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1.0
PURPOSE AND SCOPE
The Permanent Locker procedure is a requirement used to verify that the procedure is performed properly. 
The purpose of the Permanent Locker procedure process is to identify those who may have access to designated permanent lockers.
The scope of this procedure is to outline the steps required to obtain a permanent locker.
2.0
DEFINITIONS
	BP Wellness Center Member
	A BP or Contract Employee who has been through the wellness center membership screening process (BP or contract employee may only use the lockers)

	Bike to Work Cyclist
	A BP or Contract Employee who has registered with the Bike to Work Program. Please see Heidi Saul.

	Permanent Locker
	A permanent locker that is used by those who are biking into work


3.0
RESPONSIBILITIES
      3.1
Wellness Specialist or Wellness Administrator
Monitor the execution of the permanent locker procedure and enforce BP policies and procedures. The Wellness Specialist will keep a running spreadsheet of those cyclists who have bike to work lockers. Once lockers are at capacity, a wait list will then be enforced. Lockers will be assigned to those first on the wait list.
.                
4.0
PROCEDURE
4.1
Permanent Locker Qualifications
4.2.1 A BP Employee or BP Contract Employee/Contingent Worker interested in a Bike to Work permanent locker must commit to riding to work a minimum of 2 times per week or average 10 times per month.
4.3 Locker Assignment
4.3.1 Individuals interested in a permanent Bike to Work contact either Lauren Gonzales (WL 1 and WL4) or Rebecca Lipp (Helios Plaza).
4.3.1.1 Lockers located in WL 1 are available to BP Employees or BP Contractor/Contingent Workers enrolled with the Bike To Work Program.
4.3.1.1.1 Lockers are in the basement (115 men, 50 women).

4.3.1.1.2 Individuals must visit security in WL 1 to gain access to locker rooms.

4.3.1.1.3 Individuals provide their own locks.
4.3.1.2 Lockers located in WL 4 Wellness Center are available to BP Employees or BP Contractor/Contingent Workers enrolled with the Bike To Work Program.
4.3.1.2.1 Must also be a Wellness Center member to use lockers (40 available).

4.3.1.2.2 Lockers located in hallway between men’s and women’s locker rooms.

4.3.1.2.3 Lockers have programmable locks
4.3.1.3 Lockers located BP Helios Plaza Wellness Center are available to BP Employees or BP Contractor/Contingent Workers enrolled with the Bike To Work Program.
4.3.1.3.1 Must also be a Wellness Center member to use lockers (60 available).

4.3.1.3.2 Lockers located in the hallway between Group X rooms, next to the Bike to Work entrance.
4.3.1.3.3 Individuals provide their own locks.
4.3.1.3.4 Individuals will also have card key access to Bike to Work entrance door.

4.3.1.3.4.1 ID#’s registered with Helios Wellness Center Staff (Rebecca Lipp).
4.4 Monitoring
4.4.1 To monitor locker eligibility, we have instituted a log-in/log-out procedure.
4.4.1.1 On the days a cyclist rides into work, he or she must log-in (morning) at front desk and log-out (afternoon). This procedure is for BP Wellness Center lockers.
4.4.1.1.1 We monitor card key scan records at WL 1.

4.4.2 Locker usage will be checked every qtr.
4.5 Failure to meet qualifications
4.5.1 If any rider fails to meet the usage requirements he or she will lose their locker privilege and the locker will pass to someone on the wait list (if any).
4.5.2 Any rider who does lose an assigned locker can re-apply and be placed on the wait list (if vacant lockers are not currently available).
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