BP Wellness Center
Group Exercise

Instructor Code of Professionalism
2009
Welcome to BP Wellness Center!  The BP Wellness Center, part of the IIS Network, exists to help participants learn the skills to achieve optimal health and wellbeing. As a resource, the Wellness Center staff provides the information to help participants make healthy, positive choices and create lifestyles best suited for them.
The Group Exercise Program consists of a great team of certified instructors who are expected to maintain a 90% or higher approval rating with the class participants.  There are 2 group exercise studios.  One is a 1,025 square foot multi-purpose aerobic studio, and the other is a 525 square foot cycling studio for instructor-led indoor cycling.  We offer several class formats including Hatha Yoga, Cardio Combo, Kick Boxing, Total Body Conditioning, Traditional Karate, BOSU Step Interval, Pilates, Core Conditioning, Muscle Conditioning, Boot Camp, and Indoor Cycling.
BP WELLNESS CENTER:
Westlake 4

200 Westlake Park Blvd.

Houston, TX  77079

281-366-5109

281-366-7769 (fax)

Sheila Sharemet
Wellness Center Supervisor

sharemsm@bp.com
Jennifer Daniel
Group Exercise Coordinator

Wellness Specialist

danij1@bp.com
Group Exercise Instructor Policy:

Arrival and Departure Times

All instructors should arrive 5 – 10 minutes prior to class time.  During this time you should be interacting with members, cuing music, and setting up any necessary equipment.  Instructors should also be accessible to class members after class to answer questions, or to direct them to the Wellness Center staff to for questions they are unable to answer.  Be courteous of other classes by ending class on time so that the next one can start on time.
Rules for the Class Participants

The instructor should inform class of these:

(1) Arrive at class on time.  Participants may not enter more than 15 minutes late.

(2) If you need to leave a class early, please inform the instructor before class and leave in a manner so not to disturb the rest of the class.

(3) Be sure to inform the instructor if you have any special considerations such as pregnancy, injury, illness, recent surgery, new to exercise, etc.


No-Show Class

If you “no show” a class that you are scheduled for or have agreed to substitute, without calling the BP Wellness Center, a meeting will be scheduled with the Group Exercise Coordinator.  You will not be paid if you “no-show” a class.

Substitute Teaching

It is the responsibility of the scheduled instructor to secure an authorized substitute from the approved instructor list.  An updated approved instructor list will be provided to you each meeting.  Any substitutions must be reported to the Group Exercise Coordinator by phone, e-mail, or message left with WC Staff.  Please give substitutes and Group Exercise Coordinator at least one week-advanced notice.  In the event of emergency, sudden illness, etc. this one-week rule may by waived.
Tardiness

If you are running late for a class, please contact the BP Wellness Center at 281-366-5109 and explain your situation to the front desk.  There is lots of traffic in the area due to construction of I-10 and freeway closures, so plan ahead and leave early.  If tardiness becomes a re-occurring problem, disciplinary action may be taken.
Dress Code

Appropriate clothing must be worn when instructing class.  Sports bras alone midriff revealing tops are not allowed.  It is important to look professional entering and exiting the building since this is a corporate gym. 

Group Exercise Studio Clean-up

It is the responsibility of the instructor to make sure the room is clean after his/her class.  Make sure all equipment is put away in its proper place.  Any towels left need to be put in towel drop and please throw away any trash.  Turn off the stereo and microphone after each class and place battery in the battery charger.
Equipment

Make sure equipment is stored in its proper unit neatly each time after use.  If you notice equipment missing or not working properly, leave a note for the Group Exercise Coordinator before leaving.

Microphone and Stereo Use

All instructors are asked to use the microphone each time they teach.  This is so the class participants are able to clearly hear understand the instructor.  Not using the microphone may put the instructors’ vocal chords at risk.  

Make sure that music is at a high enough volume that it can be heard, but not too loud so that it overwhelms the class participants.  It is also important that the Microphone volume is able to be heard over the music.
Class Structure
All instructors will practice safe, effective, and current exercise standards in the classes.  Follow the class description on the schedule each time.  If you are substituting with a different class, follow the description for the class you plan to teach. 

Each class, introduce yourself and make sure you state the name of the class you are teaching.  It is also important to ask if there is anyone new to the class or that if they have special considerations they speak to you after class.  Here is how an introduction may sound:

“Hi everyone!  Welcome to kick boxing, my name is Jennifer.  Is there anyone here who has never taken a kick boxing class before?  Is there anyone here who has never taken a class with me before?”

Each class may vary in terms of format, however all cardio and muscle conditioning classes should include at least a 5 minute warm-up and 5 minute cool-down with integrated stretching.

We have class participants of all fitness levels that use our facility, and instructors are expected to modify their classes accordingly.  You should teach at a medium level, but demonstrate how to modify the move to make it easier, or to make it a more advanced level.
Instructor Meetings

There will be quarterly meeting conducted by the Group Exercise Coordinator.  Meeting dates, times, and locations can all be found on the Group Exercise Calendar for the year.  Attendance is highly encouraged.
Evaluations

Official evaluations will be conducted through a one-on-one meeting with the Group Exercise Coordinator following the annual participant survey.  Survey results and class attendance will be reviewed.  

All instructors must score 90% or higher approval rating on the survey.  If less than 90% is scored, the Group Exercise Coordinator will determine what action is necessary to improve score and then the instructor will be re-surveyed the next break week.  If score still remains below 90%, the Group Exercise Coordinator may replace the class type or instructor.   

Evaluations may also be conducted periodically through class observation as deemed necessary by the Group Exercise Coordinator.

Class Attendance Requirements
Average weekly attendance per class needs to be a minimum of 6 people or more.  The first month that a class averages less than 6, a meeting will be scheduled with the Group Exercise Coordinator.  If the class averages less than 6 participants per week for 2 months in a row, then the Group Exercise Coordinator may change the class format or instructor.

Certifications

All instructors must have a current CPR/AED certification on file with the Group Exercise Coordinator.  Allowing your certification to expire may result in suspension until it has been renewed.

All other certifications pertaining to the individual classes you teach must also be up to date and on file as well.  

Payroll Information

Payroll Forms

In order to be paid and in the system for invoicing, there are 2 forms that must be completed.  These forms can be obtained from and must be turned in to the Group Exercise Coordinator.

(1) A completed tax form (W9)

(2) A vendor maintenance form

In the event of an address change, a vendor maintenance form with the new address will need to be submitted to the Group Exercise Coordinator.

Invoices

The Group Exercise Coordinator will manage all invoicing for payment.  It is important to make sure any class substitutions are known so that invoices are correct.

Pay Periods

Invoices are submitted once a month for the whole month.  Checks are mailed once a month.

Instructor Incentive Program

Purpose

To uphold a higher standard of our instructors and motivate them to continue to be their very best!

Ways to Earn Points/Credits
· Reading, Signing, and Completing Code of Professionalism
· Having copy of current CPR/AED certification on file with BPWC

· Having current copy of National Certification on file

· Scoring 90% or higher approval rating on participant survey

· Subbing 5 or more classes for the year

· Maintaining average attendance

· Attending all Group Exercise Meetings (4 each year)
· Attending another instructor’s class at BPWC

· Keeping the group exercise studios clean

· Introducing yourself each class, making announcements, etc.
· Reporting “Near Misses” to BP Wellness Center Staff
· Turning in copies of CEU’s or CEC’s

Rewards and Recognition Year-End

Incident Reporting

(References and Related Documents: WLPM HSSE Incident Reporting Procedures Manual)
Purpose
The purpose of this procedure is to assure that Westlake Property Management (WLPM) reports all incidents in accordance with BP requirements as well as internal WLPM reporting requirements.  The ultimate purpose is to enable and foster a culture of sharing and continuous improvement through identifying root causes and sharing lessons learned.
This procedure shall apply to any operation in which WLPM is accountable for delivery of services. This includes all WLPM Employees, Contractors, Visitors and other third parties. These mandatory minimum requirements are for WLPM and are not intended to replace site or project-specific incident and emergency response procedures (e.g. landlord reporting, contractor internal reporting), which should also be followed. 
Responsibilities

All WLPM Employees, Contractors, Visitors and Third Parties have an individual responsibility to report all incidents, including near misses, to their WLPM First Line Supervisor in accordance with the requirements of this procedure.

Procedure

In the event of an incident, the instructor is to fill out a BPWC Incident Report form (see attachment 1) and have it signed by a member of the Wellness Center Staff before leaving the building.  The member of the Wellness Center Staff will then report the incident in accordance with the WLPM HSSE Incident Reporting Procedures.
WestLake - Incident Definitions & Reporting 

	Definition
	Example
	How to Report 
	Who

	Reportable Incident: An undesired event that results in harm to people, un-permitted discharge, damage to property or loss to process. These fall into an injury or illness category and guidelines for recordability are outlined in the OSHA Regulations. 
	Fatality
Day Away From Work (DAFW),
First Aid Injury
Restricted Work Incident 
	1. Occupational Injury 
or Illness Report 48-103
2. TWCC – 1
3. Traction http://traction.bpweb.bp.com/ 
	1. Employee & Supervisor
2. Supervisor
3. Employee & Supervisor 

	Near Miss: Any undesired act/condition/event, which under slightly different circumstances, could have resulted in harm to people, environment, damage to property or loss to process. 
	Someone, for example, would have to trip or almost trip before it becomes a near miss. Just the existence of an unsafe condition, such as a tripping hazard, does not constitute a near miss. 
	1. Near Miss/Incident Report (located under Incidents in WL HSSE website)
2. Traction http://traction.bpweb.bp.com/ 
	1. Employee
2. Employee & Supervisor 

	Unsafe Act: Any undesired act, which, under slightly different circumstances, could have resulted in harm to people, environment, damage to property or loss to process. 
	A person standing on a chair to reach a box that was placed high on top of a filing cabinet. 
	STOP Card
(located under STOP on WLHSSE website)
Stop card reports trends, does not generate action 
	Employee 

	Unsafe Condition : Any undesirable condition which would create and environment that could result in harm to people, environment, damage to property or loss to process. 
	Boxes left in hallway in path of egress. 
NOTE: most are as a result of an unsafe act 
	STOP Card
(located under STOP on WLHSSE website)
Stop card reports trends, does not generate action 
	Employee 


Emergency Procedures

(References and Related Documents: Westlake Campus Emergency Procedures FlipChart)

Medical Emergency

If the Condition is Serious (uncontrolled bleeding, chest pain, or unconsciousness):
Step 1:

Call 9-911, or have the Wellness Center Staff person on duty call
Step 2:

The emergency dispatcher will require the following information:

· Your Identity

· Location of the emergency : 





Westlake 4 (WL4)  

200 Westlake Park Blvd.

Houston, TX 77079
· Details about the incident or illness:

· Conscious

· Breathing

· Bleeding

Step 3:

Notify the Wellness Center Staff person on duty, if you cannot find them,  

Notify Security at extension 7233 (SAFE), or 281-366-7233


Inform Security:

· Emergency Services are in route

· Injured person’s condition

· Location of the emergency

Step 4:
DO NOT MOVE the victim unless it is absolutely necessary to avoid further injury.

Step 5:
Wait for emergency medical personnel.

NOTE:  We do have an AED (Automatic External Defibrillator) in the Wellness Center lobby

area, located:    _______________________________________________________________
Minor Medical Emergency (dizziness, trip, fall, minor cut, complaint of pain, etc.):

Step 1:
Notify your immediate Supervisor (Group Exercise Coordinator) or the Wellness Center Staff person on duty at that time.
Step 2:
Seek appropriate medical attention.  If you need assistance, contact Security.

Fire

In Case of Fire:

Step 1:

Call 9-911



Give the address:
Westlake 4 (WL4)  

200 Westlake Park Blvd.

Houston, TX 77079
Step 2:
Activate the fire alarm pull station, if the Alarm is not sounding.  It is located on the wall outside the rear exit of the wellness center.
Step 3: 
Exit to the closest exit (unlocking and closing all doors you pass through) and listen for instructions.  Evacuate to pre-designated muster point.
Step 4:
Return to the building ONLY when emergency personnel announce an “all-clear”.

If Caught in Heavy Smoke:
· Take short breaths through a piece of clothing over your nose.

· Stay low to the floor

In Case of Fire Alarm: 

· Notify the Wellness Center Staff person on duty or Call 9-911

· Prepare to evacuate by going to the muster area and wait for instructions

In Case of Fire Drill/Fire Alarm Testing:

· There are 2 Floor Wardens for the Wellness Center.  They are Sheila Sharemet (AM Shift) and Jennifer Daniel (PM Shift).
· Remain in place for further instructions.

· If asked to, evacuate to the designated muster area for the wellness center which is:  _______________________________________
Panic Alarm System

The Wellness Center has a panic alarm system which can be activated in case of emergency.  The control on/off switch for the pull station alarms is located at the Wellness Center reception desk.  There are 6 panic alarm pull stations in the Wellness Center:

· Aerobics Studio




· Cycling Studio

· Men’s Locker Room

· Women’s Locker Room

· Strength Area

· Cardio Area

 Security Incidents

In the event of a security related incident (assault, suspicious person or activity, theft, trespass, suspicious mail or package, unidentified substances) involving personnel or the facility, follow these guidelines:

· Notify Security at Extension 7233 (SAFE), or if calling from cell phone dial 

281-366-7233.

· Call 9-911 if situation warrants.

· Never place yourself in danger.

· Always regard the situation as serious.

· Attempt to remain as calm as possible.

· Alert appropriate staff or cue another employee to call for assistance, if necessary.

Emergency Numbers
EMERGENCY:

DIAL 9-911

	BP Emergency Telephone Numbers
	Office

	Security Emergency Line
	281-366-7233 

(SAFE)

	CAMPUS INFO LINE

If the INFO line is not accessible, 

Then dial the alternate number
	281-366-4636 

(INFO)

800-452-6626


For other non-emergency and local medical assistance numbers, please reference the Westlake Emergency Procedures flipchart.


Attachment 1 – BPWC Incident Report Form

BPWC Incident Report Form

	Date of Incident:
	 
	 
	 
	
	Time of Incident:
	 
	 
	 

	
	
	
	
	
	
	
	
	

	Member's Name:
	 
	 
	 
	
	Member Type:
	 
	 
	 

	
	
	
	
	
	(BP employee, BP Spouse, Contractor)

	Business Phone:
	 
	 
	 
	
	Home Phone:
	 
	 
	 

	
	
	
	
	
	
	
	
	

	Staff Attending:
	 
	 
	 
	
	Witnesses:
	 
	 
	 

	
	 
	 
	 
	
	(nonstaff)
	 
	 
	 

	
	 
	 
	 
	
	
	 
	 
	 

	
	 
	 
	 
	
	
	 
	 
	 

	
	
	
	
	
	
	
	
	

	Description of Incident:
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Action taken by Staff:
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Staff Reporting:
	
	 
	 
	 
	Date:
	 
	 
	

	(signature)
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Department Head:
	 
	 
	 
	 
	Date:
	 
	 
	


BP Wellness Center

Group Exercise Program

Instructor Code of Professionalism

This is to certify that, __________________________________, has read, fully understood, and will execute BP Wellness Center’s Group Exercise procedures to the best of their ability.

Instructor’s





Group Exercise

Name:

____________________________

Coordinator:
____________________________

Signature:
____________________________

Signature:
____________________________

Completion

Date:

____________________________

Date:

____________________________
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