), “Sec. 7. 
Extraneous Promotional Items. Agencies should limit the purchase of promotional items (e.g., plaques, 
clothing, and commemorative items), in particular where they are not cost-effective,” (stopping “SWAG” 
or “Government handouts” of non-work-related items):  


o. Gifts/Trinkets/Memorabilia/Commemorative Items/Stuff We All Get. Trinkets (items such 
as hats, mugs, portfolios, t-shirts, coins, gift bags, etc., regardless of whether they include the 
event name or VA logo) must not be purchased with VA funds as giveaways for conferences. 
Basic supplies that are necessary for use during the event (e.g., folders, name tags) may be 
purchased. See VA Financial Policies and Procedures Volume II - Chapter 4, “Awards, 
Ceremonies, Food or Refreshments, Gifts or Mementos.” Conference planners should consult 
with OGC for advice on outside organizations’ sponsorship.   


That precedes but lays the foundation for VA Financial Policies & Procedures Vol II-Ch. 4: Awards, 
Ceremonies, Food or Refreshments, Gifts, or Mementos, 2016, that reiterates E.O. 13589.  The ban is 
not absolute, but the policy does limit using appropriated funds for “SWAG” or “tchotchkes.”  
 


Also, incentives, wellness, exercise items, and equipment cannot be purchased 
and given away related to employee health and well-being. Any purchases must 
remain on VA property.   
Also, to clarify, the recent questions that I received had to do with giving away wellness 
mementos/equipment to employees, i.e., gifts that would become the employee’s property. As the 
2006 opinion stressed, that is NOT legally permissible. The 2006 opinion concluded that VA could 
purchase wellness and exercise items and equipment that would remain VA property that employees 
could use as part of the office wellness program. The legal obstacle has always been “giveaway” items.  
I am not aware of a legal authority under which VHA could purchase mementos with intrinsic value to 
give to its employees as thank you/appreciation gifts or as wellness incentives. See attached 2006 
opinion.  
 



https://dvagov.sharepoint.com/sites/VHAOPCC/WH-Implementation/Employee_WH_Domain/Forms/AllItems.aspx?id=%2Fsites%2FVHAOPCC%2FWH%2DImplementation%2FEmployee%5FWH%5FDomain%2F2006%20MOVE%20Pedometers%20and%20Water%20Bottles%2Epdf&parent=%2Fsites%2FVHAOPCC%2FWH%2DImplementation%2FEmployee%5FWH%5FDomain

https://dvagov.sharepoint.com/sites/VHAOPCC/WH-Implementation/Employee_WH_Domain/Forms/AllItems.aspx?id=%2Fsites%2FVHAOPCC%2FWH%2DImplementation%2FEmployee%5FWH%5FDomain%2F2006%20MOVE%20Pedometers%20and%20Water%20Bottles%2Epdf&parent=%2Fsites%2FVHAOPCC%2FWH%2DImplementation%2FEmployee%5FWH%5FDomain





Food for Employees 
VA Financial Policies and Procedures (December 2010 Awards, Ceremonies, Food or Refreshments, 
Volume II – Chapter 4) prohibit expenditure of appropriated funds to food or refreshments unless 
expressly allowed in a legal authority. Veterans Canteen Service Promotional funds may, in some cases 
be used for cooking demonstrations. Check with your VCS and leadership team on how promotional 
funds may be able to be used.  
 
Gym Memberships for Employees 
VA Handbook 5007 recognizes incentives such as Recruitment, Relocation, and Retention incentives as 
the only appropriate incentives to be paid to VA employees.  In addition to VA Handbook 5007, these 
incentives are administered under 5 U.S.C. 5753 – 5754 and 5 CFR part 575, subparts A, B, and C. Gym 
memberships as incentives would not be appropriate both under legal and policy guidelines. 
 
Gym memberships can be purchased in the name of the agency and signed out to employees. It is 
incumbent upon the facility to monitor facility use and cancel an employee’s membership for non-use. 
Cash and cash equivalent awards (e.g., gift cards, gift certificates and savings bonds) are always taxable. 
This includes membership at gyms or health clubs.  


 


Employees are eligible for discounts to fitness facilities through their Federal Health Benefits.  
 
For a federal agency to purchase fitness club memberships directly they would need to follow the 
guidance provided in 5 U.S.C. §7901 and the Comptroller General's Decision, B-240371, January 18, 
1991. Comptroller General’s Decision on VA paying for employee gym memberships: This decision states 
that the prohibition in 5 U.S.C. §5946 against the use of appropriated funds to pay membership dues of 
Federal employees does not prohibit a federal agency from using appropriated funds to purchase access 
for its employees to a private fitness center's exercise facility. Decisions regarding funding depend upon 
budget, employee needs, and agency mission.  Memberships would need to be purchased in the name 
of the agency, not in the name of the individual employee. Government procurement guidelines must 
be followed when contracting with private fitness facilities to provide access for employees; for 
example, the YMCA could not be considered a sole source, but would have to compete with other 
fitness providers. The agency would need to choose basic membership packages and avoid deluxe 
package options. The agency would need to monitor the facility and the employees' use of 
memberships. And health club memberships provided to employees are considered a taxable fringe 
benefit. There are a lot of rules associated with purchasing fitness club memberships directly. The work 
and the cost involved need to be balanced against the needs of the facility.  
 
Paying Fitness Instructors and/or CIH Providers (VA Employees and non-VA Employees) 
In support of employee well-being, in general, a VA employee cannot be the instructor/provider of well-
being services for other employees and get paid to do so. Rather, an employee may volunteer their time 
if they have the appropriate training, credentials and scope to offer the well-being service and the time 
to offer is approved by their supervisor. 
 
You can only pay VA employees for providing well-being activities if the head of contracting writes a 
justification. The Federal Acquisition Regulation (FAR) does have explicit directions on how to do that. It 
doesn’t matter if the staff person is working outside of their normal tour, during lunch or after hours. It 
doesn’t matter if the staff person is only part-time.    
 







The reason we cannot pay an employee to provide a service (unless exemption is approved) is that it 
presents a conflict of interest. An employee has an unfair competitive advantage because the employee 
has proprietary information not aware to the public and may have source selection information. 
However, with proper approval a contract can be awarded to a Government Employee. However, it 
would be difficult to justify a compelling enough reason to request approval for a contract to be 
awarded to an employee since these services could easily be obtained in the public sector.  
 
Please see the resources below from which this conclusion was drawn:  
According to the Federal Acquisition Regulation Part 3. Subpart 3.6:   
https://www.acquisition.gov/?q=browsefar  
https://www.acquisition.gov/far/html/Subpart%203_6.html#wp1076696  
 
Subpart 3.6—Contracts with Government Employees or Organizations Owned or Controlled by Them  
3.601 Policy.  
(a) Except as specified in 3.602, a contracting officer shall not knowingly award a contract to a 
Government employee or to a business concern or other organization owned or substantially owned or 
controlled by one or more Government employees. This policy is intended to avoid any conflict of 
interest that might arise between the employees’ interests and their Government duties, and to avoid 
the appearance of favoritism or preferential treatment by the Government toward its employees.   
  
(b) For purposes of this subpart, special Government employees (as defined in 18 U.S.C. 202) performing 
services as experts, advisors, or consultants, or as members of advisory committees, are not considered 
Government employees unless—   


(1) The contract arises directly out of the individual’s activity as a special Government employee;  
(2) In the individual’s capacity as a special Government employee, the individual is in a position to 
influence the award of the contract; or  
(3) Another conflict of interest is determined to exist.  


  
3.602 Exceptions.  
The agency head, or a designee not below the level of the head of the contracting activity, may 
authorize an exception to the policy in 3.601 only if there is a most compelling reason to do so, such as 
when the Government’s needs cannot reasonably be otherwise met.   
  
3.603 Responsibilities of the contracting officer.  
(a) Before awarding a contract, the contracting officer shall obtain an authorization under 3.602 if—   


(1) The contracting officer knows, or has reason to believe, that a prospective contractor is one to 
which award is otherwise prohibited under 3.601; and   
(2) There is a most compelling reason to make an award to that prospective contractor.  


(b) The contracting officer shall comply with the requirements and guidance in Subpart 9.5 before 
awarding a contract to an organization owned or substantially owned or controlled by Government 
employees.   
  
Further Guidance explaining the conflict of interest:  
9.505 General rules.  
The general rules in 9.505-1 through 9.505-4 prescribe limitations on contracting as the means of 
avoiding, neutralizing, or mitigating organizational conflicts of interest that might otherwise exist in the 
stated situations. Some illustrative examples are provided in 9.508. Conflicts may arise in situations not 
expressly covered in this section 9.505 or in the examples in 9.508. Each individual contracting situation 



https://www.acquisition.gov/?q=browsefar

https://www.acquisition.gov/far/html/Subpart%203_6.html#wp1076696

https://www.acquisition.gov/far/html/Subpart%203_6.html#wp1076696

http://uscode.house.gov/uscode-cgi/fastweb.exe?getdoc+uscview+t17t20+160+141++%2818%29%20%25

https://www.acquisition.gov/far/html/Subpart%203_6.html#wp1076690

https://www.acquisition.gov/far/html/Subpart%203_6.html#wp1076696

https://www.acquisition.gov/far/html/Subpart%203_6.html#wp1076690

https://www.acquisition.gov/far/html/Subpart%209_5.html#wp1078823

https://www.acquisition.gov/far/html/Subpart%209_5.html#wp1078860

https://www.acquisition.gov/far/html/Subpart%209_5.html#wp1078879

https://www.acquisition.gov/far/html/Subpart%209_5.html#wp1078910

https://www.acquisition.gov/far/html/Subpart%209_5.html#wp1078854

https://www.acquisition.gov/far/html/Subpart%209_5.html#wp1078910





should be examined on the basis of its particular facts and the nature of the proposed contract. The 
exercise of common sense, good judgment, and sound discretion is required in both the decision on 
whether a significant potential conflict exists and, if it does, the development of an appropriate means 
for resolving it. The two underlying principles are—   
(a) Preventing the existence of conflicting roles that might bias a contractor’s judgment; and  
(b) Preventing unfair competitive advantage. In addition to the other situations described in this 
subpart, an unfair competitive advantage exists where a contractor competing for award of any Federal 
contract possesses—  


(1) Proprietary information that was obtained from a Government official without proper 
authorization; or  
(2) Source selection information (as defined in 2.101) that is relevant to the contract but is not 
available to all competitors, and such information would assist that contractor in obtaining the 
contract.   


  
“Source selection information” means any information that is prepared for use by an agency for the 
purpose of evaluating a bid or proposal to enter into an agency procurement contract, if that 
information has not been previously made available to the public or disclosed publicly.  
A VA employee cannot receive payment for teaching fitness classes, even if it is during their non-duty 
time, and even if they are only part time. The same guidance applies to both micro purchases or through 
contracting.  
 
The only exception is FAR 3.602.  The HCA can make an exception if the contracted service is not 
available otherwise.  
 
Instructors/Providers who are non-VA Employees 
Instructors/providers can be paid by a purchase card; if the cost is under the authorized limit, if the 
instructor/provider is vendorized and able to accept purchase card payments, and if it is not a recurring 
need. If your program is paying the instructor, he/she needs to be vendorized (that is where your 
acquisitions staff can help you with the details). The instructor/provider must be willing and able to 
accept purchase card payments. This approach can only be used for a singular requirement.  If it is a 
recurring need then a contract is required.   
 
If staff is paying the instructor/provider directly, you will need to talk to your leadership to make sure 
this is all right with them. Sometimes there is a requirement for a “sharing or space” agreement. If the 
person is getting paid on government property, the government has a right to recoup cost of overhead. 
The Canteen Service is usually involved with outside vendors such as instructors---similar to a farmer’s 
market arrangement. If you have an Employee Association, they can be a very helpful conduit for 
payment.  
 
An outside instructor/provider must go through the normal vetting process. How did she/he get 
chosen?  Was it a fair and equitable selection process in line with FAR regulations. This is where your 
acquisition staff and/or lawyers should weigh in. 



https://www.acquisition.gov/far/html/Subpart%202_1.html#wp1145508
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