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1.0
PURPOSE AND SCOPE
The BP Wellness Center Membership procedure is a management requirement used to verify that the procedure is performed properly. 
The purpose of the BP Wellness Center Membership process is to identify who may have access to the facility and program and what the requirements are for membership.
The scope of this procedure is to outline the steps required to join the BP Wellness Center. * 
2.0
DEFINITIONS
	BP Employee
	A full-time BP employee officed on the Westlake campus or anywhere else in the world (providing they will be able to use the WL4 BP Wellness Center at least once per month.)

	BP Intern
	Intern with BP here on the Westlake Campus. Could be high school or university level.

	BP Retiree
	Former BP employee receiving health insurance benefits from BP.

	BP Spouse
	BP Employee spouse, intern spouse, retiree spouse or common law marriage partner utilizing BP health insurance.

	BP Contingent Worker
	Employee of contract company working on this campus and has been providing service to BP for 6 or more consecutive months.

	Transferring Member
	BP Employee, spouse or contingent worker who is transferring membership from another BP facility with a similar pre-screening/fitness assessment process (ie. Fitech). Recorded proof must be presented by the prospective member to the BP Wellness Center Supervisor.

	BP Onsite Service Provider
	Non-BP employee which provides services exclusively for BP employees and contingent workers but do not get paid directly by BP—located here on campus. Currently only includes Advancial and BP Credit Union employees, Manzanita and Fedex/Kinkos. The service provider will pay a monthly fee for each member using the BP Wellness Center at $15/person.

	WL4 Tenant
	Tenant company (New Era Life) in WL 4 grandfathered in from the 1999-2000 merger of BP and Amoco. Tenant company continues to pay a monthly fee for each member using the BP Wellness Center (approx. 30 memberships at $15 each).

	Visiting Executive Board Members
	Highest level of BP management.

	HBI
	Health Background Questionnaire. Filled out by the prospective member. It consists of demographic, health, and behaviour questions. The HBI was designed by the BP Wellness Center staff and approved by BP.

	Physicians Clearance Form
	The Physicians Clearance Form is a document designed to be submitted to a physician requesting clearance for the patient to participate in the BP Wellness program. Specific language and descriptions of the BP Wellness program are included in the document. The Physicians Clearance Form  was designed by the BP Wellness Center staff and approved by BP.

	Contractor/ Contingent worker Form
	A document designed to be submitted to the employer (not BP) of a contingent worker seeking to join the BP Wellness Center. The language of the document ensures the duration of the contingent worker’s job assignment will be at least 4 months long. The Contingent Worker Form was designed by the BP Wellness Center staff and approved by BP.

	Informed Consent
	A document designed to be submitted to a prospective member before the initial fitness assessment. The language of the document requests the signer to release BP from any liability with regard to participation in the BP Wellness Program and Center. The Informed Consent was designed by the BP Wellness Center staff and approved by BP Legal.

	Testing Data Sheet
	Data sheet used for recording fitness assessment information. It is prepared with relevant information from the HBI and Physicians Clearance Form.

	Fitness Assessment
	A series of tests and assessments used to screen a prospective member for some health risks and evaluate body composition, functional cardiovascular fitness, lower body flexibility and upper body strength. The assessments used include: Height, weight, blood pressure, 5/6 site skin fold calliper test, YMCA bike test or Life Fitness Step Test, Modified Sit-and-Reach flexibility test and Push-up test.

	Fitness Consultation
	A private discussion between BP Wellness Center Staff and the prospective member about the results of the fitness assessment and future fitness plan.

	wellness.bpweb.bp.com
	Intranet website of the BP Wellness Center.

	www.trainingdimensions.net
	External website linked to the intranet BP Wellness Center website. 

	Fitness Assessment Software
	Part of the Club Management software used in the BP Wellness Center. The software is used to analyze and track fitness assessment data. Reports and prescriptions are also generated for use in the fitness consultation.

	BP Wellness Center Member
	An individual who has completed the BP Wellness Center membership process.


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
Membership Inquiry
4.2.1 A prospective member interested in joining the BP Wellness Center may tour the Wellness Center in person or tour the facility online at wellness.bpweb.bp.com or www.trainingdimensions.net .
4.3 Submitting Appropriate Forms
4.3.1 A prospective member can access membership forms by coming into the BP Wellness Center or download the forms from wellness.bpweb.bp.com or www.trainingdimensions.net 

4.3.2 Required forms for joining the BP Wellness Center vary for different employees, spouses and tenants:

4.3.2.1 BP Employee, BP Spouse, BP Intern all under 40 years of age: HBI 

4.3.2.2 BP Employee, BP Spouse, BP Intern all 40 years or older: HBI and Physicians Clearance Form

4.3.2.3 BP Retiree: HBI, Physicians Clearance Form and Contingent Worker Form
4.3.2.4 BP Contingent Worker or Service Provider of any age: HBI, Physicians Clearance Form and Contingent Worker Form
4.3.2.5 WL4 Tenant of any age: HBI and Physicians Clearance Form
4.3.2.6 Transferring Member from another BP sponsored facility (ie. BP Anchorage, Meadhurst, Excel Club, etc.).  Appropriate forms from similar screening process (ie. fitness assessment and Physician’s Clearance).
4.3.2.7 Bphit Participant: HBI, Physician’s Clearance form if required and a copy of equivalent fitness assessment.

4.3.2.8 Visiting Executive Board Member: must minimally submit an HBI and Physician’s Clearance form. Fitness Assessment may be waived at Wellness Center manager’s discretion for this small group of individuals only.
4.4 Fitness Assessment scheduling and participation

4.4.1 Once required paperwork has been completed and submitted, a fitness assessment can be scheduled. This assessment can be scheduled online at wellness.bpweb.bp.com (for employees with access to the BP intranet) in person in the BP Wellness Center or by calling 281.366.5109.
4.4.2 A fitness assessment testing data sheet is created by a BP Wellness Center staff member with the information from the HBI and Physician’s Clearance Form.

4.4.3 When the prospective member arrives for the fitness assessment appointment, the prospective member changes into exercise clothing (ie. shorts, t-shirt, athletic shoes) in the appropriate BP Wellness Center locker room.

4.4.4 The prospective member is asked to sign an informed consent form before the fitness assessment.
4.4.5 The BP Wellness Center staff then performs the fitness assessment which typically lasts 20 – 40 minutes (barring no specific physical issues arise during the assessment). Assessment data is recorded on the testing data sheet.
4.4.6 After the assessment, the prospective member can shower and change clothes in the appropriate locker room.

4.4.7 BP Wellness Center staff enters fitness assessment data from the fitness assessment testing data sheet into fitness assessment data software and a report is generated.

4.5 Consultation

4.5.1 After the assessment a BP Wellness Center staff member has a private consultation with the prospective member discussing the results of the fitness assessment, any issues that arose during the assessment and a plan for participation in the BP Wellness Center.
4.5.2 A tour of the facility is given to the prospective member and the prospective member is instructed how to log-in to the club management software. The prospective member logs-in to the front desk log-in computer for the first time and is given a copy of the fitness assessment report. 
4.5.3 The prospective member is informed they need to register at least one visit per year to keep their membership active.

4.5.4 With the membership process complete, a new member has now joined the BP Wellness Center.
5.0 References and related documents
HBI – Health background Questionairre
Physicians Clearance Form
CONTINGENT WORKER Form
Informed Consent
Fitness Assessment Testing Data Sheet
 * The SOP Process and All Documents paper/ ELECTRONIC were reviewed by BP Legal, Digitlal Security manager, Wl Westlake Property Management and  US Data Privacy Manager  - 4/2008)
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