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This manual provides specific information about the Lambirght Intramural Sports Center Policies and Procedures. While every attempt has been made to list accurate information, changes are sometimes necessary to afford patrons the highest quality of service.  Please consult flyers, bulletin boards and online sites for the most current information. Information concerning our Intramural Sports Program may be found at http://ezleagues.ezfacility.com/default.aspx?facility_id=438 or by contacting the Lambright Intramural Center.  Our facility information may be found at http://www.latech.edu/students/recreation/.
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CAMPUS RECREATION MISSION STATEMENT

The function of the Intramural Department is to encourage the entire student body to participate in organized sports and to encourage participation in wholesome active recreation.  The Intramural Department will provide facilities for such competition and will foster a spirit of fair play and sportsmanship among participants and spectators. This program shall exist for the sole purpose to provide an athletic avenue for Louisiana Tech students, faculty, and staff to participate in sport competition. 

CAMPUS RECREATION OVERVIEW

The Campus Recreation Department is dedicated to providing students, faculty, and staff, and community individuals an avenue to become involved in recreational activities, regardless of age, gender, handicap, skill level, or past experience. There is a place for you here in the Campus Recreation Department. We offer many quality programs and services to assist individuals with developing a lifetime interest in recreational leisure time activities. The Lambright Intramural Sports Center provides the opportunity for members to engage in many quality activities. Participants may choose from individual or group activities as well as male, female, and Co-Rec activities that are organized at various levels. 

Lambright Intramural Sports Center Professional Staff

Bobby Dowling – Director, Campus Recreation

Office: LISC Room 162

Phone: (318) 257-4634

Email: bdowling@latech.edu
Chad Spruell – Coordinator, Fitness and Wellness

Office: LISC Room 160

Phone: (318) 257-4634

Email: cbs022@latech.edu

Chris Pisciotta - Coordinator, Facilities and Member Services

Office: LISC Room 158   

Phone: (318) 257-4634

Email: eljefe@latech.edu

Paulette Crawford – Coordinator, Aquatics and Outdoor Recreation

Office: LISC Room 159

Phone: (318) 257-4634

Email: paulette@latech.edu

Emily Essex – Coordinator, Intramurals and Club Sports

Office: LISC Room 157

Phone: (318) 257-4634

Email: Emily@latech.edu
Les Sistrunk – Coordinator, Bowling Services

Office: LISC 155

Phone: (318) 257-4634

Email: lessistrunk@yahoo.com 

Jeff Johnson – Massage Therapy

Office: LISC 161

Phone: (318) 257-4634

Email: smalltown2233@yahoo.com

Graduate and Student Assistants

Andrew Britt 

Erica Taylor

Shane Gilliam

Jesus Arevalo

Coordinator of Facilities and Member Services 

Office Hours: 8:00am-10:00am, 3:00pm-5:00pm M-F
Office Location: LISC Room 158

Phone: (318) 257-4634

Email: eljefe@latech.edu
Welcome to Campus Recreation Services
Welcome to the Lambright Intramural Sports Center and Campus Recreation Department.  Our goal in the Campus Recreation department is to provide Louisiana Tech University and the community with the opportunity to participate in recreational activities in a safe and enjoyable manner.  As a Student Staff member of our department, you are a vital part of our mission.  Your primary duty is to serve the students and members of our diverse community and provide a safe, fun, and professional environment in which to participate.  The example that you set, the manner in which you serve our members, how you confront challenges, and the way you offer assistance will contribute greatly to the services provided by the Campus Recreation Department.  As a member of our Student Staff, it is expected that you present yourself in a professional and confident manner in accordance with the rules and policies of our department. 

This handbook has been compiled for the purpose of familiarizing Student Staff to the functions of the Lambright Intramural Sports Center.  This manual also serves to define job responsibility, organize relevant policy and procedural information in regards to student employees, and to assist Student Staff members in implementing a consistent approach to member service.  

Prior to assuming your job responsibilities, you must thoroughly understand the material in this manual.  To maintain effective and consistent administration, adherence to this manual is mandatory.  Should questions concerning policy and or procedure arise, immediate consultation with the Professional Staff should be sought.  

It is the Student Staff members of the Lambright that form the foundation of the Campus Recreation Department.  Your position is very important to this department and to the university.  When you perform your duties effectively, you will find your work a rewarding and enjoyable experience.  It is your interaction with the patrons and your attention to details that will make this facility and its programs a success.  

**All information contained herein may be subject to change.  Please contact the Campus Recreation Department with questions, comments, or concerns.  This manual is intended to provide basic information with as much detail as possible.  However, all situations, scenarios, or questions cannot be addressed in one inclusive handbook.  The Campus Recreation Department is not limited to only the information outlined within this document.  Please note that publications may not reflect current changes within the department.  The Campus Recreation Department shall operate within the spirit of this handbook and any interpretation of its contents are subject to clarification at a later date.**  


Campus Recreation Policies and Procedures

CONDUCT & PARTICIPATION 

· Campus Recreation policies are designed for the protection of members, employee, and facilities.

· Campus Recreation patrons are of all ages; including children.  Appropriate language is expected.  All patrons should be mindful and respectful of others around them.

· Patrons may not interfere with employee duties, use obscene language, or engage in verbal or physical abuse of employees or other patrons.

· Patrons must observe all posted signs and verbal directions provided by Campus Recreation Staff.

· Use of drug, alcohol, and tobacco products are not permitted at campus recreation facilities or program venues.  Attendees or participants identified as impaired will be removed from campus recreation and program facilities for a period of time as determined by Coordinator of Facilities.

· Attempts to use another members’ ID or provide a member ID for another’s use violates university regulations.  Consequences of ID violation may result in confiscation of the ID and suspension from campus recreation facilities and or program participation.

· Use of Campus Recreation facilities for personal gain violates university policy relating to facilities, services, and solicitation and is prohibited at all program venues.

· No pets, bikes, cleats, skateboards, rollerblades, marking shoes, or other devices that may cause damage to members or facility property.

· Individuals 14 years and younger must be accompanied and supervised by a responsible adult in all areas of the facility.

· For sanitation and safety reasons, and to protect the facility and equipment, patrons are required to wear clothing appropriate to the activity area.  

· Baby strollers and carriers are not allowed in activity areas or non-credit activity or fitness classes.

· Campus recreation staff reserves the right to ask patrons to leave or deny entry into the LISC facility or program access for any reasonable rule violation.  Violations require individuals to meet with campus recreation staff prior to further facility access or participation.  Staff may also refer students to Judicial Affairs for further investigation and discipline.

· Situations or circumstances not covered in this handbook will be addressed and resolved by Campus Recreation staff.

Entry/Exiting Procedures
All members, visitors, and student employees of the Lambright Sports Center must enter through the front entrance or other designated entrance areas. Using the emergency exits will result in alarms sounding.  Unnecessary use of emergency exit doors will result in suspension from the facility. The staff’s entrance is off limits to any member or student employee.

Assumption of Risk

Members participate at their own risk.  Louisiana Tech University and Campus Recreation are not responsible for financial costs related to health services resulting from illness or injury incurred during use of campus recreation facilities or participation in program activities.  It is recommended that members secure insurance coverage prior to participating in Campus Recreation activities or programs.  Participants in high-risk activity classes or programs are required to sign Assumption of Risk Agreements regarding that particular program or activity.  Minors must have parental and departmental consent to participate.  Al non-member minors in activity classes must have a parent or legal guardian sign a waiver prior to participation.

Photography

Prior permission from campus recreation staff must be obtained prior to the photography of any campus recreation activities, programs, or participants.

Identification

Verification of Campus Recreation membership shall be required to use facilities and or to participate in Campus Recreation programs.

LISC

· Campus Recreation membership is required to use the LISC and M.S. Carroll Natatorium.

· A valid Louisiana Tech University ID or Membership ID is required at the Service Desk to enter the facility.

· You must be able to produce a valid Membership ID upon request for readmission into the facility.

· Daily guest passes are valid for admission and re-admission throughout the indicated date of the pass.

Intramurals 

· All participants must meet eligibility guidelines as stated within the Intramural Handbook and present a valid Louisiana Tech University ID prior to participation in the Intramural Sports Program.

· See Intramural Sports Handbook for details.

Food and Drink

· Food is NOT permitted to be brought into the LISC.  

· Beverages in non-glass spill proof containers are permitted in the snack area (located between the Spin Studio and Ping Pong tables) only.

· LISC Staff shall determine if containers meet acceptable standards

· Water only is allowed in the Fitness Center. 

· Water only is allowed in the Blue or Red Gyms ONLY during Intramural Sports events.

· LISC Staff reserves the right to remove any beverage or food item at any time. 

Equipment Check Out/In

· Day use equipment is available for check out with valid LISC Membership ID.  Day use equipment must be returned by LISC closing time on the same day it was rented in order to avoid replacement charge.

· Some equipment is available for multiple day use.  Multiple day use equipment should be reserved in advance and returned on a specified due date to avoid replacement charges or the revocation of equipment use privileges.

· Lost, missing, or damaged LISC equipment or property may result in replacement charges or suspension of LISC facility use or program participation dependent upon circumstances.  Campus Recreation staff will address and resolve each situation as it arises.

· Members are not allowed to bring their own basketballs, volleyballs, soccer balls, or footballs.

Lost, Damaged, or Stolen Items

· LISC is not responsible for patron’s lost, damaged, or stolen personal items.  Individuals must report stolen items to LTPD.

· Information regarding member’s lost/found items is not provided via phone.  Inquiries must be made in person at the LISC to Campus Recreation Staff.

· Personal hygiene products such as cleansing products, hair care products, razors, washcloths (not LISC owned), etc. shall be disposed of immediately due to sanitary reasons.

· Misplaced Louisiana Tech University ID cards will be returned to Tech Express on a weekly basis.

· Residence Hall and University keys are returned to the Housing Office on a weekly basis.

· Items such as textbooks, clothing, footwear, sport gear, etc. are secured at the LISC. 

· Unclaimed items are disposed of according to approved University procedures following finals week each quarter.

Bulletin Boards and Media Center

· Posting of any flyer or advertisement in the LISC facility is to be approved by the Coordinator of Facilities.  Postings of flyers are only allowed on Campus Recreation approved surfaces.  

· All advertisements must be stamped by Housing and approved by the Campus Recreation Staff.

· Obscene materials or those promoting illegal activity, drug, or alcohol use will not be approved for posting. 

Lobby Media racks are reserved for LISC publications only
Facility Reservations

LISC

· Requests must be submitted 14 days prior to the date of requested event.

· Requests made after 14 days prior are accommodated when possible and are subject to refusal of facility request.  

· Requests must be submitted on the Facilities Request form, which may be obtained from the Coordinator of Facilities. Outdoor facilities must be reserved in the same manner as all other Campus Recreation facilities.

· Changes to approved requests are to be submitted to the Coordinator of Facilities at least 5 business days in advance.  Requests made less than five business days will be accommodated if possible.

· Notice of cancellation must be received at least 5 business days prior to the event.  Employee costs, rental, and other fees may be assessed if cancellation is received less than 5 business days prior to event. 

· The Campus Recreation staff reserves the right to move an event to another venue if necessary.

· Concessions are permitted to be sold or served only upon permission from the Director of Campus Recreation.  

Early Access and Extended Hours

· Requests requiring access to the building beyond standard operation hours must be made 14 days prior to the event. 

· Fees may be assessed for special access in order to cover employee, operating, or other expenses incurred by Campus Recreation.

· An overtime fee may be assessed per hour in which an event runs over its allotted and reserved time.

Cancellations 

· Cancellations must be relayed to the LISC staff immediately. 

· Charges may be assessed if necessary based upon the notice of cancellation.

LAMBRIGHT INTRAMURAL SPORTS CENTER

Memberships / Eligibility / Family Recreation 

Membership is required to use the Lambright Sports Center. Membership privileges include use of all LISC activity areas, towel service, locker use, group fitness classes, and other available programs and activities.  
· Currently enrolled Louisiana Tech University student’s memberships are included in their student fees.

· Alumni, Faculty and Staff, Family, Spousal and Community memberships are available from the LISC.

· Special membership may be granted to Civil Servants such as police, active military, fire department, and Lincoln Parish Correctional officers.  These memberships are extended to the individual ONLY.  All other family members must purchase a membership through one of the membership packages as outlined.
· Membership to the LISC includes the M.S. Carroll Natatorium Pool.
· Refer to Membership Packages for details and pricing.
Daily Guest Passes

· LISC members may sponsor guests to the LISC and Natatorium for $10.00 per guest pass.

· Guest pass privileges include the use of the LISC, group fitness classes, and the Natatorium.

· Guest passes are valid through the date of purchase only.

· Sponsors are responsible for their guests’ adherence to the Policies and Procedures of Campus Recreation.

· Sponsors are responsible for their guests’ conduct, checked out equipment, lost, damaged, or stolen equipment.
· Guest passes may be revoked by Campus Recreation staff at any time.
Louisiana Tech University Golf Course

· See Membership Packages for details.

· Do not have to be a member of the LISC for Golf Course Membership.

Payment Methods

Cash, Check, Visa, MasterCard, Payroll Deduction (Faculty and Staff only), and Bank Draft 

Refunds

All refund requests must be made to the Director of Campus Recreation.

Activity Areas

· For safety and facility purposes, appropriate sport or exercise clothing and footwear is required at all times.

· Jeans, zippers, belts, snaps, metal studs, and other materials on clothing that may damage equipment, upholstery, flooring, or others are not permitted.

· Closed toe, closed heel, non-marking athletic shoes are required in the LISC.

· Stereo equipment in activity areas must be operated by staff or with permission only.

· Facility space is available for student use when not reserved for scheduled programming, class, or other scheduled activities.

· Baby strollers or carriers are not allowed in group exercise classes or in the fitness area.

Activity Area Age Restrictions

	Fitness/Wellness Room, Spin Studio 


	14 years and older

	Aerobics Room, Group Exercise Court, Racquetball Courts
	Participants under 14 years old must have parental supervision. Participants over 14 years of age must have parental consent. All participants must sign waivers under 18 years of age.

	Locker Rooms, sauna, steam room
	Youth 6 years and older must use gender appropriate locker rooms.  Children under 14 years of age must be accompanied at all times in the sauna or steam room.

	Pool
	Children must be able to swim 25 yards to the lifeguard’s satisfaction or be accompanied by and adult swimmer within an arms reach while using the pool. Children under 12 years of age must be accompanied by and adult who remains in the facility.

	Bowling Lanes
	Participants under 6 years old are not allowed to bowl.  All participants under 18 years of age must be accompanied by a parent or guardian.

	Paint Ball Arena
	Participants under 12 years of age are not allowed to participate.  All participants under 18 years of age must be accompanied by a parent or guardian.


Red Gym and Blue Gym

· Open to student participation 

· First come first serve basis

· Pick up games are player regulated

· Courts may be reserved for student organization functions and Intramural Sports

· Volleyball nets may be set up upon request

· Badminton nets may be set up upon request

Racquetball Courts

· Racquetball Courts are available for open use

· No reservations are necessary

· Non-marking shoes only

· Children under 14 must be supervised

· Appropriate attire and eye protection must be worn at all times

Free Weight and Cardio Area

· Chalk is not allowed

· Collars on weights are required

· Equipment must remain in designated weight room area

· Equipment may not be modified at any time

· Do not drop weights on wooden platforms

· Use a weight room student employee for spotting or equipment assistance

· Be courteous: allow members to work out between your sets

· Keep all equipment; physio balls, weights, medicine balls, etc in the appropriate area

· Return equipment to its original location after use

· There is a 45-minute time limit on equipment when there are other members waiting

· Use treadmill safety clips 
Spin Studio
· Spin bikes are for use only during scheduled classes

· Lead bike is for instructors only
· Sanitize bike after use

· Use shoe clips properly to avoid the possibility of injury

Aerobics Studio

· Non-marking shoes only
· No food or drinks other than water in spill-proof containers
· Sanitize mats after use
· Do not remove equipment from the Studio
· All stereo/audio equipment must be operated by staff only
Track

· Runners and Walkers only

· Run on inside

· Walk on outside

· No more than two abreast

Sauna and Steam Room

· Do not adjust settings – request staff for assistance

· Limit your time to reduce exposure

· Must be clothed in at least a towel while using the Sauna or Steam Room

Swimming Pool

· Children under 12 years of age must be accompanied by and adult who remains in the facility

· Diving is not allowed in the shallow ends

· Appropriate swimsuits are required.  Cut offs are not allowed.

· T-shirts are not allowed

· Dangerous activities such as fighting, running, wrestling, etc are not allowed

· Only US Coast Guard approved devices are allowed to be used in the pool

· Patrons with communicable diseases or open sores are not allowed in the pool

· Spitting, blowing ones nose, urination, or other intentional acts, which expose others to bodily fluids, are not allowed

· 1 person on diving boards at a time

· Appropriate decorum must be observed on the Sun Bathing Deck

· No offensive behavior will be permitted

· Photography is not allowed without permission from the Coordinator of 


Aquatics or the Director of Campus Recreation
· Gum is not allowed

· Food may be permitted by Coordinator of Aquatics only

· The handicapped access should be kept free for those who need it

· No hanging on lane lines

· No recreational swimming in the lap swim area

· Swim equipment closed is for class use only

· A swim test is required for all minors wishing to use the diving boards or swim in the deep end

· Equipment for public use may be checked out at front desk

Observe Lifeguard instructions at all times

Swimming pool members are equally responsible for controlling the spread of microorganisms that cause waterborne disease.  Please conform to the following in order to prevent illness:

· Do not swallow pool water

· Shower with soap prior to entry into the pool

· Immediately report fecal or urinary contamination to staff 

Lockers
· Lockers are available to all LISC Members.  Lockers must be registered at the Service Desk each quarter.  

· Locker registrations expire at the end of each quarter.

· Lockers are no extra charge to LISC Members.
Campus Recreation is not responsible for lost, stolen, or damaged items.  Do not leave valuables unsecured.

Outdoor Facilities

· Outdoor activity areas are available for use when not reserved for scheduled programming

· The outdoor areas are intended to be used by Louisiana Tech University students, employees, LISC Members, and their guests.

· Outdoor facilities are open during normal LISC hours.

· Requests for lights are to be made to the service desk.

· Glass containers are not permitted.

· Fields may be deemed unusable by Campus Recreation Staff and will not be available for use.

· Alcohol, tobacco, or illegal drugs are not allowed on outdoor facilities; see University Student Handbook for Louisiana Tech University Alcohol and Drug Policy. 
Personal Training Program 

How to Obtain a Personal Trainer

Contact Fitness & Wellness Coordinator or Graduate Assistants @ 257-4634.
Personal Trainer business cards can be picked up at the Front Desk.
Personal Training Description

Personal training is meant to educate and motivate those wanting to lose weight, build healthy muscle mass, improve strength, and increase endurance, flexibility and balance. Personal training programs are developed for individual needs and are based on existing conditions in order to achieve maximum results.

Features

· Learn proper technique for maximum results

· Learn tips for self motivation

· Learn how your body reacts to different exercises

· Learn to maximize your nutrition

· Individualized programs

· Professional and certified trainers

Personal Training Sessions (per hour)

1 session-$35.00

2 or more sessions-$30.00

Personal Training Packages

12 sessions @ $300.00 ($25/hour)

18 sessions @ $450.00 ($25/hour)
Personal Trainer Guidelines

1. Job Summary 

· Provide clients with a safe and effective individualized exercise prescription that enables clients to achieve his/her desired goals.

2. Minimum Qualifications

· Current certifications in CPR, First Aid, and a Nationally recognized Personal Trainer Certification (i.e. AFAA, ACE, ACSM, NSCA, NASM, Cooper Institute)

· Must be able to perform a fitness assessment (Resting Heart Rate, Skinfold measurements, and a consultation)

3. Responsibilities

· Come prepared with proper attire for each session.

· Take responsibility for your sessions and your actions.

· Keep all certifications current.

· Arrive 10 minutes before meeting with each client

· Learn about LISC and have a basic working knowledge of the department, its programs, services, and facility.

· Assist in any special event as needed.

· Cell phones are prohibited!!

· Provide clients with safe and effective exercise programs.

· Get to know clients and give them full attention during each session.

· A personal trainer must accompany all clients under 14 years of age in the weight room.

· Attend all staff meetings and workshops that are deemed mandatory.

· Always display a positive attitude with clients.

· Apply current information on effective principles and safety techniques.

· Trainers are NOT permitted to conduct personal training services with any person other than a LISC client in a LISC facility.  This is not only unethical, but also ILLEGAL.  Trainers who violate this policy will be terminated IMMEDIATELY.  

Louisiana Tech Golf Course

Green Fee Rates

Tech Students (w/ID) $5.00

All Others                  $10.00

Membership Fee Rates

Tech Students  $60.00

All Others         $90.00

*Rates for Senior Club Members (60+) who play during the hours of 7:30am-
11:30am Monday thru Friday will include cart.

Cart Fees

-Up to 18 holes $10.00 per seat in a cart

-Groups will be asked to share carts

-Must have valid drivers license

-Anyone who rents a cart will be held responsible for any damage to course property and/or cart

Golf Course Student Employee

-Operation and maintenance of equipment

-Mowing of greens, fairways and tee boxes

-Change hole placements on greens

- Assist in any special event as needed

-Communicate problems with co-workers and Course Director

-Attend all staff meetings

-Operate cash register

-Proficient knowledge of golf

-Come prepared and on time for each shift

Massage Therapy

Individuals do not have to be a member of the LISC to schedule massage services.  All massage therapy appointments will be logged on EZ Facility operating system.  Individuals may reserve over the phone or come in and reserve the service.  A detailed price listing may be found in Membership Packages.  Please refer all questions concerning Massage Therapy to Jeff Johnson.

Club Sports

Club Sports are available to Louisiana Tech University students only.  Club Sports must meet specific criteria as set forth by their National Governing Body.  For details or questions concerning Club Sports, please contact Emily Essex at 318-257-4634.  For all other inquiries refer interested individuals to the Club Sports Handbook at: http://www.latech.edu/students/recreation/policies.shtml
Bowling Lanes

Bowling parties are held on Saturdays ONLY!!!  Bowling parties will have exclusive use of all 6 lanes.  There will be a bowling staff member on hand to assist the needs of the bowling party members.  Basic Bowling party information is as follows:

· Two time slots ONLY!  9:30am and 10:30am 

· $200 per party up to 30 bowlers

· We provide cake, drinks, cups, napkins, forks, plates, tables, and chairs

· Absolutely no deviation from the standard party is possible. 

· Must be older than 6 years of age to use the bowling lanes

· Contact the Bowling Lanes for further detailed information

Birthday Parties are held on Saturdays from 9:00AM until 10:30 AM or from 10:30 Am until 12:00 noon or on Fridays from 3:30 PM until 5:00 PM.  They are not held at any other times.

Cost of parties is $200.00.  This is the set price no matter how many attend up to 30 bowlers.  There are no variations.  Payment must be made 14 days prior to party.

A birthday cake with a bowling theme, squeeze it fruit drinks, vanilla ice cream and paper products will be provided.  When signing up party, workers must get first name for birthday person and what kind of cake is wanted.  EX: White cake with chocolate icing.

We will provide a student worker to monitor party and show children how to bowl.  This person will also serve cake and ice cream.

Student worker is responsible for ordering cake by Wednesday, getting drinks and paper goods here and getting here by 8:30 AM to monitor party.
Recognized groups on campus may reserve the bowling lanes for group parties.  We will start reserving the bowling lanes for groups October 1.

Cost will be $100.00 per hour.  Up to 30 bowlers may participate at one time.

Groups from off campus may reserve the bowling lanes also.  We will start reserving bowling lanes for these groups on October 1.  Cost will be $150.00 per hour.  Up to 30 bowlers may participate at one time.  Off campus groups must provide a liability insurance binder for $1,000,000.

Paint Ball Arena

1. Keep your barrel cover on at all times. Never remove it unless a referee has instructed you to do so, prior to the start of a game.

2. Keep your mask on. NEVER remove your mask on the field even if you have been eliminated. (There are still other people playing and may not notice your mask is off.)

3. Do not point your marker (Gun) at anyone when off the field. 

4. Do not alter a rental marker in any way they have been properly set up for you to use by trained individuals.

5. All markers must be chronographed before you are allowed to play, EVERY GAME. 

· (200-220 fps) for this arena due to the type of paintballs used. 

6.  When eliminated place your barrel cover over the end of your marker. Raise you marker over your head and go straight to the dead box. 

7. No use of foul or inappropriate language will be tolerated (This is a family sport.)

8. Listen to the referees they are there to help keep the game fair and keep you safe.

9. Failure to comply with any of these rules can result in sitting out a game to being asked to leave.

10. HAVE FUN!!!!!!!!!!

Lambright Intramural Center

Membership Packages and Information

Alumni and Community Memberships:

Membership entitles the member use of the Lambright Center, the Natatorium Pool, paintball, bowling lanes, and to participate in programs such as spin and group exercise classes.  There is a $35 Initiation Fee due for ALL Alumni and Community Memberships!!!

Tech alumni or individuals who have attended at least one class:

· Single Annual membership

$480 ($40/month bank draft)

· Couple Annual membership
$720 ($60/ month bank draft)

· Family Annual membership
$840 ($70/ month bank draft)
A $35 Initiation Fee will apply for all New Memberships

Community Memberships (Non-Tech affiliated):

· Single Annual membership

$720 ($60/ month bank draft)

· Couple Annual membership
$960 ($80/ month bank draft)

· Family Annual membership
$1200 ($100/ month bank draft)

A $35 Initiation Fee will apply for all New Memberships
*Must be at least 18 years old to purchase a single membership
**A family is considered two adults and up to three children greater than the age of 5.  If a family has more than three children, there is an additional $10 per month per additional child greater than 5 years of age.  Children must be 18 or under (or under 24 if attending another university) to qualify for family membership with their parents.  Otherwise individual membership fees may apply.  

How to become a member:

· Visit the Lambright Sports Center for membership plans and payment options

· You will then receive a memo to Tech Express authorizing your ID cards

· Take the memo to Tech Express office that is located in the Student Center facing Centennial Plaza Monday – Friday 8:00am – 4:00pm
*Lincoln Parish civil service entities ONLY: fire department, police department, correctional officer, active duty military, state, and federal officers ONLY!  Membership is free and appropriate paperwork must be completed at the Lambright Sports Center.  (Family members are required to join following other member guidelines)

Faculty/Staff Memberships:


12-Month Employees

· Individual
$120/year or $20/month for six months payroll 



deduction

· Couple
$240/year or $40/month for six months payroll 



deduction


9 Month employees

· Individual
$120/year or $30/month for four months payroll 


deduction

· Couple
$240/year or $60/month for four months payroll 


deduction

*Faculty/Staff children under 18 years old are free

Spouses and children of currently enrolled Louisiana Tech University Students receive a special discount and are to complete the appropriate paperwork at the 

Lambright Sports Center.


Spouse 

· $14 per quarter


Child


· $20 per quarter per child

Summer Membership:

[Pool only membership for summer months (June – August)]

Louisiana Tech Alumni or individuals who have attended Louisiana Tech:

· Single Membership

$90

· Family Membership

$200


Community Membership

· Single Membership

$150

· Family Membership

$270


Louisiana Tech Students

· Students who have graduated pay $45 for the quarter following their graduation.  After this time period expires they must sign up for Alumni memberships. 

· Tech students who attended in the Spring Quarter and will attend in the Fall Quarter will pay $75 for the Summer Quarter. 

Methods of Payment:

Cash, check, credit card (Visa and MasterCard for Alumni and Community Memberships ONLY; 2% credit card fees apply), payroll deduction (faculty/staff only), and bank draft (Community and Alumni Memberships only) payments are accepted.  Checks for Alumni and Community Memberships must be made out to “Louisiana Tech University Foundation”.  All other checks are to be made out to “Louisiana Tech University”.
Quarterly Memberships:

Louisiana Tech University Students:

La Tech students who are not currently enrolled in the current quarter may purchase a $75.00 quarterly membership provided that they are enrolled in the next quarter at Louisiana Tech University.  Make a copy of the individuals ID for our Temporary membership records.  Payment method is cash or check only!

Grambling Students:

Grambling students are only allowed SUMMER QUARTER memberships ONLY!!!

They must be currently enrolled in their summer session.

Payment method is cash or check only!
Louisiana Tech University Faculty/Staff:

A La Tech faculty or staff member who is currently a full one-year member may purchase a one-month membership for their spouse for $20.00.  If the spouse would like to purchase a six-month membership, the charge will be $60.00. Payment method is cash or check only!  Cannot use payroll deduction for specialty memberships!
Monthly Memberships:

Grambling Students:

CANNOT OFFER ANY GRAMBLING STUDENTS MONTHLY MEMBERSHIPS

Louisiana Tech University Students:

La Tech students who are not currently enrolled in the current quarter may purchase a $25.00 monthly membership provided that they are enrolled in the next quarter at Louisiana Tech University.  Make a copy of the individuals La Tech ID for our Temporary membership records.

Clergy:

All official clergy members and their spouses are eligible for membership under the Faculty and Staff membership policy.  Payment methods accepted are cash, check, and credit card only.

Swimming Pool Parties:
All rates are subject to change and depend on groups reserving the party.  Refer all Pool Party Inquiries to Paulette Crawford.


All other specialty membership requests must be authorized through the Coordinator of Member Services.  

Louisiana Tech Golf Course (LISC Membership not required):


Membership Fee Rates

· Tech Students  

$60.00

· All Others       

$90.00


Green Fee Rates

· Tech Students (w/ID) 
$5.00

· All Others                  
$10.00

*Rates for Senior Club Members (60+) who play during the hours of 7:30am-
11:30am Monday thru Friday will include cart.


Cart Fees

· Up to 18 holes $10.00 per seat in a cart

· Groups will be asked to share carts

· Must have valid drivers license

· Anyone who rents a cart will be held responsible for any damage to course property and/or cart

Massage therapy

Individuals do not have to be a member of the LISC to schedule massage services.  All massage therapy appointments will be logged in the EZ Facility operating system.  Individuals may reserve over the phone or come in and reserve the service.  Please refer all questions concerning Massage Therapy to Jeff Johnson.


Louisiana Tech University Students:

· 1.5 hour
$65.00

· 1.0 hour
$45.00

· 0.5 hour
$25.00


Non-Tech Students:

· 1.5 hour
$75.00

· 1.0 hour
$55.00

· 0.5 hour
$35.00

Personal Trainers:

How to Obtain a Personal Trainer

Contact Fitness & Wellness Coordinator or Graduate Assistants @ 257-4634.
Personal Trainer business cards can be picked up at the Service Desk.
Personal Training Description

Personal training is meant to educate and motivate those wanting to lose weight, build healthy muscle mass, improve strength, and increase endurance, flexibility and balance. Personal training programs are developed for individual needs and are based on existing conditions in order to achieve maximum results.

Features

· Learn proper technique for maximum results

· Learn tips for self motivation

· Learn how your body reacts to different exercises

· Learn to maximize your nutrition

· Individualized programs

· Professional and certified trainers


Personal Training Sessions (per hour)

· 1 session-$35.00

· 2 or more sessions-$30.00


Personal Training Packages

· 12 sessions @ $300.00 ($25/hour)

· 18 sessions @ $450.00 ($25/hour)
EMPLOYEE GUIDELINES 

and

POLICY OVERVIEW

General Building Policies

As a Campus Recreation Department Student Staff member you are required to manage and enforce Departmental policy as outlined in this and other policy handbooks.  

Entry/Exiting Procedures
All members, visitors, and student employees of the Lambright Sports Center must enter through the front entrance or other designated entrance areas. Using the emergency exits will result in alarms sounding.  Unnecessary use of emergency exit doors will result in suspension from the facility.  The rear entrance is off limits to any member or student employee.  Off duty student employees are required to enter through the front entrance and produce a valid ID card.  You are also expected to follow the same rules and guidelines as non-employee members.  

Personal Items

Personal balls, bicycles, and animals (with the exception of certified Service Animals) are not allowed into the facility.  However, skateboards, rollerblades, skates, scooters, and other types of personal equipment of similar nature are allowed but may only be used in Racquetball Courts numbers 9-12.  The Lambright Intramural Center’s Student Staff is not allowed to hold belongings for members.  Information regarding lockers is available at the Service Desk for their convenience.   

Food and Drink

No outside food or drink of any kind is allowed in the facility.  Alcohol and tobacco products are not permitted.  Spitting in the facility and in water fountains is not allowed.  Chewing gum is not allowed in facility.   

Phones

The Service Desk and Fitness/Wellness Desk phones are not for public or general use. 

Member Complaints

It is important that the Lambright Center student staff and the policies they uphold be respected at all times. Complaints may be handled properly by contacting a Service Desk Supervisor or Coordinator.  If one is not available, please have the individual fill out a complaint card at the Service Desk and then return the card to the Coordinator of Facilities and Member Services.

Student Code of Conduct

Lambright Sports Center members are expected to follow the rules and regulations of Louisiana Tech University.  All Lambright Center members are expected to be responsible, courteous, respectful, and safe at all times.  Members displaying disorderly conduct, use of foul language, abuse or misuse of the facility and/or its equipment will be subject to disciplinary procedures.  A full copy of the Student Handbook can be found at: www.latech.edu.  Non-student members or guests may be asked to leave and may lose their memberships. 

Program Registration

Registration for programs shall take place as instructed by hosting Coordinator. 

Intramural registration shall take place online at the Intramural Registration site: http://www.latech.edu/students/recreation/registration.shtml
Information on all other program registration shall be found in the Service Desk’s Program Binder.

Community and Alumni Members are not allowed to participate in Intramural Sports Programs.

Available Payment Methods

The Lambright Center accepts check or cash for all transactions other than memberships.  Credit cards (Visa and MasterCard) are accepted for the sale of Alumni and Community memberships only. Faculty and staff members are eligible for payroll deduction and Community and Alumni Members may choose bank draft options as well. 

Payment Locations

All transactions will be conducted through the appropriate program administrator or through authorized student staff.  Credit card sales shall be approved and authorized through the Coordinator of Member Services or their designated representative.  All guest pass transactions are to take place at the Service Desk and all money/checks shall be sealed in the guest pass envelopes and deposited into the Service Desk drop box.    

Equipment Desk Services 

Equipment must be checked out using the EZ Facility operating system.

Individuals who are guests must show guest pass and any equipment must be checked out to their sponsor.  There will be no exceptions to this policy.

· A variety of sports equipment is available for checkout.

· All equipment rentals are for day use only.  All checked-out equipment must be turned in before closing time the day it was checked out. 

· If equipment is lost or damaged, members will be charged for the lost or damaged item(s).  

Lockers 

Lockers are available to members free of charge.  They are rented quarterly or yearly.  Quarterly lockers expire the last day of class.  Annual lockers expire the week before classes begin for Fall Quarter.  Lockers must be reserved using EZ Facility operating system.  

Towels 

All towels must be checked-out using the EZ Facility operating system.  

Towels shall be collected on regular intervals from behind the Equipment Desk. The use of latex gloves is required to avoid contracting blood borne pathogens or other infectious diseases while collecting towels and loading towels into the washing machine.  If you have a latex allergy, please inform the Coordinator of Facilities and Member Services in order to make alternate arrangements.  

EZ Facilities Equipment Check Out and Check In

How to Check Out and In equipment:

1
Select “Contacts” from the menu tabs at the top of any EZ Facilities screen

2
Type in the individual’s name at the blinking cursor and select “Find”

3
Locate the individual’s profile and click on his or her last name

4
This will bring up their “Profile” screen.  At the top of the “Profile” select the 

“Equipment” tab (the last tab on the right)

5
“Select a Category” drop down menu has all available equipment 



categories

6
Highlight and select the equipment category that the individual wishes to 


check out

7
On the left hand side of this screen you will see all available equipment 


items for check out under that specific equipment category 

8
Select “Checkout” to issue that piece of equipment to the individual

9
Scroll to the bottom of the screen.  Look for that equipment in “Checked 


out Items”.  Then select “Update” button to save this equipment to 


the individual. 

10
If you do not see the equipment in the “Checked out Items” space, then 


repeat steps 7-9.

To Check In a returned piece of equipment:

1
Select “Equipment” from the menu tabs at the top of any EZ Facilities 


screen

2
Notice the blue highlighted “Return” column on the left.  Select “Return” to 


check in that piece of equipment from the individual listed in the 


“First Name” and “Last Name” columns

If at any time you have trouble checking out or in equipment, please find a Service Desk Supervisor or the Coordinator of Facilities and Member Services.  

STUDENT STAFF EXPECTATIONS

What We Expect From You 
· You are expected to meet all requirements of your position.  Service and Equipment Desk employees and Student Supervisors will find the position description on pages 54-58.  It is your responsibility to make sure you meet these requirements.  Please take the steps necessary to do so prior to beginning your employment with Campus Recreation. 

· You are expected to uphold departmental policy.  It is imperative you know and understand the rules and policies in this manual, along with any additional rules and policies that are necessary for your position.  If you do not know an answer, find out —never guess.  Consult the Program Binder for information to basic questions.  Maintaining consistent policies and the means in which we enforce those policies is a major key to good customer service. 

· You are expected to act professionally.  Acting professionally means knowing your job and its responsibilities, enforcing and upholding policy, wearing the prescribed uniform, and delivering quality customer service.  If you accomplish the above while at work, your efforts will assist our department in achieving its mission. 

· Have Fun!!  Recreation employment is meant to be fun.  We want your job with Campus Recreation to be fun.  If you are having fun and enjoying your work, it will show.  The more it shows, the more it will help others to enjoy their experience within the Lambright Center. 

What You Can Expect From Us 
Training 

· We will prepare you to be successful at your job.  It is the responsibility of the Professional Staff to make sure you have the job knowledge and training to perform the tasks we expect of you.  The Professional Staff will make every attempt to make sure you are prepared for all situations you may face during the course of your Student Staff employment. 

Tools 

· Every position in the department requires different tools and materials to adequately and efficiently carry out operations.  It is the job of the Professional Staff to provide you with those tools and materials.  The Professional Staff will make every attempt to make sure you have the materials you need to do your job during every shift. 

Support 

The Professional Staff will support each Student Staff member during the course of their employment here at the Lambright Center.  This means that you can expect staff members to respond positively to you.  As long as you conduct yourself in the proper and professional manner, and follow the guidelines and policies as detailed in this manual, you may count on the support of each Professional Staff member in our department. 
Before Your First Shift
Once you have been hired as a Student Staff member of Campus Recreation, there are a few items to consider prior to your first shift. 

Attend All Training Sessions 

· You will receive training beyond this manual.  There is additional training that will be required for each particular job.  Training is where you will learn all of the essentials that make up your position.  You are required to attend all trainings.  If there is a problem you must talk to your coordinator BEFORE the time of the training. 

Employee Policy Acknowledgement Contract
· By signing this contract you acknowledge that you have read and understand this manual and that you agree to follow all the guidelines outlined in it.  You must sign and return this form to your coordinator before your first shift.  The contract is found on page 63. 

Payroll

· All Student Staff members will have to be placed on payroll. If you have worked for Intramural Sports before or anywhere on campus, you will need to see the Coordinator of Facilities and Member Services in order to complete any necessary paperwork.

If you have not worked for the university before in any capacity, you will need to complete certification paperwork. You will complete all paperwork and then return it to your specific Coordinator.  Then they will send the paperwork into Financial Aid.  YOU WILL NOT BE ALLOWED TO WORK UNTIL YOU ARE CERTIFIED FOR CAMPUS EMPLOYMENT THROUGH THE FINANCIAL AID OFFICE. 

When you apply for employee certification, you will need to bring with you:

· Photo ID (driver’s license or student ID)

· Social Security Card or Birth Certificate

Your time will be kept through electronic clock in and out using the EZ Facility operating system.  At the end of each payroll period your time sheets will be available for you to review and sign.  Your checks will be mailed to your Coordinator for distribution.  If you have a dispute concerning hours worked, you will have to provide proof of those hours.  If you do not clock in or out on time, you will have to notify your Coordinator so your time may be corrected.  

EZ Facilities Time Clock in and out

How to clock in on EZ Facilities:

1
Go to www.ezfacilites.com
2
Select Member Login on the right hand side (outlined in black)

3
Enter your username and password

4
Select “Time Clock” from top of the screen menu tabs

5
Enter username and password

6
Click “Login”

7
You will see this page on the screen:
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8
Click “Clock In” above the Date and Time

9
You will see your time turn pink

10
Click “Exit Time Clock” above the Date and Time

11
To Clock Out, repeat steps 1-10 with the exception of selecting “Clock 


Out” tab above the Date and Time

If you forget to clock in or if your username and password doesn’t work, talk to your Coordinator to fix your time.

You must only clock in and out for yourself.  You cannot clock in for any other employee for any reason!  You will be subject to disciplinary actions.

CPR/AED & First Aid Certification 

Campus Recreation employees must be CPR/AED & First Aid Certified by the American Red Cross.  Classes will be offered through the Health Exercise Science Department for you to receive this certification. You must give your certification cards to your Coordinator who will make a copy and keep it on file.  You will be charged the initial fee but you will be paid while taking the class.  You may also choose to get your certification through an outside source.   

Work Schedules and Meetings

Student Staff members will be scheduled at the beginning of each quarter. You should turn in your quarter schedule as soon as you schedule classes.  Your schedule should indicate permanent weekly events in your schedule such as class, meetings, or any other conflicts.  You are expected to work your scheduled shift rather than finding frequent substitutes.  Students cannot work more than twenty (20) hours per week. The quarter schedule is expected to remain the same. Every effort will be made to accommodate your schedule.

There will be weekly Student Staff meetings.  If you are not able to attend the meeting, you must provide a 48-hour notice.  You may incur a disciplinary write up for missing training sessions or weekly meetings. 

Finding A Substitute 

When you need a substitute for a single shift, it is your responsibility to find one.  The shift is your responsibility until a sub is found.  If you cannot or do not find a substitute, you are expected to work the shift.  To find a substitute, fill out the Employee Substitution Form for your area.  These forms are found with your Coordinator. A copy of the Employee Substitution Form may be found on the following page. 

Both the person who is taking the shift and the person relinquishing must sign the form.  The substitution is not final until both parties have signed it and have been approved by your Coordinator.  Once it is signed, the shift becomes the responsibility of the substitute. 

Missing/Late/Leaving Early for Shifts 

If you do not complete a scheduled or substituted shift (or are 10 or more minutes late), you will receive a written warning.  Three written warnings will result in termination.  Only extreme emergencies, illnesses, or situations will be exempt. 

If someone does not show up for a shift, you should: 

· Check the substitution log to see if there is a scheduled substitute for that shift. Contact your Coordinator or an available Coordinator. 

· If additional assistance is needed, use the Nextel Radio located in the Coordinator of Intramurals office to contact your Coordinator

· Leave a message for your Coordinator detailing the incident. 
Student Staff Substitution Form

Name















Substitute’s Name











Time of Shift






Date of Shift




Area:
Service Desk

Fitness Desk

Group Exercise

Your Signature












Substitute’s Signature











Coordinator or GA’s Signature









Campus Recreation Department Uniforms and Dress Code

Student Staff Uniform Specifics

The dress code for Student Staff exists for the purpose to convey a professional atmosphere. All employees in the Campus Recreation Department are designated with a proper uniform shirt and dress code. Area specific uniform shirts are listed below:

· Lambright Service and Equipment Desk Staff- white Lambright Recreation t-shirt

· Wellness Area Staff- yellow dri-fit shirts

· Group Fitness Instructors- red dri-fit shirts

· Intramural Officials-official’s “zebra” stripes are to be worn while on duty.  See “Intramural Officials Manual” for Dress Code specifics.

· Intramural Supervisors- t-shirt will be specified by the Coordinator of Intramurals

· Professional Staff- black uniform polos or pullovers

· Graduate Assistants- black uniform polos or pullovers

· Golf Course Staff- oxford collared shirt sold in the Office only.

· M.S. Carroll Lifeguards- Women should wear a one-piece swimsuit, or a sport bikini. Men may wear swim trunks. All suits worn by both sexes should be marked to identify that you are a lifeguard. Wearing the designed t-shirts and sweatshirt are optional, due to temperature variations on the pool deck and lobby. No flip-flops on the deck.

Campus Recreation Student Staff Shirt

You will be issued one shirt and it must be worn each time you work.  If you work one full school year (Fall through Spring quarter), the shirt is yours to keep.  If you do not work one full school year for any reason, the shirt must be returned to Campus Recreation Services in good condition.  If the shirt is not returned or is not in good condition, you will be charged for its replacement.  If you would like to purchase additional shirts, orders can be placed with your Coordinator.  You will be charged for additional shirts.  Shirts shall be worn tucked in at all times. Sweatshirts may be worn, but they must advertise Louisiana Tech University. 

Name Tags

Service and Equipment Desk employees will be issued a nametag by the Coordinator of Facilities and Member Services.  Your appropriate nametag shall be worn during every shift.  If you lose your nametag, contact the Coordinator so it can be replaced.  You may be charged the replacement cost of your nametag. 

Appropriate Clothing

The pants and shorts you choose to wear must look professional.  Pleated Khaki shorts/pants or Khaki Cargo pants/shorts are acceptable.  Denim will be allowed for a probationary period only and is subject to change.  All jeans must not have any holes or tears in them.  Athletic/work out shorts are not appropriate for Service Desk Student Staff members.  Professional Staff reserves the right to ask 

you to change your clothing attire. Your uniform and overall attire presentation shall be neat and clean. Hair shall be neat and clean, and minimal jewelry and makeup shall be worn.

Appropriate Footwear

Closed toe shoes are preferred.  Appropriate footwear should be worn in activity areas such as weight room, cardio area, equipment room, gyms and at intramural events.   Flip flops are not allowed.  Exception: On the pool deck flip-flops are allowed for safety reasons.  

Hats/Head Wear

No hats or headwear of any kind shall be worn in the building while executing your duties. 

Codes of Conduct for Student Workers When On Duty:
1- Student workers are paid to perform their outlined job in their respected job description.

2- Student workers are responsible for knowing all policies and procedures of the Campus Recreation Department.

3- If a question or situation arises when dealing with a member, you are to address the situation accordingly with tact and a professional attitude.

4- As a student worker you have no special privileges in relevance to any of the Department’s policies on or off duty.

5- Student workers are to keep the area in which they work neat and clean, and any other area visible to members (See “Maintenance and Housekeeping”).  You are expected to take pride in your work environment.

6- Student Staff Supervisors are to take down any unauthorized signage/fliers in the building that are in non-authorized areas (posting of such is only allowed on bulletin boards).

7- Student Staff are to see to it that the facilities are being used properly and by current members only.

8- Student Staff are to see to it that all policies and procedures are being followed.

9- Student Staff shall be able to identify and inform the correct personnel of any damages, problems, situations, etc. beyond a Student Staff member’s authority or control.

10- Student Staff are not to eat or drink when on duty. If you must consume a beverage or meal, do so in the Conference Room, however you cannot leave your area unattended.

11- Student Staff are never to leave their area unattended.

12- Student Staff are not allowed to congregate and socialize excessively in the area to which they work.  Student Staff only shall be permitted behind the Service, Fitness, or Equipment Desks or in the office area.  

13- The use of cell phones while on duty is prohibited. Phone lines are to be kept open for business and emergency use.  Do not use Department phones for personal or long distance phone calls.

14- Student Staff are not to use any Departmental computer, copy, or fax machine for personal use.  They are only for official use. 

15- No class work or studying will take place while on duty. 

By enforcing the Departments’ Policies and Procedures, you are building your professional work ethic, practice, and habits. This job serves as a basis for professional experience.  As you comply with the Codes of Conduct, you will be preparing yourself for future employment after graduation.

Maintenance and Housekeeping By Student Workers While on Duty

The maintenance and housekeeping duties are important, and it exemplifies teamwork.  Any trash that is spotted by the Student Staff member should be removed from the area and disposed of properly.  Also, equipment that has not been checked in should be returned to the front desk.  Appropriate staff should be informed of leaks, spills and any replacements that are needed.  Weights in the weight room are to be attended to as well.  The G.A. on duty is to assist with maintenance and housekeeping, and see to it that everything is done properly.

  General Work Policies 

 
1. Arrive at work early enough to prepare yourself before your shift and 


wear appropriate attire. 

 
2. Review Program Binder, equipment needs, and general information as 


you begin your shift each day. 

 
3. Please keep your feet on the floor.  Feet should never be put up on 


desks, cabinets, rails, and counters at your workstation.  

 
4. Remember that you always have something to do at work.  There is not 


time for your friends to sit and talk with you.  Only employees who are 


assigned to a particular workstation should be at those workstations.  


If you must briefly discuss a work related matter with another 



employee that is fine, but do not leave your station for an extended 


period of time. 

 
5. Eating or drinking at the area desks are not permitted at any time. If an 


employee must eat, he/she needs to do so during a break in the 


lounge.  


6. Chewing gum is not permitted in the facility or during your shift. 


7. You may be asked to perform miscellaneous tasks as assigned by the 


Lambright Center Professional Staff. This includes but is not limited to 


set-up, takedown, and stapling, folding, and stuffing flyers. Specific 


instructions for performance of such tasks will be provided at the 


time of assignment. 


8. Remember that you are an employee of Campus Recreation Department, 

not only an employee of your particular area (Fitness, Intramurals, 


Aquatics, etc).  If any Professional Staff asks you to do something then



please do it.  If you have a problem with what you have been asked to 


do, talk to your coordinator at the earliest convenience.   

 
9. Employees are expected to report for work in full charge of their faculties. 

Staff shall not report to work under the influence of alcohol or non-


prescribed drugs; doing so will be cause for immediate disciplinary 


action, including dismissal. 


15. If you decide to end your employment with Campus Recreation we ask 


that you give your direct supervisor a two-week notice. 

 
16. Grievances can be made to your direct supervisor.  If you need further 


recourse you may request additional recourse with your supervisors’ 


superior.


17. While we hope that you not only work in the facility but also use the 


facility personally, you should not participate in recreational activities 


while on duty. 

 
18. Maintain care and custody of all Campus Recreation equipment and 


property. Do not deface damage, destroy, or lose equipment items. 


Abuse, misuse, or theft of supplies or equipment, or defacement or 


abuse of Louisiana Tech University property will be subject to 



disciplinary and/or legal action.  

20. Do not enter or use Campus Recreation facilities or property in an 


unauthorized manor. No Campus Recreation equipment or department 

supplies and/or equipment are to be taken out of the building for 


personal use without Departmental consent. 


22. Refrain from any and all actions that may be construed as 




harassment. This includes but is not limited to sexual comments, 


innuendoes use of position or job to obtain personal information or to 


make sexual advances, physical contact or interaction (even between 


consenting adults). If you feel as if you have been the victim of sexual 


harassment, please report it to your Coordinator or any professional 


staff immediately. 

Telephones

Answering the telephone is a primary responsibility of each and every staff member and student worker in the Campus Recreation Department.  The telephone is a customer service tool, and proper telephone etiquette is essential. Remember, how well you do business on the phone leaves a lasting impression with the customer on the other end of the line. DO NOT USE THE SPEAKERPHONE. Customers expect, and deserve, absolute privacy. Arbitrary use of the speakerphone does not afford the customer any privacy.


Answer the phone, “Lambright Center, this is ____________, how may I help you?”  Then, LISTEN VERY CAREFULLY! As a minimum, GET THEIR NAME! 

If you must transfer a call, give a verbal indication of your intended action: e.g., “Hold please while I connect you with ___________,” or “Let me connect you with _____________ to help you with that.” Remember, GET A NAME before you transfer the call in case the call is disconnected.  Remember; do not announce the individual’s name over the loud speaker.

NEVER put a person on hold without first informing them of what you are getting ready to do. If the person requested by the caller is not available, TAKE A COMPLETE MESSAGE, consisting of (as a minimum) the NAME OF THE CALLER (ask them to spell it if you need to), a telephone number they can be reached at, the subject, date, and the time they called.

When you need to make a call, dial 9 if not calling on campus.  No long distance phone calls can be made from any phone in the facility.  If you must make a long distance call, talk to your Coordinator.  If calling on campus, only the last four digits of the number are needed.  Example: For 257-4634, just dial 4634. 
Telephones shall only be used for Campus Recreation related business.  Any personal phone calls should be made or received if absolutely necessary.  In which case you will take them away from where a patron will be able to see/hear you.  This includes any use of personal cell phones. 

Copy Machine

If you are working on a project involving multiple copies, be prepared to interrupt your work for others who need to make single copies. Remember, the copier is for official, authorized use only. Use of the machine for personal copying is prohibited.

Computers

Computers are provided by the University and, as such, are state property.  Use of the computers for other than official business is a violation of state law.  Each student worker should be familiar with University Policy 2302, Campus Computer Use, and University Policy 2303, Policies on Internet Use.  University 

Policies can be found at URL http://www.latech.edu/tech/administration/policies-and-procedures/ .

· Computers need to be used for Campus Recreation business ONLY.   

· Campus Recreation business includes anything directly related to your job, entering your work hours, or other jobs assigned to you by a professional staff member. 

· Campus Recreation business does not include surfing the internet, checking your email, or doing homework. 
· If you want to use a computer for personal reasons, go to any of the computer labs on campus after your shift. 

Radios 
If you are working a position that uses the hand-held radios, make sure you use these only when needed.  There should be no unofficial use of the radios.  We are not the only departments who have access to the radio frequencies we use. 

When using the radios, deliver/receive the information you need.  To start the conversation, you should say “your name to their name/position”.  If you know the name of the person you are trying to reach, use their name.  If not, use their position.  Do not talk over each other.  Wait until you hear the “beep” before you start talking.   

Example: “Mike to Chris.” or “Cory to Intramural Supervisor at Lower Field” 
Privileges and Responsibilities


Your work assignment will place you in situations where you will have limited access to addresses, student IDs, Member Social Security Numbers, probation and suspension lists, charges, and other private information or documents.  It is your privilege to find out information concerning yourself, but it is your responsibility NOT to do so for anyone else except within the scope of your job requirements. DO NOT take or discuss private student information outside of the Campus Recreation Department, period!  It is your responsibility to provide the appropriate protection to member records and information entrusted to you as a result of your job.  Be aware of what you have, where you have it, and who else can inadvertently look at it or hear you discuss it!

RELEASE OF STUDENT/MEMBER INFORMATION – FEDERAL LAW

Student information for release over the Service Desk and/or by telephone is protected by a Federal law known as the Family Educational Rights and Privacy Act of 1974 (a.k.a. the “Buckley Amendment”).


You cannot accept any requests for student information outside of the scope of your immediate job duties. Directory Information includes: name, address, telephone listing, date and place of birth, photos, and e-mail address.  NOTE: The release of Directory Information to a third party is FORBIDDEN!  This is considered a violation of Departmental and University policy and will result in termination of your employment here at the LISC.  


If there are any questions regarding how Louisiana Tech conforms to this policy, refer them to one of your Coordinator or to the Registrar.  

REMEMBER: Federal law requires protecting the confidentiality of student or member’s records. 

Release of Policy Information


Student workers may discuss policy information with customers. Refer the questions or comments that are beyond the scope or breadth of your knowledge to the Coordinator of Member Services. 

Physical Security

Protection of the information on the records and physical protection of the records themselves is a mandatory part of each Student and Professional Staff member’s responsibility.  Please adhere to the following guidelines:

(1)
The Office Area:  Faculty, members, non-Campus Recreation staff, and all other students are NOT allowed in the Office Area without Professional Staff permission, escort, or after normal operating hours. 

(2)
EZ Facilities Operating System:  Faculty, non-Registrar staff, and all other students are NOT allowed in access of this program.  Do not leave the Operating System open to the contact’s page.  It must be opened to the “Schedule” page when you are not using the system. 

(3)
Doors and Windows:  If you work until closing time, it is your responsibility to make sure that all facility access points are secured before you leave the facility.

(4)
Letterhead Stationery, Official Member Records, all other Forms:


For the protection of every staff and student worker in this office, all materials with Louisiana Tech University (seal, letterhead, Departmental forms, Louisiana Tech University Logos, etc.) must be stored where they are not accessible to the public. When leaving your work area for any reason, be sure material is placed in a safe place. Careless attention to these items will not protect them from those attempting to steal, cheat, or forge.

Key Cards
Key Cards are kept at the Service Desk and are used only during your shift.  You are required to swipe the Key Card for any individuals who are admitted into the facility without an ID or any individual possessing a valid guest pass.  If you use your card for unofficial business, while off duty, or to swipe for someone you know who has forgotten their ID, or for someone you know is not a member you will be terminated immediately.   

Student Staff Evaluations

Student Staff members shall be formally evaluated at least twice a quarter.  See evaluation form on page 61 for criteria.
Disciplinary Procedures 
Campus Recreation uses a tiered warning system for any disciplinary action.  There are three types of warnings: 1st warning, 2nd warning, and final warning.   All Student Staff members must abide by the written Campus Recreation Departmental policies or disciplinary actions may be necessary.   All Student Staff members must comply with the written job description duties and responsibilities for their respective job titles or disciplinary actions may be taken.  
Note: If at any time an employee does not know what is expected of them on the job, they are responsible for seeking clarification from their respective Coordinator.

Step 1 - First occurrence 
When you are witnessed visually, physically, or audibly conducting yourself in a manner contrary to the Campus Recreation policies and or according to your job description contract, you will receive a 1st warning about your inappropriate behavior.  It is mandatory that you contact your coordinator within 48 hours to set up an appointment to discuss your actions and warning.  If you do not contact your coordinator within 48 hours, you will automatically receive a second warning. A warning form will be recorded and filed.    

Step 2 - Second occurrence 
You will receive a 2nd warning on your second violation. 
It is mandatory that you contact your coordinator within 48 hours to set up an appointment to discuss your actions and warning.  A warning form will be recorded and filed.    

Step 3 – Second occurrence

The third warning will result in dismissal from your position with Campus Recreation.

A copy of the Warning Form and Employee Action Plan can be found on the following page. 
Lambright Intramural Sports Center

Disciplinary Procedures
WARNING FORM











        

Name: 







        Date: 






    

Warning Type:   

1st Warning

2nd Warning

Final Warning 

Area Working:  





     Warned By:  




     

Reason:   


Improper Uniform

Not Conducting Understood Shift Duties

   



Late for Shift  

Excessive Reading/Homework   

   



Leaving Early  

Violating Understood Department Policies 

  


 
Insubordination

Other 

Explanation:  
















Automatic    

Missing a Shift  

Missing a Meeting   

Other 

2nd Warning         

Automatic   

Theft   


Falsifying Time Card/Sheet 

Final Warning   






Harassment   

Disrespecting Fellow Staff/Member  

   



Insubordination  

Alcohol, Drug, or Tobacco Use at Work 





Other

Explanation:  
















I know and understand that the undersigned LISC staff member has warned me and I am aware that this warning will be kept on file through my employment with this department.  I will make an appointment with my coordinator within the next 48 hours to discuss the above warning.  I know and understand that a final warning may end in termination. 
Employee Signature: 






       Date: 


 
Coordinator 

Signature:






              Date: 


Alarm Protocol 

The LISC uses an alarm system to warn employees and patrons about any dangerous situation in the building and to keep people from accessing the facilities without utilizing the proper entrance.  When the alarms sound each employee in the building has a job to do.  Below is a list of responsibilities for each position when specific alarms sound in the building. 

Master Alarms

When an alarm sounds, only Professional staff members are allowed to silence the alarm from the Master Alarm Panel.  Student Staff at the Service and Equipment Desks will remain at their respective station until further instructed by Professional Staff.  Notify a staff member of an alarm and stand by for instructions.  Professional Staff will request assistance from Student Staff members to help check the security of each emergency exit in both the Blue and Red Gyms.

Individual Door Alarms     

All emergency doors have individual alarms affixed.  These alarms will only sound at the exact emergency exit in which they were tripped.  This alarm may only be silenced with a key. Only Professional staff members are allowed to silence these alarms.  
Emergency Protocol 

While every precaution is taken to assure that accidents/harmful situations do not occur, emergency situations will happen in the facility.  When these situations happen it is the responsibility of every Campus Recreation employee to know their role so that the situation will be handled in the most effective way possible.  All Campus Recreation staff is CPR and AED certified.  If you do not have the appropriate certification, please find someone who does! 

When any emergency situation occurs, remember 
· Remain calm.  Reassure the victim and help them to remain calm. 
· If someone needs Emergency Medical Assistance, ALWAYS CALL THE PARAMEDICS.  If the person wishes to decline such assistance, they can discuss the option with the paramedics.  Then call:
Louisiana Tech University Police at 257-4018
· Never handle or move the victim of a traumatic injury unless absolutely necessary.  Remember, MEDICAL ASSISTANCE IS ONLY MINUTES AWAY. 


If you need to move a victim who is bleeding, a plastic bag or other 


non- permeable material may be placed over wounds or dressings to 


provide a barrier between the victim and any portion of the rescuers 


body that may have to be used to brace or support the victim. 
· Fill out an Accident report.  Make a copy for the victim and the LISC keeps the original.  Accident reports are found in the Program Binder.

· Remember that you are not authorized to administer any drugs or medication, including aspirin. 
If a victim
· Has any bleeding use Latex Gloves available at the Service Desk (see blood- borne pathogens). 
· Have the victim, if able to, apply pressure to control their own bleeding, to limit the exposure of rescuer(s).  Touch the victim of an injury as little as possible.  Even if administering ice for an injury, let victim apply it himself/herself, if at all possible. (Ice is located in the back of the equipment desk). 
· Needs Rescue Breathing, use the mask from a First Aid Station, or use anything impermeable and readily available as a barrier while someone brings you a mask. 
· Needs CPR, use the mask until the closest employee can bring you the 
AED.  

· Needs an AED, it is located in the Coordinator of Fitness and Wellness’ office
· In any emergency situation, please do not discuss any details of the incident/accident with the public.  Please refer any questions or inquiries to the Coordinator of Facilities. 
Accidents and Injury Protocol 
Minor Injuries 
A minor injury will be defined as any injury not requiring medical attention. 

First Responder 
Assess the situation and act according to your CPR and First Aid training.  

Contact the Service Desk and/or a Professional Staff member.  Treat the injured party as necessary.  An Accident Report shall be completed as appropriate either by the First Responder or a co-worker.  Give a copy to the victim and put the original on the Coordinator of Facilities desk.

Major Injuries 
Major Injuries will include all injuries requiring immediate medical attention.  If the injured party refuses medical attention, but such attention is advisable, the accident must still be handled as a major injury.  If you feel that an ambulance should be called, call the ambulance then call LTPD at 257-4018.  When the paramedics arrive, only then does the patron have the right to refuse attention.  That determination will be best handled between the paramedics and the injured party. 

First Responder 
Administer First Aid/CPR as necessary. 
Summon immediate assistance from another staff member or a Lambright member if no other staff member is present.  Have this person call 911 to contact the emergency operator (always let the operator hang up first!).  Ask for the paramedics to respond to 920 Tech Drive Lambright Intramural Center.  

Have the same person call the Service Desk and request a Professional Staff (if not already present). 

Service Desk 
Notify professional staff or Graduate Assistant (if they are not already aware) 

of the nature and location of the emergency and that emergency services 

have been called.  Call LTPD at 257-4018 to notify police of the emergency and request an officer. Stand-by to direct the paramedics and emergency personnel from the main entrance to wherever they are needed.

Professional Staff or Graduate Assistant
Report to the area of emergency.  Assist with First Aid and retrieve the AED if needed.  Write up an Accident Report.  Be sure to document complete information, and give details of the complete incident from the beginning until trained medical personnel take the victim from the facility.  Be thorough!   Have the other staff involved prepare detailed statements of their own if necessary.  Notify the Coordinator of Facilities of the emergency.  

Pool Emergencies 

Lifeguard #1 
· Lifeguard #1 (the guard who first responds) performs initial rescue and gives all directions directly related to the rescue and necessary First Aid. 
· Alert the other guard(s) of an emergency by sounding their whistle.  It should be sounded before beginning the rescue. 
· Continue to administer First Aid as necessary.  Stay with and monitor the victim. 

Lifeguard #2 
· Continue guarding, or clear the pool if you are needed to assist with First Aid or get AED. 
· If needed, assist Lifeguard #1 with caring for the victim. 

Lifeguard #3 
· Call 911 the Campus Police at 257-4018.  Ask for the paramedics to respond to Louisiana Tech University Natatorium on Mayfield Street.  If you are needed to assist with care of the victim, assign this call and the one following to a Student Staff member or Facility Custodian. 
· Assist as needed. 

 Pool Service Desk 
· Notify Professional Staff or Graduate Assistant (if they are not already aware) of the nature and location of the emergency. 

Professional Staff or Graduate Assistant
· Stand-by to direct the paramedics and police from the Side entrance to where ever they are needed. 
· Write up our accident report.  Be sure to receive complete information, and give details of the complete incident from the beginning until trained medical personnel take the victim from the facility. 
· Have all other staff involved prepare detailed statements of their own if necessary. 
· Notify the Coordinator of Facilities and the Coordinator responsible for the area involved of the emergency. 
Fire Emergencies 

In the event of any emergency requiring the evacuation of the building, it is the job of the Campus Recreation Staff to organize and direct patron evacuation.  A key part of this task is keeping all patrons as calm as possible and avoiding panic as we direct everyone to the best location to exit the building. 

General Evacuation Procedures  

Below is a break down of areas within Campus Recreation that Student and Professional Staff are responsible for evacuating and securing in times of emergency.

Fitness/Wellness Staff
· Weight room, aerobics room, upstairs track, spin studio, and Fitness area restrooms.  For a fire or other facility emergency, weight room, upstairs track, and Fitness area restrooms evacuate members out of the emergency northwest exit door in the weight room or out of the emergency exit door at the north end of the racquetball hallway facing Ruston High School.  Aerobics room may exit through the main entrance or the South hallway exit facing Tech Drive. 

Service/Equipment Desk Staff and Graduate Assistants 
· Red and Blue Gyms.  Evacuate members out of the gym emergency exit doors.  Assist in the evacuation of the main lobby, keeping the lobby clear of bottlenecks, help evacuate the aerobics room area, and Office area. 

· One staff member should remain at the desk, if it’s safe to do so, to keep people out, handle phones, direct emergency personnel, etc.

Facility Custodian
· Clear locker rooms, racquetball courts, and hallways.  

Lifeguards
· Pool, locker rooms, sun deck, and lobby.  Evacuate people off the pool deck and out the pool exits, NOT through the locker rooms.  Clear locker rooms after pool area is secured, or at the same time if sufficient staff are on duty.  In the event of a fire, evacuate patrons out of the emergency exits in the pool. 

Fire Alarms 
A fire in the building might be detected by a patron or staff member, depending on the area of the building in which it occurs.  In either instance, the staff person who first becomes aware of the emergency situation will be considered the “First Responder”. 

First Responder 
If you become aware of, or have any reason to suspect that there is a fire, immediately notify a Professional Staff member of the nature and location of the 

emergency, then call 911 and ask for the Fire Department to respond.  

Remember – let the 911 operators hang up first.  Finally, assist with the evacuation as appropriate for you area of the building. 

Service Desk Staff 
Upon being notified of any emergency requiring evacuation, such as a fire, the Service Desk staff should pull the Fire alarm if that has not already been done.  This will alert persons in the building, you will need to call 911 after this.  Notify the building attendant and the staff in the other areas of the building of the need to evacuate, and the location of the fire so they will know which areas of the center to keep people away from during the evacuation.  Unless you are in immediate personal danger, stay at your post to handle the phones and keep people from entering the facility. 

Facility Custodian 
The Facility Custodian should watch for the Fire Department and emergency personnel at the front or emergency doors and direct the emergency personnel to where ever they need to go.  When the situation is under control notify the director. 
Power Outages 
Power Outages During the DAYTIME 
Facility Custodian 

1. Notify Professional Staff member of the outage. 

2. Walk through the building checking each locker and rest room. 

3. Wait for further instructions from Professional Staff. 

Service and Equipment Desk 
1. No further entries or further equipment rental. 

2. Notify Professional Staff or Physical Plant at 257-3267. 

3. Assist as necessary. 

Fitness/Wellness Room 
1. Call Front Desk and Report Power Outage. 

2. Stay in your area. 

3. Monitor the safety of the area if individuals still wish to use cardio equipment.

4. All free weight use must stop until power is restored.

Aerobics Room and Spin Studio  
Evacuate all members from these areas.  Do not continue to use spin bikes during power outages.  

Lifeguards  
1. Report Power Outage to front desk then Professional Staff. 

2. Get patrons out of the pool: Do not let patrons continue to swim.  Swimmers 
can wait on pool deck for 10 minutes. 

3. If power is not restored after 10 minutes then close down the pool area. 

4. Lock all doors: Locker rooms and double doors. Turn off all light switches: Pool 


Deck, Underwater pool lights, Office lights, etc.  

5. After pool area is locked down stay on the pool deck until further notice. 

6. Use these same procedures for visible lightning.

Power Outage AFTER DARK  

Graduate Assistant and Facility Custodian 

1. Make sure all doors and exits are clear, secure, and locked

2. Check the Red and Blue Gyms, racquetball courts, and hallway 

3. Check Locker Rooms for the safety of members 

4. Meet in lobby area with rest of staff and determine next step 

Service and Equipment Desk 

1. No further entries 

2. Notify Campus Police at 257-4018 then the Coordinator of Facilities

3. Do not check out any more equipment

4. Evacuate members only through the front lobby 

5. Assist in securing all emergency exits as necessary. 

6. One Student Staff member must stay at the Service Desk to answer 
questions and phones
 Weight Room, Aerobics, and Spin Studio 
1. Call Service Desk and report Power Outage if necessary

2. Evacuate the aerobics and spin studios via the front lobby

3. No further entries.  Cardio equipment may be used if it is safe to do so.  All 
free weight training must stop for safety issues.   

4. Remain in the Fitness and Wellness area and call Service Desk for further 
instructions. 

5. Monitor all emergency exits in the Fitness and Wellness room.

Lifeguards 
1. Contact Coordinator of Aquatics.  Have members safely exit the pool.  DO 
NOT let patrons continue to swim. 

2. Evacuate pool deck and sun deck. 

4. Help members through the locker area.  DO NOT let them shower.  Have them 
get dressed as quickly as possible and exit the building through the front 
desk lobby. 

5. Lock down pool area. 

6. Turn off all light switches. 

7. Check to see if members are gone from pool area, assist with clearing locker 
rooms, shower areas, and bathroom stalls. 

8. When all members are cleared out of designated areas report to the front desk 
lobby area for further instructions.  DO NOT leave the building before your 
shift is over.  People report to shift as normal – check in at front desk lobby 
area. 
Incidents 
What should you do if there is a fight in the facility? 
1. Call the Campus Police at 257-4018 then contact a Professional Staff member 
or Graduate Assistant. 

2. Never engage in any type of physical or verbal contact.  

3. If you speak with the parties involved in the fight, talk to them separately. 

4. Take control of the situation and speak confidently.   

5. Carry yourself confidently but not aggressively. 

6. Fill out an incident report and a detailed statement for the police. 

What should you do if you witness a crime or a crime has been reported to you and the suspect/perpetrator is still in the facility? 

Although we want to catch and deter thefts in the facility, we do not want anyone to get hurt. 
Please avoid confrontations with any suspicious individuals especially when you are alone. 
1. Keep the suspect in sight without following them and observe his/her actions 
and behavior if possible.  Do not confront the individual.  Leave that to the 
police. 

2. Make a mental note as to what the suspect is wearing, age, hairstyle, hair 
color, any distinguishable marks or characteristics (e.g. tattoo, scars, 
limp, 
sex) etc. 

3. Call for assistance if necessary and contact the Campus Police at 257-4018. 

4. DO NOT FOLLOW THE SUSPECT INTO SECLUDED AREAS.   

5. Wait for the police. 

How do I deal with a participant who is upset and arguing with me? 
1. Stop arguing.  No good will come out of an argument with a member.  Step 
back and refuse to argue, no matter what the patron does to confront you.  
Be as polite as possible so that you are not part of the problem. 

2. Ask for help.  Find a Professional Staff or Graduate Assistant to continue 
talking with the patron if possible. 

3. Remember; do not be snide, condescending, or aggressive with people.  

4. Be very polite. 

5. Talk Low; Talk Slow.   

6. Don’t interrupt the person.   

7. Take mental notes and wait for a pause.  Offer a Complaint Card to them.  

8. Apologize for any inconvenience. 

9. Tell the person you will inform the proper authority and thank them for their 
input.  

Submit a statement to the Coordinator of Member Services if necessary.  The more details the better.  

Removing A Patron From The Building 
It may become necessary for an individual to be removed from the facility.  That decision rests with either a Professional Staff member or a Graduate Assistant under extreme circumstances.  As a Student Staff member, you may not ask an individual to leave the facility.  However, you should call to the attention of a Professional Staff member or Graduate Assistant the circumstances surrounding a possible need to have the person removed from the facility.  If an individual is asked to leave and does not comply, then you may be asked to contact Campus Police.
[image: image2.png]



VICTIM INFORMATION
Accident – An occurrence resulting in injury
Incident – An occurrence not resulting in injury

VICTIM’S NAME ________________________________________________________________

CLASSIFICATION (please check one and provide information)


· STUDENT

CWID# __________________________________________________

· MEMBER

SS#  ____________________________________________________

· GUEST

SS#  ____________________________________________________ 

Guest of _________________________________________________

· OTHER

SS# _____________________________________________________  


(Explain) _________________________________________________

LOCAL ADDRESS _______________________________________________________________




(Street)




                      (City, state, zip)

PHONE __________________________________  D.O.B ___________________  SEX    M      F




(Home/cell)




         



     (Circle)

ACCIDENT/INCIDENT INFORMATION (circle)
DATE OF OCCURRENCE ______________________________ TIME _______________AM  PM

LOCATION OF OCCURRENCE____________________________________________________

DESCRIPTION OF OCCURRENCE_________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

ACCIDENT/INCIDENT INFORMATION (continued)

DID AN INJURY OCCUR:
Yes
No

· NEGLIGENT AT TIME OF OCCURRENCE?  Yes     No

· IN VIOLATION OF A RULE AT TIME OF OCCURRENCE? Yes     No

If “Yes” was circled above, please explain:

______________________________________________________________________________

______________________________________________________________________________

WITNESSES:

NAME _____________________________________________ PHONE ____________________

NAME _____________________________________________ PHONE ____________________

CARE PROVIDED
DESCRIBE IMMEDIATE ACTION TAKEN & CARE OFFERED/PROVIDED:  

______________________________________________________________________________

______________________________________________________________________________

_______________________________________________________________________________________

WAS 911 OFFERED? Yes     No                 

CALLED? Yes     No

UNIVERSITY POLICE NOTIFIED? Yes     No 

TRANSPORTED?
Yes
No

If Transported, Where_____________________________ How____________________________

SIGNATURES

FILED BY _________________________________________________ DATE _______________

OTHER EMPLOYEES ON DUTY AT TIME OF ACCIDENT/INCIDENT_______________________

______________________________________________________________________________

(If able to sign)

VICTIM (OR GUARDIAN) ____________________________________ DATE________________

-----------------------------------------------------------------------------------------------------------------------------------

*TO BE FILLED OUT BY A COORDINATOR 

*REVIEWED _______  *CLOSED __________ *SIGNED ________________________________

Customer Service 
Customer service is your primary goal here at the Lambright Sports Center.  It is the people that use the facility and programs that make it possible for us to offer the programs and facilities we do.  Without the participants there would be no need for any of the Professional or Student Staff that make up our department. 

A few things to remember about customer service: 

· We are here to serve the members and students that pay to use this facility. 

· Our service is to guide, direct, and inform the customer so they may have a safe and enjoyable experience in the Campus Recreation Department.  

· If a customer has a question, answer it correctly.  “I don’t know” is not an answer.  Consult the Program Binder or refer the individual only if you cannot answer their question.   

· If you do not know an answer to a question, then get the customers name and number and research the question.  You or an appropriate Coordinator will call the customer and answer their question.  

Unfortunately a major part of customer service is dealing with participants that do not agree with a decision/policy that has been made.  Remember when a person is upset, the thing they want most is to feel like someone is really listening to them and is trying to help.  In many situations you will not be able to fix the problem in the way the patron would like, calmly and politely attempt to help them, it will often be enough to calm the person down to the point where you can work with them. 

Here are eight steps to handling customer complaints: 

· Listen to what the customer is saying. 

· Ask for and write down the details of the complaint. Have the patron leave a written complaint if he/she wishes. 

· Make sure you address the problem. Restate your understanding of the customer's complaint. 

· Evaluate the situation and consider your options. 

· Openly present your position and the department policy. 

· Try to reach agreement on how the complaint will be handled. Clearly state your understanding of the problem. 

· Thank the customer for bringing the complaint/concern to your attention.

· If you cannot resolve a complaint, then contact a Professional Staff member or Graduate Assistant to further assist the member. 

What to do when an ID doesn’t scan “Permitted”

If an ID does not scan “Permitted”, please refer to the following procedure:

1.
Ask if the individual is currently a member.


a.
If the answer is “no” please assist them in accordance with 



Lambright Membership policy or direct them to a staff member 


if necessary.

2.
If the individual claims to be a current member and their ID does not 


scan properly, please follow below:


a.
Ask them for the following information and fill out the form:




i.
Individuals full name




ii.
Full social security number or student ID number




iii.
Note if they are either:






Faculty or staff









Faculty or staff dependent






Enrolled Louisiana Tech Student






Student dependent






Active duty military






Alumni




iv.
Phone number 


b.
Ask the individual(s) to wait at the front desk until a staff 



member can investigate the matter.  


c.
Give the collected
information to the Coordinator of Member 


Services.  If the Coordinator is unavailable, please put the form 


into their message box and inform the individual(s) that the 



Coordinator of Member Services will contact them shortly. 


d.
Do not allow the individual to enter the facility until their ID 



card has been properly activated or until authorized by the 



Coordinator of Member Services.

3.
Only send the individual(s) to the back offices if absolutely 




necessary and if the Coordinator is available.  It only takes a 



few minutes to investigate a member’s eligibility.

4.
If an ID scans “Lost” or “Stolen” that means that that card has been 



reported as so to Tech Express.  You may confiscate that ID in 


order 
to return it to Tech Express. If the individual claims to have 


found 
their ID, you should keep the ID and inform the individual to 


contact Tech Express.  

5.
If an individual uses another’s ID to enter the facility, you may 
confiscate that ID and place it on my desk.  The ID must be turned in 
to Tech Express as a lost or stolen ID card.  No one is allowed to use 
another’s ID to get in.   

Name






Date






Social or CWID #




Phone






Check one of the following:

Faculty/Staff







Faculty/Staff Dependent



  


Tech Student







Tech Student Dependent







Active Military/Police/Fire Fighter




Alumni







Name






Date






Social or CWID #




Phone






Check one of the following:

Faculty/Staff







Faculty/Staff Dependent



  


Tech Student







Tech Student Dependent







Active Military/Police/Fire Fighter




Alumni







Name






Date






Social or CWID #




Phone






Check one of the following:

Faculty/Staff







Faculty/Staff Dependent



  


Tech Student







Tech Student Dependent







Active Military/Police/Fire Fighter




Alumni







Name






Date






Social or CWID #




Phone






Check one of the following:

Faculty/Staff







Faculty/Staff Dependent



  


Tech Student







Tech Student Dependent







Active Military/Police/Fire Fighter




Alumni







Employee Job Descriptions and Requirements
Service Desk Employee and Student Supervisor
 Job Summary 
· The Service Desk Student Staff member is the primary representative of the Lambright Intramural Sports Center.  You will monitor the inflow and outflow of members, manage cash collection for day passes and some memberships, provide customer service, disseminate information to the public, and protect member’s information.  

Job Relationships 
· Reports to the Coordinator of Facilities and Member Services

Job Requirements 
· Demonstrate leadership and supervisory abilities. 
· Exhibit strong customer service capabilities. 
· Capable of working independently. 
· Experience in money handling procedures and accounting practices. 
· Responsible individual interested in gaining professional experience. 
· CPR and First Aid Certified required or willingness to obtain certifications. 

Responsibilities 
· Provide a friendly, inviting atmosphere for students, staff, faculty and guests.  Actively implement rules and policies of the Campus Recreation Department
· Verify ID’s of those entering the Lambright Sports Center. 
· Actively monitor the facility for immediate safety issues and implement risk management. 
· Complete opening and closing procedures for the facility. 
· Disseminate information and answer questions of customers and guests. 
· Efficiently effect guest membership and member management. 
· Answer phones, take messages, and complete clerical tasks. 
· Attend regular staff meetings as scheduled. 
· Complete other duties as assigned. 

There will be at least Bi-quarterly evaluations.  Evaluations will be used to assess an employee’s growth within the Campus Recreation Department.

See the following pages for an official copy of Student Staff and Supervisor’s Job Description

LOUISIANA TECH UNIVERSITY Campus Recreation
Service Desk Student Employee Job Description 
Instructions:  Please complete a job description form for each position and attach it to the back of the employee’s certification paperwork to be kept in their personnel file.

	Employer Information:

	Employer’s Student Employment Contact:
	Chris Pisciotta

	Department (or Agency):
	Campus Recreation

	Department (or Agency) Address:
	Lambright Sports Center

	
	Tech Drive

	Campus Box:
	4

	Work Location:
	Lambright Sports Center

	Telephone:
	4634

	Fax:
	5086

	E-mail:
	eljefe@latech.edu


	Job Title:

	Front Desk Student Employee


	Purpose of the Position:

	Assist and aid in the day to day operation of the Lambright Facility regarding the promotion, maintaining, supervision, and monitoring of the Lambright Intramural Sports Center with complete regards to all policies set forth by the Campus Recreation Department.  


	Job Duties and Responsibilities:

	Primary responsibility is to ensure that only authorized members are allowed to use the facility at any given time through the swiping of membership ID cards.  Also as a student employee, you must be able to complete assigned tasks delegated from the Coordinator of Facilities or other Lambright staff member.  You must hold current CPR card. Student workers are responsible for knowing all policies and procedures of the Campus Recreation Department.  Student workers shall be able to identify and inform the correct personnel of any damages, problems, situations, etc. beyond a student workers authority or control.  You must be able to lift up to 30 lbs, operate a washer and dryer, be willing to complete tasks assigned in a timely manner.  You are required to assist in clerical obligations such as answering phones, routing calls, issue guest passes, issue memberships, check and distribute mail on campus, use of a copy machine, and some data entry.  You are responsible for maintaining a professional attitude at all times.   



	Job Qualifications:

	Maintain at least a 2.0 GPA, enrolled at Louisiana Tech University at least 4 hours, be able to work mornings, evenings, or weekends, have some interest in customer service, have at a minimum a basic understanding of computers, have a good speaking ability (ability to communicate), and be able to satisfactorily manage patron usage of the facility within the guidelines of policies and procedures.  Must be able to communicate well with supervisors in the absence of the Coordinator of Facilities.  Must possess a positive work attitude and ethic and provide a positive first impression to ALL patrons. 


Terms of Employment:

Work Schedule:

Check all that apply:

 FORMCHECKBOX 
Morning 

 FORMCHECKBOX 
Afternoon 

 FORMCHECKBOX 
Evening 

 FORMCHECKBOX 
Weekend

 FORMCHECKBOX 
Fall Quarter 
 FORMCHECKBOX 
Winter Quarter 
 FORMCHECKBOX 
Spring Quarter 
 FORMCHECKBOX 
Summer Quarter 

 FORMCHECKBOX 
Fall Break

 FORMCHECKBOX 
Winter Break
 FORMCHECKBOX 
Spring Break
 FORMCHECKBOX 
Summer Break

	Average Hours Per Week (Total or Range, ex: 20):
	

	

	Wage Rate and Range (Minimum and maximum pay range to be paid for this position):

	$
	5.85
	to
	$
	6.50
	Hourly 
	


Name, Student Employee




CWID #
Signature, Student Employee




Signature, Coordinator of Facilities

Date






Date

Louisiana Tech University

Campus Recreation

Lambright Intramural Sports Center

P.O. Box 3137

Ruston, LA  71272

Phone: (318) 257-4634

Fax: (318) 257-5086

LOUISIANA TECH UNIVERSITY Campus Recreation
Service Desk Student Supervisor Job Description 
Instructions:  Please complete a job description form for each position and attach it to the back of the employee’s certification paperwork to be kept in their personnel file.

	Employer Information:

	Employer’s Student Employment Contact:
	Chris Pisciotta

	Department (or Agency):
	Campus Recreation

	Department (or Agency) Address:
	Lambright Sports Center

	
	Tech Drive

	Campus Box:
	4

	Work Location:
	Lambright Sports Center

	Telephone:
	4634

	Fax:
	5086

	E-mail:
	eljefe@latech.edu


	Job Title:

	Front Desk Student Supervisor


	Purpose of the Position:

	To assist and aid the Coordinator Facilities in the promotion, hiring, scheduling, maintaining, and supervision of the Lambright Intramural Sports Center student employees 


	Job Duties and Responsibilities:

	Primary responsibility is to complete tasks assigned to them as relating to student employee management and membership services.  They will be required to oversee and assist in the maintenance of Lambright facilities including equipment.  They will be assigned with the duty of supervising, hiring and scheduling student employees, managing student employee training, scheduling events, membership sales and promotion, and any other duty delegated to them by their immediate supervisor (Coordinator of Facilities) or other Lambright Intramural Sports Center staff.  They shall be responsible for learning, knowing, understanding, and enforcing all policies as set forth by the Lambright Intramural Sports Center and Coordinator of Facilities.  They shall attend all Facilities related meetings.  Shall maintain order and manage student employees when the Coordinator is absent: be capable of making decisions concerning membership policy as well as Campus Recreation policy.      

	Job Qualifications:

	Maintain at least a 3.0 GPA, enrolled at Louisiana Tech University full time, be able to work mornings or evenings and some weekends, have some interest in personnel or facilities management, have at a minimum a basic understanding of computers, be able to generate word/excel documents at the behest of their supervisor, have a good speaking ability (ability to communicate), and be able to satisfactorily manage student employees and facilities at all times especially in the absence of the Coordinator of Facilities. 


Terms of Employment:

Work Schedule:

Check all that apply:

 FORMCHECKBOX 
Morning 

 FORMCHECKBOX 
Afternoon 

 FORMCHECKBOX 
Evening 

 FORMCHECKBOX 
Weekend

 FORMCHECKBOX 
Fall Quarter 
 FORMCHECKBOX 
Winter Quarter 
 FORMCHECKBOX 
Spring Quarter 
 FORMCHECKBOX 
Summer Quarter 

 FORMCHECKBOX 
Fall Break

 FORMCHECKBOX 
Winter Break
 FORMCHECKBOX 
Spring Break
 FORMCHECKBOX 
Summer Break

	Average Hours Per Week: 
	At least 20

	

	Wage Rate and Range (Minimum and maximum pay range to be paid for this position):

	$
	7.00
	Hourly
	
	
	
	


Name, Student Supervisor




CWID #
Signature, Student Supervisor




Signature, Coordinator of Facilities

Date






Date

Louisiana Tech University

Campus Recreation

Lambright Intramural Sports Center

P.O. Box 3137

Ruston, LA  71272

Phone: (318) 257-4634

Fax: (318) 257-5086

Fitness Room Attendants 
Job Summary 
Fitness and Wellness Room Student Staff will be responsible for applying operational policies and procedures in their responsible areas, allowing facility members to interact with a safe and welcoming environment.     

Job Relationships 
· Reports to the Coordinator of Fitness and Wellness

Responsibilities 
· Conduct periodic preventative maintenance routines.  
· Enforce all facility policies, procedures, and rules.  
· Provide CPR and First Aid when needed. 
· Be able to lift 50 pounds in order to move equipment, and to safely spot members weight training 
· Develop and maintain positive working relationships with members.  
· Promote the adoption and maintenance of regular physical activity.  
· Be able to recognize the proper execution and biomechanics in high risk training techniques 
· Demonstrate the knowledge to prevent and monitor at-risk participants from any potential medical emergency.  
· Attend all orientation and training sessions and staff meetings  
· Physical labor including sweeping floors, mopping, vacuuming, wiping with a rag, using cleaning agents to wipe down equipment, lubricating, using tools to repair equipment.  
· Provide customer service to members in a courteous and respectful manner. 
Equipment Desk Attendant 

Job Relationships 
· Reports to the Coordinator of Facilities and Member Services

 Responsibilities 
· Actively implement rules and policies of the Wade King Student Recreation Center. 
· Actively monitor the facility for immediate safety issues and implement risk management. 
· Complete opening and closing procedures for the Equipment Desk. 
· Manage our facility operating system for equipment rentals. 
· Answer questions of customers and guests and disseminate information. 
· Complete daily required duties including washing, drying, folding and distribution of towels. 
· Manage locker rentals and distribution to members.  
· Check out and check in of equipment 
· Complete daily required duties. 
· Attend staff meetings as scheduled. 
· Other duties as assigned. 

Aquatics Staff 
 Job Summary 
· Lifeguards are responsible to maintain order and safety for all members in the pool area and to enforce all rules and policies.   

Job Relationships 
· Reports to the Coordinator of Aquatics

Responsibilities 
· Responsible for the safety of all members in the pool area  
· Responsible for administering first aid and CPR 

· Maintain order in the pool area and enforce all rules 
· Responsible for opening and closing the pool and completing daily maintenance checks to ensure patron safety  
· Completing daily assigned duties  
· Attend all staff meetings and training sessions as set by Coordinator of Aquatics

· Use tact, courtesy and good judgment while dealing with members
· Have proper relations with other staff while on duty  
· Other duties as assigned  
Lambright Intramural Center

Shift Start:
Student Staff and Personnel  
Time In:
Evaluation Report

Name:






Date:







Service Desk
Service Desk Supervisor
      Office
 Other_________________



Quarter:
Fall

Winter
Spring
Summer
20__









Evaluation Criteria

                

   Satisfactory       NI

	1
	Appearance: Clothes (approved uniform for position), shirt tucked in, foot wear, excessive jewelry, hair, shaven, makeup, overall appearance, professional presentation


	
	

	2
	Shift preparation: Satisfactory knowledge of handbooks, departmental policies and procedures, knowledge of events for that shift, general preparation for the shift


	
	

	3
	Implements proper policy enforcement and procedure 


	
	

	4
	Displays proper decorum/attitude/professionalism, use of profanity, gestures, comments, tone of voice


	
	

	5
	Effective conflict resolution: Diffuses possible volatile situations, takes a proactive stance on conflict


	
	

	6
	Effects consistency with regards to how the shift is managed: Assists the other Student Staff members in creating a professional atmosphere.  Communicates effectively with other Student Staff members


	
	

	7
	Start shift on time and end shift on time.  Manages time well, uses down time to read Program Binder, policy handbooks, and uses time to stay abreast of programs and activities


	
	

	8
	Communicates information to professional staff: i.e. schedule changes, shift changes, school/work changes, schedule conflicts, helps to resolve schedule conflicts, errors, or changes


	
	

	9
	Voice projection, speech, and communication with patrons.  Does Student Staff member speak clearly, decrease confusion, increase patron knowledge


	
	

	10
	Conform to the expectations of staff and supervisors 


	
	


Comments:









































I hereby submit this form as an official evaluation of my performance as an Intramural Program employee. I acknowledge that the Coordinator of Intramurals has reviewed this evaluation with me.

(Employee signature)




(Date)

(Evaluators signature)




(Date)















 (Coordinator of Member Services)



(Date)

LISC Closing Procedures

The following checklist shall be performed 15 minutes prior to close by the closing Graduate Assistant, Student Assistant, Professional Staff, or other authorized entity.  This checklist exists in an attempt to standardize and remind staff of the necessary closing procedures that should take place each time this facility is secured along with all other closing duties.

1. Ensure all emergency exits are locked and secure and all individual alarms are armed: Blue and Red Gym emergency exits, Fitness area exits, hallway door facing Tech Drive shall remain locked and alarm armed at all times, and hallway door facing Ruston High School should be secured by construction crew.  If not, call Coordinator of Facilities, Director of Campus Recreation, and/or Tech Police and inform them that the construction area is not secure.


2. Turn out all lights in racquetball courts, upstairs and downstairs hallways, Spin Studio (shut the door too), both East and West stairwells, and the snack area.  Remind members of closing time if any are in that area.    

3. Remind the Back Desk Staff to make sure all weights are stacked, all trash is picked up, the desk is neat and organized, to remind members of closing time, and all other duty requirements are fulfilled.

4. At closing time, ensure no one is left in the building.  Once the building is clear proceed with the checklist.

5. Secure the office area by turning off all lights, locking and securing the Staff entrance, then locking and securing the “Conference Room” and “Office” doors in order to secure the office area.

6. Lock and secure the Red and Blue Gym entrance doors.

7. Turn off all remaining lights in the building: Red and Blue Gyms, shower rooms, aerobics room, fitness area, lobby, etc.

8. Lock the front door main entrance doors using the hex key.  Make sure the door panel pops out.

9. Secure the Intramural storage area by turning off the lights and close the Aerobics Studio main and double doors, and all other doors leading into that area.  Make sure that the “Master Alarm” switch is in the “On” position.

10. All remaining staff shall exit through the front main entrance ONLY!!!

11. The staff member on duty shall then push from the outside all main entrance doors.  This will ensure that all doors latch and secure properly.  Then pull on each handle to ensure that all doors are latched properly.  
Bowling
Bowling parties are held on Saturdays ONLY!!!  Bowling parties will have exclusive use of all 6 lanes.  There will be a bowling staff member on hand to assist the needs of the bowling party members.  Basic Bowling party information is as follows:

· Two time slots ONLY!  9:30am and 10:30am 

· $200 per party up to 30 bowlers

· We provide cake, drinks, cups, napkins, forks, plates, tables, and chairs

· Absolutely no deviation from the standard party is possible. 

· Must be older than 6 years of age to use the bowling lanes

Campus Recreation Overview
The Campus Recreation Department is dedicated to providing quality recreational programs, facilities and services in an environment that enhances students’ campus experiences.  Campus Recreation collaborates with other university programs to promote healthy lifestyles that support academic and professional success.  Leadership development takes place within our structure of activities that are designed to bring together the diverse university community in a spirit of sportsmanship.  Our commitment is to value all individuals and offer them a sense of worth and belonging. 

• To provide a variety of services and activities designed to meet community
recreational needs, complement Louisiana Tech University values, 
encourage diversity, and enhance the individual's areas of knowledge and 
interest in healthy living. 
• To provide safe facilities and services to meet the university and community’s
recreational needs. 
• To provide extracurricular opportunity to enhance the participants’ 
ability in 
decision-making, critical thinking, interpersonal relations, cooperation, 
teamwork and leadership. 
• By enhancing campus and community life, the Campus Recreation Department 
is assisting with University philosophy regarding retention among not only 
students, but also faculty and staff by promoting a sense of belonging.  


EXPOSURE CONTROL

The goal of the bloodborne pathogen standard is to significantly reduce the inherent risk of infection by:

· Eliminating or minimizing occupational exposure to blood and other potentially infectious materials

The Lambright Intramural Sports Center’s plan contains the following elements:

· Exposure determination

· Schedule and methods for implementation of:

· Universal precautions, work practice controls, personal protective equipment and housekeeping

· Communication of hazards to employees

· Record keeping

· Procedure for the evaluation of circumstances surrounding exposure

METHODS OF COMPLIANCE

UNIVERSAL PRECAUTIONS

Universal precautions are methods of preventing disease by preventing transfer of blood and certain body fluids (semen, vaginal secretions, cerebrospinal fluid, synovial fluid, pleural fluid, pericardial fluid, peritoneal fluid, amniotic fluid, and saliva). The underlying concept of universal precautions is that all blood and certain body fluids are considered vectors for bloodborne pathogens. In most situations, an employee will treat all blood and certain body fluids as though they contained bloodborne pathogens and will accomplish this through a variety of measures including, but not limited to:

· Engineering controls

· Work practice controls

· Personal and protective equipment

· Housekeeping

The only exception to the use of universal precautions is in rare instances such as unexpected medical emergencies, where employees may not be able to put on gloves, a gown, or facemask immediately. The employee must neither ignore the underlying concept of universal precautions nor decline to use all the equipment appropriate to the task. Only under unexpected extraordinary circumstances will employees have the option of deciding not to use personal protective equipment if they feel such equipment will prevent the proper delivery of health care or public safety services or will create a greater hazard to their personal safety. 

ENGINEERING AND WORK PRACTICE CONTROLS

Engineering controls act on the source of the hazard and eliminate or reduce employee exposure. Work practice controls reduce the likelihood of exposure through alteration of the manner of which the task is performed. Hand washing facilities are readily accessible in the work place to employees that are reasonably anticipated to contact blood or potentially infectious materials during performance of their duties. In the event that hand washing facilities are not feasible, provisions will be provided for the placement of either an appropriate antiseptic hand cleanser in conjunction with clean cloth/paper towels or antiseptic towelettes. If antiseptic hand cleansers or towelettes are used, employees should wash their hands with soap and running water as soon as possible. Employees are required to wash their hands or any skin exposed immediately or as soon as possible after the removal of gloves or protective equipment or coming in contact with potentially infectious materials.

All sharps containers should be:

· Puncture resistant

· Appropriately labeled

· Leak proof on the sides and bottoms

· Shall not be handled in a manner that requires employees to reach their hands into the containers where sharps have been placed.

During use, containers of contaminated sharps will be:

· Easily accessible to personnel and located as feasible to the immediate area where sharps are used to can be reasonably anticipated to be found

· Maintained upright throughout use

· Replaced routinely and not be allowed to overfill

When moving contaminated sharps containers from area of use the containers will be:

· Closed prior to removal or replacement to prevent spillage

· Placed in a secondary container if leakage is possible

All procedures involving blood or other potentially infectious materials shall be performed in a manner to minimize splashing, spraying, spattering, and generation of droplets of these substances.

Equipment which may become contaminated with blood or other potentially infectious materials will be examined prior to servicing or shipping and will be decontaminated as deemed necessary, unless it can be demonstrated that decontamination is not feasible. Containers that have contaminated contents should be labeled.

PERSONAL PROTECTIVE EQUIPMENT

When there is occupational exposure, the LISC will provide at no cost to the employee, appropriate personal protective equipment such as, but not limited to: gloves, gowns, laboratory coats, face shields, mouth pieces, resuscitation bags, pocket masks, or other ventilation devices.

The LISC will ensure that appropriate personal protective equipment in the appropriate sizes is readily available at the work site. Hypoallergenic gloves, glove liners, powerless gloves, or similar alternatives will be provided.

If a garment is penetrated by blood or any other potentially infectious material, the garment should be removed as soon as possible. All personal protection equipment should be removed prior to leaving the work area and then be decontaminated.

Gloves shall be worn when it can be anticipated that the employee may have hand contact with blood, other potentially infectious materials, mucous membrane, and non-intact skin, or when handling contaminated items.

HOUSEKEEPING

The LISC will determine and implement an appropriate written schedule for cleaning and method of decontamination based upon the location within the facility, type of surface to be cleaned, type of soil present, and tasks or procedures being performed in the area.

All equipment and environmental and working surfaces will be cleaned and decontaminated after contact with blood or potentially infectious materials. Contaminated work surfaces will be decontaminated with appropriate disinfectant.

All bins, pails, cans, and similar receptacles intended for reuse that have a reasonable likelihood for becoming contaminated with blood or other potentially infectious materials will be inspected and decontaminated on a regular basis and cleaned and decontaminated immediately or as soon as feasible upon viable contamination.

Regulated waste will be placed in containers that are:

· Closeable

· Constructed to contain all contents and prevent leakage of fluids during handling

· Appropriately color coded or labeled

· Closed prior to removal to prevent spillage

If outside contamination of the regulated waste container occurs, it will be placed in a second container. The second container will be:

· Closeable

· Constructed to contain all contents and prevent leakage

· Appropriately color coded or labeled

· Closed prior to removal to prevent spillage

Disposal of all regulated waste will be in accordance with applicable regulations of the United States, Sate of Louisiana, and political subdivisions of the state.

Contaminated laundry will be handled with as little as possible with a minimum of agitation. Contaminated laundry will be bagged or containerized at the location where it was used and will not be sorted or rinsed in the location of use. Contaminated laundry will be paced and transported in bags or containers appropriately labeled and color-coded. When a department utilizes universal precautions in the handling of all soiled laundry, alternative labeling or color-coding is sufficient if it permits all employees to recognize the containers as requiring compliance with universal precautions.

When contaminated laundry is wet and presents a reasonable likelihood of soaking through of or leakage from the bag or container, the laundry will be placed and transported in bags or containers which prevent soak-through and/or leakage of fluids to the exterior.

COMMUNICATION OF HAZARDS TO EMPLOYEE

Efforts directed at communicating hazards of bloodborne pathogens to LISC employees through the use of labels, signs, and information and training are intended to provide employees with adequate warning to eliminate or minimize their exposure.

INFORMATION AND TRAINING

All LISC employees with occupational exposure to blood or other potentially infectious materials will participate in a bloodborne pathogen information and training program which is provided at no cost to the employee and conducted during their normal working hours. All high-risk LISC employees who are identified must attend this course annually and all other employees must attend training once every three years.

LABELS

Warning labels will be affixed to containers of regulated waste, refrigerators, and freezers containing blood or other potentially infectious materials; there are several exemptions to the labeling requirement:

· Containers of blood, blood components, or blood products that are labeled as to their contents and have been released for transfusion or other clinical use do not need to be labeled in accordance with the provisions outlined.

· Individual containers of blood or other potentially infectious materials that are placed in a labeled container during storage, transport, shipment, or disposal do not need to be labeled in accordance with the provisions outlined.

· Regulated waste that has been decontaminated does not need to be labeled

· Red bags can be substituted for labels on bags or container of regulated waste.

The label will be fluorescent orange, orange-red, or predominately so with lettering or symbols in a contrasting color. Labels will be affixed as close as possible to the container by string, wire, adhesive, or other method.
HAZARD COMMUNICATION PROGRAM

The Director of Campus Recreation and Coordinators will ensure that necessary physical or toxic warning signs are posted in those areas where special notices are required.

The Director of Campus Recreation and Coordinators will ensure that each work area requiring specific personal protective equipment is posted with appropriate warning signs and will provide the appropriate protective equipment as needed.

Coordinators will inform their employees about the chemicals in the workplace, the location and operation of controls, procedures used to protect themselves and other workers, emergency plans, and the location of information related to chemicals in the workplace.

A list of all hazardous materials is available from the Environmental Health and Safety Department.

Modes of entry into the body include:

· Inhalation-breathing

· Ingestion-entering through the mouth

· Absorption- contact with exposed body areas

· Contact- as above

Effects:

· Carcinogenic- cancer

· Toxic- poison to the organs

· Flammable- burns

· Reactive- explosion, burns, or toxic fumes leading to injury or death

· Cryogenic- freezing or frostbite of body parts

· Corrosive- destruction of human tissue

· Mutagenic- damage to reproductive processes and fetus

Recognition of Hazard

· Health- blue

· Flammability- red

· Reactivity- yellow

· Others- colorless

· Numerical rating system

HAZARDOUS MATERIALS

Flammable Solvents
· Organic liquid whose vapor can form an ignitable mixture with air

· The solvent vapor is the fuel

· The oxidizer is the surrounding environment

· For the mixture to burn, an ignition source must be present

Reactive Chemicals

· Substances which, under certain ambient or induced conditions, enter into violent reactions with spontaneous generation of large quantities of heat, light, gases, or toxins that can be destructive to life and property

Radioactive Chemicals

· Those which possess one or more constituent atoms capable of spontaneously emitting alpha, beta, or gamma rays by disintegration of the corresponding atomic nuclei

Corrosive Chemicals

· Substances that by direct chemical action are injurious to body tissue

Toxic Chemicals

· Has the potential of injury by direct chemical action with body systems

· Almost any substance is toxic when taken in excess

· Interfere with function of cells in body tissues

Biohazards

· Include insects, molds, fungi, and bacterial contamination stemming from items such as water, sewage, and food

Compressed Gas

· Any material in a container and under pressure

· Contain a large amount of energy which, if released improperly, can result in serious injury

· These gases can be toxic, flammable, or corrosive

Cryogenic Liquids

· Same properties of compressed gas

THE HAZARD IDENTIFICATION SYSTEM

Health-Blue

· 4- A few whiffs of the gas or vapor could cause death and liquid penetration could be fatal

· 3- Material is extremely dangerous, but area may be entered if fully protected

· 2- Material hazardous to health, but area may be entered freely is SCBA is used

· 1- Material is only slightly hazardous to health

· 0- Material offers no health hazards

Flammability-Red

· 4- Very flammable gases and very volatile flammable liquids and materials in the form of dusts or mists readily form explosive mixtures when dispersed into air

· 3- Liquids which can be ignited under almost all normal temperatures; solids which form dusts, solids in shredded or fibrous form; solids that burn rapidly because they create their own oxygen; any material that ignites spontaneously at normal temperature

· 2- Liquids which must be moderately heated before ignition will occur and solids that readily give off flammable vapors

· 1-Materials that must be preheated before ignition can occur

· 0- Materials that will not burn

Reactivity-Yellow

· 4- Materials which, in themselves, are readily capable of denotation or explosive decomposition at normal temperatures

· 3- Materials that, in themselves, are capable of denotation or explosive decomposition but require a strong initiation source or must be heated before initiation under confinement.

· 2- Materials that, in themselves, are normally unstable and readily undergo violent chemical change but do no detonate.

· 1- Materials that, in themselves, are normally stable but become unstable at elevated pressures and temperatures.

· 0- Materials that are stable even under fire conditions and are not reactive with water

Colorless


Special reactive materials such as:

· OXY- oxidizers, radiation

· W- water reactive

Building Codes for State Owned Buildings

Any new construction, alteration, addition, or renovation plans for state buildings shall be endorsed by the rules and regulations regulated by Facility Planning and Control.

The plans will be reviewed by the State Fire Marshal to assure compliance with the National Fire Protection Association Life Safety Code 101 among other codes, local, or otherwise. Prior to submission to the Fire Marshal, plans will be reviewed by the Environmental Health and Safety Department.

Areas of considerable concern include: exits and means egress, panic hardware, locking or obstructing exits and passageways, exit signs and exit ways, fire alarms, fire extinguishers, emergency lighting, sprinkler systems, housekeeping, and evacuation diagrams.

Exit and Means of Egress

Exits shall be so located and exit access shall be so arranged that exits are readily accessible at all times. Where exits are not immediately accessible from an open floor area, safe and continuous passageways, aisles or corridors shall be maintained leading directly to every exit and shall be so arranged as to provide convenient access for each occupant to at least 2 exits by separate ways to travel.

In no case shall access to an exit be through kitchens, storerooms, restrooms, closets, bedrooms, or similar spaces or other rooms subject to locking.

Ways of exit access and the doors to the exits to which they lead shall be clearly recognizable. Hangings or draperies shall not be placed over exit doors or otherwise located so as to conceal or obscure any exit. Mirrors shall not be placed on exit doors. Mirrors shall not be placed so as to confuse the direction of exit.

Panic Hardware for Required Exits

Panic hardware consists of a door latching assembly-incorporating device that releases the latch upon the application of a force in the direction of exit travel. Only approved panic hardware should be used.

Required panic hardware shall not be equipped with any locking or dogging device, set screw, or other arrangement which can be used to prevent the release of the latch when pressure is applied to release the bar.

Locking or Obstructing Exits and Passageways

A door should be arranged so it can be readily opened from the side from which egress is to be made at all times when the building is occupied. A latch or fastening device on a door should be provided in the form a knob, handle, panic bar, or other simple type of releasing device; the method of operation shall be obvious even in darkness.

The minimum width of any corridor shall be 55 inches in the clear. (Passageways, doors, and exits shall be free from obstructions.)

Exit Signs

Every required sign designating an exit or way of exit access should be located and of appropriate size, distinctive color, and design as to be readily visible and should provide contrast with decorations, furnishings, or equipment which impair visibility of an exit sign. There shall not be any brightly illuminated sign, display, or objects in or near the line of vision to the required exit sign such a character as to detract attention from the exit sign.

Every exit sign shall be suitably illuminated by a reliable light source. Externally and internally, illuminated signs shall be visible in the normal and emergency lighting mode.

A sign reading, “EXIT” or similar designation with an arrow indicating the direction of the nearest approved exit shall be placed in every location where the direction of travel to reach the nearest exit is not immediately apparent.

Emergency Lighting

Illumination of means of egress shall be continuous during the time that the conditions of occupancy require that the means of egress be available for use. Artificial lighting shall be employed at such places and for such periods of time required to maintain illumination. For the purposes of this requirement, exit access shall include designated stairs, aisles, corridors, ramps, escalators, and passageways leading to an exit.

Fire Alarms

Activation of the protective system shall occur by any or all of the following means but not limited thereto:

1. Manual fire alarm initiation

2. Automatic heat detection

3. Automatic smoke detection

4. Extinguishing system operations

Each manual fire alarm station of a system shall be accessible, unobstructed, visible, and of the same general type.

The general evacuation alarm shall operate throughout the entire building. Audible alarm indicating devices shall be of such character and so distributed as to be effectively heard above ambient noise level obtained under normal conditions of occupancy.

The fire alarm and heat/smoke detection system shall be tested periodically and the results of the test recorded.

Portable Fire Extinguishers

Portable fire extinguishers shall be chosen for the class of fire expected. Class of fires refers to the nature of the fuel involved as follows:

1. Class A: Fires involving ordinary combustible materials such as wood, cloth, rubber, and plastics.

2. Class B: Fires involving flammable or combustible liquids, flammable gases, and similar materials.

3. Class C: Fires involving electrical energy.

4. Class D: Fires involving certain combustible metals such as magnesium, titanium, sodium, and potassium.

Extinguishers mounted in cabinets, wall recesses, or brackets shall be placed in such a manner that the operating instructions shall face outwards. Extinguishers shall not be obstructed or obscured from view, and cabinets housing extinguishers shall not be locked.

Extinguishers shall be periodically checked and/or maintained, tagged, and dated.

Storage of Flammables in State Buildings

Storage of flammable materials shall be made in fireproof containers. State buildings and public places of assembly shall be regularly policed to clean up and place in fireproof containers all flammable materials; and all places of storage shall be arranged and maintained in such a manner that exit from said places and access to said places fro the purpose of fire fighting is not in any way impeded. Flammable materials include, but are not limited to paper, cigarettes, food wrappings, cardboard containers for paper, and office supplies.

Evacuation Diagrams

Evacuation diagrams shall be placed on each bulletin board or areas where persons gather. Diagrams shall indicate where those individuals are and the safest and most direct route out of the building.

Environmental Health and Safety Department should perform periodic inspection of large assembly areas and unusual structures.

TRANSPORTING FACULTY, STAFF, AND STUDENTS TO THE UNIVERSITY HEALTH CENTER, HOSPITAL, OR DOCTOR’S OFFICE

Faculty and Staff

B. Transportation to the hospital or doctor’s office

a. If a private vehicle is used, the owner of the vehicle will assume all responsibility for any injuries, damage to, or loss of personal property while in transit.

b. If an ambulance is needed, Ruston Fire Department ambulance services should be notified immediately. Louisiana Tech Police Department should be called to notify them that an ambulance has been requested. The person who is ill or hurt will assume all responsibility for transportation expenses.

C. Notification of Authorities

a. Notify the Director of Campus Recreation immediately.

b. Notify the Dean of Student Affairs immediately.

D. Notification of Relatives

a. The wife, husband, or relative will notified if necessary by the academic Department Head, Dean, or Student Affairs Official.

Students

A. Transportation to the first aid station, hospital, or doctor’s office

a. If a private vehicle is used, the owner will assume all responsibility for injuries, damage to, or loss of personal property while in transit.

b. If an ambulance is needed, Ruston Fire Department ambulance services should be notified immediately. Louisiana Tech Police Department should be called to notify them that an ambulance has been requested. The person who is ill or hurt will assume all responsibility for transportation expenses.

c. If an ambulance is not required or a private vehicle is not available, the Louisiana Tech Police Department is authorized to transport the individual if a police unit is available.

B. Notification of authorities

a. Notify the Director of Campus Recreation immediately.

b. Notify the Dean of Student Affairs immediately.

C. Notification of parents

a. Parents will be notified if necessary by the Dean of Student Affairs or other designated official.



Statement on Sexual Harassment 
What is Sexual Harassment? 
Sexual Harassment is deliberate and/or repeated sexual behavior or advancement that is not welcomed, solicited, or asked for. There are three forms:  

1. PHYSICAL - touching, pinching, and grabbing body parts or using ones physical prowess to demean or belittle - being cornered or slapped on the rear 

2. VERBAL or Non Verbal - making sexual gestures, looks, jokes, or verbal comments – spreading sexual rumors or making sexual propositions 

3. VISUAL - sending sexual notes or pictures - writing sexual graffiti 

Hostile Environment is any sexually charged atmosphere that is intimidating or offensive to a "reasonable victim" who is exposed to the sexual harassment of another person.  The following 3 things have to exist before something is considered sexual harassment: 

          1.  The behavior must be sexual in nature and sex-based 

          2.  The behavior must be unwelcome and unwanted 

          3.  The behavior must be deliberate and/or repeated  

Sexual Harassment's Impact on the Individual: 
· Emotional Reactions: Anxiety, anger, fear, frustration, insecurity, betrayal, embarrassment, confusion, self-consciousness, shame, powerlessness, guilt, isolation, lack of control. 

· Physical Reactions: headaches, sleeplessness, stomachaches, weight gain or loss, phobias, panic attacks, nightmares. 

· Social Effects: Withdrawal, fear of new people or situations, lack of trust, self- preoccupation, changes in dress or physical appearance, negative attitudes. 

· Academic/ Career Effects: Changes in study or work habits, loss of job or promotion, negative performance evaluations, drop in work performance due to stress. 

How NOT to Harass: Simple Guidelines  
Do not engage in behavior that may be construed as offensive while on your shift.  Other members of the same sex and members may feel offended.  

NO MEANS NO!  
· Refrain from telling jokes or engaging in behavior that may demean men or women. 

· SPEAK UP when you see someone harassing another individual. If you are feeling uncomfortable, there is a chance that other people are feeling uncomfortable too.  If inappropriate behavior exists while at work, the behavior and the person responsible will be subject to disciplinary actions.

Sexual Harassment complaints shall be handled in accordance with Louisiana Tech University Sexual Harassment Policy and Procedures.  Professional staff members or the Counseling Center (257-2488) must be contacted to report harassment or other possible uncomfortable working conditions.  

Louisiana Tech University
Campus Recreation

 Sexual Harassment Quiz

2008-2009
True or False

1
Sexual Harassment means bothering someone in a sexual way?

2
Louisiana Tech University policies against sexual harassment only address 
instances of unwanted sexual attention that takes place on campus?

3
Sexual Harassment must persist over a long period of time to be considered 
actionable?

4
A consensual sexual relationship between two people cannot be deemed sexual 
harassment?

5
Sexual Harassment can occur when both the harasser and victim are the same sex 
even if neither party is sexually attracted to members of his or her gender?

6
Sexual Harassment can be perpetrated by a subordinate against his or her 
supervisor or by a student against a professor?

7
If you believe you have been sexually harassed, you do not need to personally 
confront the harasser to give him/her a chance to correct the behavior before 
reporting the conduct to university officials?

8
Is covering or discussing controversial material such as sexually transmitted 
diseases or other sensitive topics considered sexual harassment?
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Date





Student Staff General Exam

Spring 2008

Name:






Date:






This General Exam has been designed to assist you as an employee on becoming better informed about the Campus Recreation Department.  The most counterproductive phrase an employee can utter is “I DON’T KNOW”!

1
Who is the Director of Campus Recreation?

2
Who is the Coordinator of Fitness and Wellness?

3
Who would you refer a student to if you were asked the following question: “Do you know whom I can talk to about swimming pool rules?”

4
Where could you find the answer to this question: “Where is the schedule for spin classes?”

5
Who oversees the day-to-day operation of the Lambright Center?

6
In your own words, describe the mission statement of the Campus Recreation Department:

7
In your own words, describe how you would handle a member who’s ID doesn’t scan:

8
If you are asked a specific question about memberships, where would you find information about memberships?  Which staff member would you refer the individual to?

9
Describe the uniform prescribed for a front desk worker:

10
Describe the uniform prescribed for a staff member:

11
Describe the uniform prescribed for a wellness area student worker:

12
Describe the uniform prescribed for group fitness instructors:

13
How much is an Alumni Family Membership Plan for one year?

14
What federal act protects students and other individual’s informational records?

15
Can anyone enter the Lambright without an ID?______ Can anyone use another’s ID to enter?_______ If an individual’s ID doesn’t work, which staff member should you notify first?

Student Employee Acknowledgement 

2008 Contract

By undersigning you attest to having read and that you understand the 2008 Student Employee Handbook and Policy Handbook.  You shall affirm that you have been made aware of University and Departmental Policy concerning the Code of Conduct in which all persons, employees, and participants affiliated with Campus Recreation shall abide by either verbally or in print.  It shall be understood that all Student Staff Employees are required to enforce all policies and guidelines as prescribed by the University and the Campus Recreation Department.  Any failure to subscribe to and follow any policies shall result in the termination of your employment within the Campus Recreation Department.       

Failure to sign shall result in the denial of employment within Campus Recreation. 

I, ________________________________, Student Staff Member in Campus Recreation


(print your name)








do hereby affirm that I have read and understood the 2008 Student Employee Handbook and all policies therein.  I also attest that I shall subscribe to all policies, guidelines, and information contained in the 2008 Policies and Procedures Handbook during my employment with the Campus Recreation Department.    

 (Student Employee Signature)



(Date signed)

 (Coordinator of Recreation Facilities Signature)


(Date signed)
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ACCIDENT/INCIDENT
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