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1.0
PURPOSE AND SCOPE
The BP Wellness Center Opening procedure is a management requirement used to verify that the procedure is performed properly. 
The purpose of the BP Wellness Center Opening procedure is to ensure the facility is consistently opened and ready for operation on a daily basis.
The scope of this procedure is to outline the steps required to join the BP Wellness Center.
2.0
DEFINITIONS
	Log-in computer
	Keyboard and monitor where members log-in user id’s before using facility


3.0
RESPONSIBILITIES
      3.1
Wellness Center Supervisor
Monitor the execution of the membership process and enforce applicable BP policies and procedures.
.
      3.2
Assistant Wellness Center Supervisor/Wellness Center Staff
Execute membership process and enforce applicable BP policies and procedures.                        
4.0
PROCEDURE
4.1
Wellness staff member unlocks front door at or before 5:00 AM
4.2 Lights turned on at master over-ride switch on the right of the front door
4.3 Activate log-in computer on front counter.
4.4 Wellness staff member goes to main audio visual control screen located behind Wellness Supervisor’s desk.

4.4.1 Under Display Power screen:

4.4.1.1 Power on all exercise floor TV screens

4.4.2 Under Audio/Video routing:

4.4.2.1 Be sure TV’s are routed with appropriate satellite channels
4.4.3 Under Volume Control:

4.4.3.1 Take speaker zones off mute and turn up sound.
4.5 Unlock runner/walker entrance with hex key. 
4.6 Be sure area light switches and fan switches are turned on around the facility (strength area, cardio area, locker rooms etc.)

4.7 Be sure workout towels are stocked outside the locker rooms and in the cardio area.

4.8 Check locker rooms for any locked lockers, place any left items in lost and found. High value items are locked up in the appropriate place.

4.9 Scan areas for clutter or out of place items in the facility.
4.9.1 Straighten area as needed

4.10 Start pot of coffee
4.10.1 Drink coffee/tea and wake up

4.10.2 Double check steps 4.1 – 4.9
5.0 References and related documents
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