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New Employee Orientation

I
Handbooks



Policy



Student Handbook 2008

II
Discuss job description and requirements



Review and sign job description

III
What is expected of new employees



Customer Service



Attitude



Communication

IV
Discuss how to check in and out



Review the time period and pay method



Set up their username and password



Demonstrate the check in and out procedure

V
Receive your Student Employee uniform 

VI
Tour the facility



Service Desk




Review the Program Binder 




Member check in (card swipe)




Review Memberships and how to complete them



Equipment Desk




How to check out and in equipment




Equipment layout




Towel service





Wash, dry, and fold




Locker rentals



Emergency exit procedures and alarm protocol




Review emergency exits




You are to secure emergency exits during power outage 




and master alarm




Review emergency procedures for fire and member 





emergency



Fitness and Wellness, aerobics, and spin studio

IX
Review Campus Recreation Organizational chart

X
Review Sexual Harassment Policy and Procedures

X
Questions???





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.

Equipment Desk Attendant 

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

Responsibilities 
· Actively implement rules and policies of the Campus Recreation Department. 
· 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. 

Memberships on the Computer

1
Schedule tab



Lambright Facility



Members Only



Select empty slot

2
Booking Type



New or Renewal Membership

3
Select Contact



If the individual has no information in the system, you may input it here 



while having them file a Member Information Form



Input information then select “Update” at the bottom of the Contact Page

4
Set recurring



Always leave on default “Never”

5
Create Invoice



Under “Rate” select “Pre Defined” menu and select their membership plan



Under Items/Services select “Pre Defined”



If the individual is a new member, select “Initiation Fee” then select the 



red “ADD” button

6
Under “Payments” enter payment amount 



Select “Payment Method” menu and select appropriate billing method



Select “Billing Code” if the individual pays by Payroll Deduction or Bank 



Draft.  In the Payment memo space, write Payroll Deduction or 



Bank Draft



If they pay by check, write in the check number in the Payment memo

Individuals must pay full amount up front or use a Bank Draft (for community members) or Payroll Deduction (for Faculty/Staff only) and credit card (Visa or MasterCard ONLY!!)


If individual pays with Bank Draft, they must complete the Bank Draft form and 
provide a voided check.  You will staple this together and place on my desk.


If a faculty/staff member wishes to use Payroll Deduction, they must fill out a 
Payroll Deduction form and sign it.  You will then place this on my desk.  
Faculty/Staff may pay for family memberships with payroll deduction, but the 
individual staff member must complete and sign the payroll deduction form.

7
Select “Submit payment”

8
Select “Review and Save” tab



Review the invoice making sure all payments are correct and information 



is correct.



Select “Email Invoice” at the bottom of the screen

9
Select “Save and Finish”



This then emails the invoice and the individual may receive a receipt from 


the receipt book, or if I’m here, I’ll print out an invoice for the individual

10
Questions????

Any “Special Memberships” will have to be authorized through me first.  So if you are asked a question about a membership that cannot be answered from your Membership Packages sheet, then I will have to speak with that individual.

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







EZ Facilities Time Clock Check 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.

EZ Facilities Equipment Check Out and 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


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?
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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

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.  

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.  
