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How to Plan a Successful
Physio/Massage Event



Planning the Event:

To ensure a smooth running event, you will need to know:

* How many people will be receiving a treatment?

» How long do you want the treatment sessions to be? (10, 15, 20, or 30 minutes)
» What is your budget?

o What are the date and times you prefer?

» Where will the treatments take place? Conference room, empty office, break out space?

This will help calculate how much time (total hours) will be needed, the number of
therapists required, and the total cost to your company.

How to Organise the Event:

How you set up the event will depend on the size of your company, your specific company
needs, and your preferences as the coordinator.

Using Sign Up Sheets

» Some clients find a paper sign up sheet or an online sign up sheet, such as Google sheets,
useful.

» Works well for both small and large events

» Employees can either sign-up before the event or on the day of

Advantages of this approach: Disadvantages of this approach:

Employees know when their appointment If an employee gets stuck on a phone call
is —there is no wasted time waiting or in a meeting, they may end up missing
around. their appointment.

)

How to Plan a Successful Onsite Event \\_‘: T |n| ine
< '

THERAFIES



First Come, First Served

» Works well for larger events such as health fayres, holiday parties, or company wellness
events

» Employees show up whenever they like and wait in line to receive treatment

Advantages of this approach: Disadvantages of this approach:

There are no appointment times - so At times, the line for treatments can be
employees do not need to worry about quite long. Solution: the therapists can

missing their appointment. adjust the length of the treatments
depending on demand.

The Day of the Event:

You will have designated someone in
your office to be the contact person.
The contact person will be the person
whom the therapist(s) will report to.
Having a backup contact personis a ala
good idea.

(What will the contact person need to do?)

» Greet the therapist(s) and accompany her/him to the treatment space.
* Print the sign-up sheet and give a copy to the therapist(s).
« Print and post a door sign outside the treatment room (if applicable).

 Provide any additional information such as where the restrooms are, where the break
room is, and how to reach her/him if they should need anything, to the therapist(s).

The therapist(s) will arrive shortly before the start time to set up, and will only need
5 minutes to prepare.
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Further Thoughts:
Some have called the treatment space a name such as:

Zen Zone Chill Room Shhh Room Escape Room

Or use themed days such as:

Wellness Wednesdays Wellness in the Workplace Massage Mondays

Companies have used the event to also provide their staff with handouts on self-care,
stretching, and breathing exercises.

Many clients will provide water and snacks for their employees. Sometimes this is set up in
the treatment space.

Frequently Asked Questions

1. How long should the treatments be?

The length of a treatment is up to you. Typically, treatments are booked for 15 or 20-minutes
per person, so 3-4 people are seen per hour. (10 and 30-minute treatment sessions can also
be accommodated)

2. Where is the best place for the treatments to take place?

The space required for a treatment is from 2 metres x 2 metres. Many clients prefer a quiet
area, though treatments can take place in an open area if needed.

3. What do the therapists provide?

Therapists provide everything needed for the event, including a massage chair and all
cleaning and sanitising supplies. A small speaker can be used to play music quietly if the
company feels this is suitable for the area.
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Additional things you will want to do once the event is confirmed:

Please provide InLine Therapies with the following information:

e Parking information for the therapists

e Any specific information the therapists might need on the day of the event. For

example, do they need to check in with security first? Do they need to meet you in
the lobby or go straight to your floor?

e The name and phone number of the contact person for the day of the event (and a
back up person just in case required)

Useful Tips

If this is an event where you are providing snacks and drinks for your employees, you may
wish to set this up before treatments begin.

Estimating the number of people who will be receiving a treatment can be challenging if you
work for a large company - it can be difficult to estimate the number of people who will want
a treatment and to know how many people will be in the office that day.

Even my regular clients who have monthly or quarterly treatment appointments still struggle
with this problem. Clients have found a good solution is to overestimate the number then if
there are open slots, some employees can go twice or can lengthen the time of each
treatment. If you find that you have underestimated the number of hours required, we can
shorten the treatments to fit the amount of time arranged.

Be sure your employees know about the event, how to sign up, and where it will be. Email is
usually the best way to let employees know about your event, or using an announcement
flyer in a commonly used area. A reminder email sent to staff on the day before your event
is really useful.

It's a good idea to reserve the room to be used 30 minutes before the start and 30 minutes
at the end of the event to allow for set up and break down.

Hiring a local treatment company means they will know their therapists well and
can ensure you have the right therapist(s) for your event. Unfortunately, many of the large

national app-based businesses assign therapists based on availability and not for the
specific skills and expertise needed for your event. This can be hit or miss!

Thank you for supporting a local business!
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